How to Format and Provide your Graphics and Audio to Video Department
Meru, Holland

Version: HD Graphics v1

1. Specifications for graphics to be broadcast:
Send graphics to meru-broadcast-graphics@Maharishi.net as jpegs. 
To format and save your pictures as jpg (e.g. with Photoshop) proceed as follows: 

· First we have to choose a suitable background colour – we usually prefer a pale cream colour. In the floating toolbar (usually found on the left side of the screen) there are two intersecting squares near the bottom of the toolbar. Click the lower right square which is ‘behind’, and the Color Picker dialogue box will appear. In this dialogue we specify the background colour by using the vertical colour bar to choose the hue (red, yellow, blue), and the big palette to determine the shade (degree of darkness or lightness). Wherever you click on the vertical bar and in the big palette, that color is selected. Click around until you are satisfied, and then click OK. Now the colour you selected will be saved as the background colour and you can see it in the lower square (background) in the floating toolbar.  
· Secondly, open the image to be formatted.
· Thirdly, we format the size of the image: From the Image menu, choose Image Size. The Image Size dialogue appears. At the bottom left of the dialogue, check Resample Image and Constrain Proportions (there must be a tick in those two boxes). In the top section ‘Pixel Dimensions’ enter the Height as 1080.  Be sure the drop-down menu on the right specifies ‘Pixels’. Click OK.
· For convenience one can set the units to always be in Pixels as follows: Open Edit on the top toolbar, then click on Preferences, then Units and Rulers. At the top of the dialogue, in Units, set Rulers and Type both in Pixels.
· Fourthly, we format the size of the canvas: Again, from the Image menu, click Image Size, then choose Canvas Size. A dialogue appears. In the lower section ‘New Size’ enter the Width as 1920.  Be sure the drop-down menus on the right specifies ‘Pixels’. Click OK.

· Now save the picture as follows: Choose File from the top toolbar, and choose Save As. The Save As dialogue appears; at the top choose the folder where you want to save the new image. In the box below called File Name enter the name you want. Below that in the Format line use the drop-down menu and choose JPEG (*.JPG;*.JPEG;*.JPE). Click Save.
· A new dialogue called JPEG Options appears. Near the top, in the section called Image Options, in the Quality box, enter 11. This is high quality, which is a large file, as you can see on the sliding scale below the Quality box. Mode: RGB color.
For instructions how to format Portrait style pictures please see below*
2. Number your files in the order you want to show them. 

Numbers 01-09 get a zero in front for proper listing in the computer, e.g.:
01 map.jpg, 02 vastu.jpg, 03 peace palace, etc.. 
Numbers 10 and higher get no zero in front, e.g. 10 flowers, 11 rose, 12 jasmine, etc.
To show a picture twice put it in the list twice, with corresponding numbers.
A file name is not necessary - the computer uses the number. If you want to add a name keep it simple.
3. To show your slides with your talk, please say:
“Please show slide number 1”, “Please show slide number 2”
To return to the speaker, say “Thank you for slide number 2”.
4. Time Delay: If you are watching the Chat via the internet there may be a delay of about 10 seconds until the slide you request shows on your screen, because the signal has to go from Holland to USA and then to you. You should just request the slide clearly “Please show slide 1” and then go ahead and tell your story. We will inform you if there is any problem.

5. To send a recorded talk, use a digital recorder in a quiet, well-insulated room, and send it as an mp3 file to meru-broadcast-graphics@Maharishi.net and communication@Maharishi.net. Use the same system of asking Video to show the slides - “Please show slide number 1”. 

6. Two ways to deliver your graphics to Meru Video:

By e-mail: Attach your files to an email message (you can attach several files to an email but not too many—maximum about 2 MB). Please email graphics several hours before your talk to: meru-broadcast-graphics@Maharishi.net
This address is a no-reply address - it is not for correspondence email.
By hand: You may also bring the graphics to the Video department on a USB memory stick or CD ROM (no floppies please). 
7. Specifications for videos: 

Video format can be either QuickTime or AVI format at full PAL size, or DVD. Try to avoid Windows Media Player format as it requires conversion to AVI. So only send this format if you have nothing else.
8. If you want to use Power Point (or similar programs) the best method is to save the Powerpoint images as JPGs and send them to Video Department as usual. Otherwise you can bring a laptop to Brahmasthan and show the pictures yourself while you are speaking, or someone you bring with you could change them in the Map Room. 


_______________________________________________
* Here are complete instructions for how to format pictures that are in ‘Portrait’ format (higher than they are wide).

Pictures shown on HD TV are always the same shape: they are 1920 pixels wide and 1080 pixels high. Any other shape of picture will stretch or squeeze to fit this size, so the image will look distorted on the TV screen. Pictures that are not 1920 x 1080 can be formatted as follows:

· Open Photoshop. 
· Now open the picture you want to format: At the top left of your screen click File, and select Open. In the familiar dialogue box, click on the folder and then the picture you want, then in the lower right corner click Open. The picture you want will open. 
· Now we have to choose a suitable background colour – we usually prefer a pale cream colour. In the floating toolbar (usually found on the left side of the screen) there are two intersecting squares near the bottom of the toolbar. Click the lower right square which is ‘behind’, and the Color Picker dialogue box will appear. In this dialogue we specify the background colour by using the vertical colour bar to choose the hue (red, yellow, blue), and the big palette to determine the shade (degree of darkness or lightness). Wherever you click on the vertical bar and in the big palette, that color is selected. Click around until you are satisfied, and then click OK. Now the colour you selected will be saved as the background colour and you can see it in the lower square (background) in the floating toolbar.  

· Next we have to set the size of the image. On the toolbar at the top of the screen click Image, then click Image Size. A dialogue box called Image Size will pop up. In the bottom left corner of the dialogue tick the box ‘Constrain Proportions’. This will keep the image the same shape (proportions) while you are working with it. Enter the Height as 1080 pixels. The width will adjust to maintain the same shape of the image.  Click OK to close the box. 

· Next we have to set the size of the canvas. (The canvas is the page on which the image appears). Again select Image on the top toolbar, then select Canvas Size. Enter the Width as 1920 pixels, Height as 1080 pixels. Now the background colour you selected appears as panels on the sides (or above and below), with the image in the middle remaining in the correct proportion. Select OK. 
· Next we must save the picture with a new name to distinguish it from the original. On the top toolbar select File, then Save As – the Save As dialogue box will open. At the top of the box find the file where you want to keep the image. If the file does not yet exist, make a new one by selecting the folder with a star at the top of the dialogue box. Once the correct folder is open (you can see its name at the top of the dialogue box - enter the new name of the image, and then the format of the image by clicking the small arrow at the right of the Format line, where you will see all the options for formats. Choose JPEG (*.JPG;*.JPEG;*.JPE) and then select Save.
· When you click Save, a new dialogue box called JPEG Options appears. Near the top, in the section called Image Options, in the Quality box, enter 11. This is high quality, which is a large file, as you can see on the sliding scale below the Quality box.  

· Now your picture is formatted so the image has a cream background and will not be distorted on the HDTV screen.

· When you close Photoshop it may ask if you want to save the image. You can click No, because you have already saved it in the folder where you want it.

Jai Guru Dev

Meru has changed to HD (High Definition) video equipment which demands bigger and wider pictures. The new size is 1920 x 1080 pixels (w x h). Please use at least a 4 megapixel camera for your pictures – avoid small cellphone cameras.








