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Type title here & Center


Change from centered to justified and tab to start the paragraph.  Now you might go back and highlight your title of this section and change the size of the font.

How to Draw a Text Box

 
Go to View, toolbars and choose Draw.  Then click and draw the text box where you want it to go.  You may need to drag it to put it in the exact spot you want it in.

Columns


Go to format, columns and choose 2 columns.  Remember to go to the bottom of this window and drop down and choose “from this point forward.”

Insert a Picture


Go to insert, picture, clip art (or from a file if it’s from the camera or in “My Documents.”  Choose your picture.  Click on the picture and choose the center button in the standard tool bar. 
                               This is called a “tight” layout.

Going Back to No columns


On the tool bar, choose format, one column then at the bottom of the window choose “from this point forward.”

Where to Stop and Start

Try to start a new topic in the next column instead of letting the topic be divided from one column to the next or one page to the next.  However, sometimes this can’t be helped.
Bullets


Format, Bullets and Numbering or choose the bullet icon on the Standard tool bar.  It looks like 3 dots with 3 lines.  

Remember you can always hover your mouse over the icon.


You can use bullets to: 

· List items

· List points

· List materials

· List reasons

· List ideas

To stop the bullets from forming just hit enter key twice.

Other Hints


After each section, if space allows double space (hit the enter key twice) before starting the next title. Notice, in some places in this page, there isn’t room for a double space.

To change fonts you will need to first highlight the word (click and drag over the word) you want to change.


Hit the tab button to indent for paragraphs.


Bold very important words that may need to jump out to the reader.  Be careful not to bold too many words.  To bold a word high light the word and click the B in the tool bar.


Center a caption under a picture.  Also use a small font such as size 10 under a picture.  You also may want to bold this caption.


Always keep in mind how a newspaper looks.  Do they use the same font all the way through the article?  Notice I used smaller fonts in this section.

Be sure to start new paragraphs for each new idea in a section that is still on the topic of that section’s title.  If the topic changes, then create a new title.  

Be sure to ask questions to the reader in the piece to keep their attention.  Be careful about just listing facts.   Make the facts sound interesting.

Think about your catchy introduction and a wrap up conclusion.  In other words the ending will refer somewhat to the introduction while making a closing.
Also your piece needs to be a human interest story.  That means something related to what people like to do for fun are interested in knowing.  It’s usually something on a light note rather than serious news.
Typing a 


Feature Article


 Or


 How- To Piece








