
How to update your newsletter
Instructions for customizing each page below.

News - Page 1:
• To select Hero Image double click the image or menu item the left to bring up a flyout box to allow you to select the image.

• Parent Reminders - double click on the text box or menu item on the left to add parent reminders. There are 3 additional
areas in the flyout box to add up to 6 reminders.

• Article - The Letter to the Families is the default and is fully editable. When you double click on the article or the menu item
on the left, you will see a flyout box that will allow you to edit the default letter, create your own or choose from premade
content

Additional News - Page 2:
• To replace the Header Image, double click on the image or the menu item on the left. A flyout box will appear for you to
select the image you want. Once you select the image for Page 2, the same image will populate for the last 3 pages.

Teachable Moments - Page 3:
• To add images to the center of the page -

• Double click on the center box or the menu item "Edit Images and Captions". A flyout box will appear on the right of the
screen.

• If you want 2 images, select the top 2 boxes, for 5 images, select the top 5 boxes, etc. Then click Next.

• In the next window, double click on each bar to bring out a window to edit your caption. When you are done editing your
captions select Apply.

• To change your images, double click on the gray boxes that correspond with your caption. You may use the preset images or
upload your own. You will then be given the option to crop the image. (NOTE: The crop box will only reduce to fit the size of
the image box you are editing) Then select Apply.

• If you need to edit your captions, simply select Edit Images and Captions again, select Next in the flyout window and that will
take you back to the Edit Captions section.
(Please use caution when uploading images to the Newsletter. The system only uses JPEG and PDF image files 2MB or less)

Birthdays - There are 4 columns for birthday information. If you don't need some of the fields, just delete the text in the ones
you don't need.  If you have more than 20 birthdays, you can use a single line for each one and have room for up to 40.

Calendar - Page 4:
Double click on the calendar to open the menu drawer and select the calendar for the month you need.

To add images and text select:  New TEXT layer or New IMAGE layer from the top left menu. Then add your text or image and
position it on the calendar where you want it.

Classroom Updates - Page 5:
You can edit the headline, but not re-position it.  The 2 text columns can be shifted on the page so they are in columns, in
rows, can be removed from the page, etc.

Questions? kiddieacademy.com/ofallonKiddie Academy of O'Fallon | 4088 Winghaven Boulevard, O'Fallon, MO 63368

Dear Kiddie Academy Families,

Can you believe December is already here! We have some great curriculum and fun
headed the children's way this month. The Preschoolers will be going on an adventure
being introduced to places around the world and famous landmarks. Twos and under
will take a flight into the sky discussing what we might see up there. This month also
will host our annual holiday celebrations where the children will drink coco in their
pajamas.

CHARACTER ESSENTIALS: we are kind. All through the month we will be encouraging
and complementing kind acts. They will show kindness by working together in large
settings, passing items to one another during family style dining, they may also help a
friend in need!

DID YOU KNOW: January will kick off our brand new extra curricular: TECH ACADEMY.
Our Junior Kindergarten friends will be creating their own tangible items with a 3-D
printer. Not only will this reinforce soft skills such as patience, taking turns, ownership,
responsibility, collaboration and creative skills. It will also strengthen hard skills such as
basic technical skills, troubleshooting skills, and spatial skills. We can not wait to see
the children hands on with Tech Academy!

We are currently enrolling in all programs. If you or someone you know is looking for a
educational based, exciting place to learn, give us a call to discuss enrollment options.

Warm Regards,
KAO Leadership

Parent Reminders:

Conferences Rooms 4 & 9

Winter Spirit Week
12.16.24-12.20.24

Kids Night Out
12.20.24 5:30pm-8:00pm

21st: Yule Begins

25th: Christmas &
Hanukkah Begins

26th: Kwanza Begins

Academy will be closed:
24th & 25th, 31st-1st

Academy will be open
8:00-4:00: 23rd,
26th,27th, & 30th
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