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Tool Bars

Various tool bars will be used.  If you can’t find the necessary tool bar, go to View, toolbars and check the needed tool bar.  If it is already checked but the whole tool bar doesn’t show, look for the double arrows >> at the end of the toolbar.  Click on the >> to see additional icons.  Once you use the tool, the icon appears on the toolbar.

Zoom In – Zoom Out

Changing the percentage down to %50 will let you see the layout of your newsletter and arrange your layout.  Then you may want to have it on %75 or %100 to type information.

Margins

File, page set up, top 

Date and By-line

In size 8 font type date, Vol. # and your name in the far left, middle and far right.  

Creating a Mast

Use word art to make the mast (title) of your newsletter.  On the “Draw” tool bar at the bottom of the screen click on the dark blue angled A, choose a style, type the name of your news letter, OK, then drag to the top of the page.

Division Line Under the Mast

On the “Draw” tool bar click on the straight line with no arrow one time.  Then click your mouse at the beginning of the line and drag to the end making sure you are drawing the line above the date line.  While the handles (boxes) are still at the end of each line, click on the 3 heavy lines on the “Draw” toolbar.  Choose a style.  (If you lost the handles, click on the line again.)

Columns

Format, columns, choose 2, and check from this point forward so it won’t affect your date line.  Also change your paragraph format from align left to justify.  

Creating Format Styles

This can speed things up a bit as you need to change fonts from headlines to story lines.

· Type your headline centered in the column (Mine was “Tool Bars”.)

· Format, style, give it a name such as “headline”, apply, ok.

· Now the box next to your font name probably says, “headline.”  Drop that box down and choose “normal”.  Notice it probably has a 12 font size.  This is usually the default font for word documents.  Change this style if you need by going to format, style and making necessary changes.

· When you are ready to make the next headline, drop down the box that says normal and choose headline.  Notice it has other possibilities already made.
Pictures

Insert pictures as needed as you usually do with word, power point, etc.  Wrap text around a picture by highlighting pic, format, picture layout, square.  This will provide more useable space in your newsletter.  http://edtech.sandi.net/emmie/ppt/freegraphics.html says, “giving the Internet address and the date that the graphic was obtained is sufficient.  Also, if you wish to use a graphic that is on someone’s page, it is common courtesy to e-mail the originator of the page and ask for permission if no copyright is attached to the graphic”.  You can also place credits in a footer.  

Add Borders

To add a border around your whole page, go to Format and Borders and Shading  and click the Page Border tab.  Select a setting, style, and a width, then OK.  You will need wider margins to use borders.

To make a coupon, use a text box like you use in Power Point.  On the draw bar choose a dash style.
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