Directions to Creating Newsletter
Before beginning:

1. Change left and right margins to 1”.

2. Font size = 10 

a. Sub-titles are 12

3. Font Style - - Times New Roman




Steps for project: (Open 2 applications:  “Word” and Internet --www.howstuffworks.com 

1. Line 1 – Insert picture reflecting title.  (The picture was taken from this site, photo courtesy National Park Service).
a. Right click the picture to copy.  Toggle back to Word by using alt, tab.  

b. Place your cursor on line 1 and paste image by right clicking picture and choose paste.

c. Once the picture is on your page, you should lock it into place so it does not move when typing other information.  

i. Right click image and choose “format picture.”

ii. Click on the size tab and click on lock aspect ratio if it is not already checked off.  

iii. Click on the layout and choose “tight” in order to wrap text next to your image.  

2. Draw a text box and place it to the right of the image.

a. Type in your title.  
b. Resize by selecting it and enlarge it to 20 font size and use “Georgia” as the font and “articletitle1” as style.  
c. The size should be comparable to the sample.

3. Place your cursor at approximately line 14-16.  Hit enter until you get to the bottom of your document (line 56).  Go back and select the blank lines by dragging your mouse through.  

4. Open “format” menu and type in “3” for number of columns needed.  Click on the “line between.”  By choosing this, the computer will place a vertical line in between your columns.  Notice how your ruler has changed to show your three columns.  [image: image1.png]Photo courtesy National Park Service
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5. Select all 3 columns and choose justify from the alignment tools on your formatting toolbar.  [image: image2.png]


  This tool will create a very even left and right text edge to your column similar to newspaper print.  This will help to create a very neat look to your document.
6. Draw a horizontal line from the left margin to the right.

a. Use your [image: image3.png]


tool on your drawing toolbar.  Change the thickness of the line style from the default to 1/1/2 points.  Use your [image: image4.png]


 tool.

7. Under your picture in the first column, type “INTRODUCTION” in all caps.  Sub-titles should be 12 font size.  Select the I in Introduction.
a. Open your format menu.

b. Use the arrows down and go to drop cap.

c. Choose dropped.  

8. Take your cap locks off.  

9. Type the text required under Introduction using your sample.  

10. Draw a horizontal line across 1st column only as shown in sample.  Change the line style to 2 ¼ points.

11. Draw a vertical line using the right border in your formatting toolbar.  Change the line style to 2 ¼ points.

12. Type in the poison ivy trivia text.  Note:  Be careful to use your hanging indent or make effective adjustments to your alignments within your ruler alignment section.  Your text should align as the sample does.

13. 2nd column – Type the sub-title as discussed above.  

14. Under title open the “format” menu and choose “Insert text box.”  Click within the box and begin typing in the bulleted information.  Use your bullets from the formatting toolbar.  [image: image5.png]



15. Click on the textbox to select it.  
a. Choose a shadow from the drawing toolbar.  Select the 3D-style one.  

16. Copy the image from the web page reference reflecting Jon Sachs, poison ivy.

17. 3rd column – Type the sub-title “Avoiding Poison Ivy” in all caps. Select the “A” and create a drop cap.
18. Type the text required.
19. Type in the last sub-title “What are some symptoms?” in all caps.  Select the “W” and create a drop cap.

20. Insert a text box.

a. Open the format menu and choose “insert text box”.

b. Click on text box outline and choose a 6 point line as the outline.
i. Drawing toolbar:  [image: image6.png]


  Choose line style:  6 points


21.
Choose bullets from formatting toolbar [image: image7.png]


and type the text required.

