E-NEWSLETTER—Instructions & Deadlines

I. Greetings from QUQ Staff (Staff/intern writing rotation)


Suggestions: Write up updates about potentially local thins happening in our community media 
field, updates with QUQ, local partnerships/collaborations, updates about whatever you want to 
write about that has some relation to our organization (more nationally based news will go 
in the “national news” section. 
No more than 250 words and it must be submitted one week 
prior to launch date by email to 
Erica Jones at ejquoteunquote@gmail.com.
· Mike(Mar 1, June 7, Sept 13,  Dec 20
· Colleen (Mar 15, June 21, Sept 27, Jan 3, 2011
· John( Mar 29, July 5, Oct 11, Jan 17, 2011
· Amelia( April 12, July 19, Oct 25, Jan 31, 2011
· Autumn( April 26, August 2nd, Nov 8, Feb 14, 2011
· Steve( May 10, Aug 16th, Nov 22, Feb 28, 2011
· Adrian( May 24, August 30, Dec 6, Mar 14, 2011
MUST HAVE ARTICLE COMPLETED BY THE THURSDAY PRIOR TO YOUR ARTICLE DATE 

(TYPICALLY EVERY 1ST & 3RD Thursday OF THE MONTH 

ALL ARTICLES NEED TO BE FINISHED)
II. Featured Program Profile (Mike/Autumn/Adrian)

-Contribution about what SHOW should be highlighted in each e-newsletter


-Who they are, show, why did they get involved with QUQ (volunteerism, activism, excellent 
show quality, etc)

-Programming Premieres--Highlighting 1 upcoming shows for both Encantada TV Ch. 26 & Public Access  Ch. 27

-Need show logo, time slots, one-line describing the show
DEADLINE: 1st & 3rd Friday of EVERY month

III. Exporting Programming Grid (This is for Mike ONLY)


-The easiest solution to doing this properly is by doing it all on the Imac in the Field area (one 
labeled “Adobe”


1. Select date range of program grid


2. Export that selection in pdf format


3. Once you click on “view/go” it will open the pdf file, you will then choose the “save” button


4. Choose Desktop, then Programming E-Newsletter folder, then Rename the file with the 
month_date_programming (ex. 3_12_programming)


5. Once this saves, you will then go to http://viewer.zoho.com/

6. Choose “browse” then go back to the Programming E-Newsletter folder on the desktop and 
click the recently saved program grid


7. Choose the drop-down arrow for the expiry date and choose “no expiration” –DO NOT CLOSE 
WINDOWN YET!

8. Keep the zoho window open and now open a new window and type in 
mynewsletterbuilder.com .


9. Follow ONLY the steps at the beginning of this document to log in and access the “newsletter 
builder editor”
IV. Uploading/Creating Events (Interns/Erica)
1. This section will stay, AS IS, since the feed comes from the Google Calendar events section on our website
2. QUQ staff is responsible for keeping the “events” section/google calendar of the website updated

V. Media Education/Training Dept (Colleen/Amelia)

-Always have general class information

-New information/updates in the dept
-Update with upcoming orientation    

-no more than 200 words
DEADLINE: 1st & 3rd Friday of EVERY month (if you have new info)
VI. National News (Erica/other staff )

Suggestions: Write up updates about potentially NATIONAL things happening or impacting the 
community media field, updates with legislation, partnerships, updates about education, 
whatever you want to write about that has some relation to community media. No more than 
200 words.


DEADLINE: It must be submitted one week prior (1st & 3rd Friday of 
EVERY Month) to launch 
date by email to Erica Jones at 
ejquoteunquote@gmail.com.
VII. Employee/Intern Spotlight (Staff Rotation)

-This section should be creative and fun. Think about the readers of the e-newsletter and what 
you may want them to “learn” about other staff and interns at QUQ.  I would recommend doing 
a top 3 “things you didn’t know” about someone….You may have to actually do a quick Q & 
A with staff to find out interesting things, if you don’t already know.  Just to throw around some 
potential ideas for this article section: For example, it could be goofy information or shocking 
information about how Mike Trujillo enjoys dressing in his monkey costume on the weekends 
and hiding behind trees at local parks. Or it could be more biographical info about where people 
formerly worked or went to school, etc. 

-This section should be short and sweet. No more than 150 words.
· Adrian(June 7, Sept 13,  Dec 20
· Steve (Mar 15, June 21, Sept 27, Jan 3, 2011
· Autumn( Mar 29, July 5, Oct 11, Jan 17, 2011
· Amelia( April 12, July 19, Oct 25, Jan 31, 2011
· John( April 26, August 2nd, Nov 8, Feb 14, 2011
· Colleen( May 10, Aug 16th, Nov 22, Feb 28, 2011
· Mike( May 24, August 30, Dec 6, Mar 14, 2011

MUST HAVE ARTICLE COMPLETED BY THE THURSDAY PRIOR TO YOUR ARTICLE DATE 

(TYPICALLY EVERY 1ST & 3RD Friday OF THE MONTH 

ALL ARTICLES NEED TO BE FINISHED)
Admin/Other Notes:
Publish  newsletter to the web
-enewsstandonline: (l) ejquoteunquote1 (p) encantadatv1

Go To Mynewsletterbuilder.com

· Basic Info—Login (ejquoteunquote)   Password---(Encantadatv1)

· Click on the “my newsletter” tab
· Go to the most sent tab and then click on the right icon which looks like ( [image: image1.png]



· Click on that icon, which will create a copy (You do not want to overwrite & edit this one)

· Once you make the copy, rename that e-newsletter with the current send/launch date (e.g. If the e-newsletter is being sent out for July 19, then rename it QUQ e-newsletter_7_19_10)
· Once that copy has been renamed, choose the “save button” and it should say “your template has been saved.” Once it is saved, click directly on the “editor” tab (directly above the “newsletter name section”).  

