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A goal in authoring a single viewable document that can be downloaded and shared is to 
have this book as a single PDF. A PDF format allows the book to be ported to other places 
for access like Google Drive Share or viewed from any share folder on the net. There are 
other methods to create online documents such as using HTML5 and only have access to 
the Book via a Browser. The HTML5 Book would need to be hosted on a website of your 
choice providing a URL to such document.  There are other methods, but this training is not 
meant to be a course in digital completeness, just a helper to get started and thinking 
digital. 

 

To prepare for an ongoing Digital process and gathering of data a Council should leverage a 
Council email address, not a personal email of Grand Knight or another Knight.  This 
Council email can be used for all to send pictures, reports, all forms sent to Supreme, 
newsletters, meeting minutes, FS data, any information the Council should archive and 
save.  This email becomes the Council location for this book just like the old shoe box in 
the Council chambers.  Manage the email each year so it only holds the Fraternal years 
information.  This email account is passed to next Grand Knight. Using Cloud Drive space 
of your choice also keeps your digital data for the next leaders of Council. 

 

First thing is Security of membership data 

All data that may get exposed to public should be scrubbed of personal data. 

Block out- 

 Emails 
 Phone numbers 
 Birthdates of mm/dd/yyyy (mm/dd can be excepted) 
 Membership number 
 Any data you think is not needed by public, error on side of removal 

I would believe Charity money donated and hours spent should be bragging #’s, but 
all your FS call.   



 

 

Tools to have leverage and learn to use 

Licensed copy of Adobe PDF  $$ (I do not have this, and I can create anything I need 
for this book. But if you do you are well ahead of the game) 

 Document creation programs that can create documents and save as PDF 

  MS Products, Word, Excel, PPT,  MS365 ($$) 

  Google Docs (Free) 

  LibreOffice Suite (Free) https://www.libreoffice.org/ 

Apple Notes 

  PicoPDF  https://www.nchsoftware.com/picopdf/index.html 

 

Scanning of Documents - if document is only in paper form (example handwritten 
meeting minutes) Correspondence you wish to digitize. 

Mobile Devices can all scan from photo apps. Or there are also Scan APPs you can install 
and use on handheld phone. They all work well. 

Printer Scanner 

Take Photo of paper and use AI to convert to PDF 

 

Tools to have without Licensed Copy of Adobe PDF - These tools have ability to 
compile, compress and merge PDF’s into single book. 

 https://www.ilovepdf.com 

 https://pdfkit.com 

 

Photos 

Councils should leverage Photo sites like Google and create yearly albums to separate out 
the years. 

https://www.libreoffice.org/
https://www.nchsoftware.com/picopdf/index.html
https://www.ilovepdf.com/
https://pdfkit.com/


 

 

Using Links in your documents 

Your Documents can link out to social sites like Facebook or others. Link to photos the 
same way. 

 

AI Tools 

 ChatGPT  (limited on daily use without subscription) 

Without subscription still very useful, just limited how much you can do in a 
timeframe. With subscription you can go wild 

 MS CoPilot- I have not use much but integrates well with MS products 

 Google Gemini- I use a bit- integrates well with Google products 

Many others- best learn how AI is changing the world and get onboard, it has many 
uses for all ages and reasons. 

AI can create your complete book in a very short time, the Council just needs to 
have the documents in any format- written, pictures, DOC, PDF, HTML, Spanish, 
Audio, video, chicken scratching. Basically, no excuses. 

 

Complete Hard copy book – Printed. 

Sure, go ahead and author a complete printed book. Have a service scan it and save as 
PDF. 

 

Summary 

The goal again is to get all the Council items that were guided to you in Training Guide #1 to 
a common type, I suggest PDF format. 

Once in PDF form the documents can use the tools to place the PDF’s in the order you wish 
and combine the PDF’s.   The combine tools may limit you to a number like 25 at a time, 
creating 1 PDF of the 25. If you have another 25, combine them and combine the 2 - 25’s 
together. I suggest you do 10-15 documents at a time or in a logical section at a time. 



  


