Creating a Newsletter using MS Word

Modified by Robb Ponton 

from Teaching with Technology
by the Virginia Department of Education and

Prince William County Public Schools

Objective: Learn to use features of MS Word to create a Newsletter

Topics include:

1. Opening MS Word

2. Saving a document to a designated folder (creating a new folder if necessary)

3. Using Word Art and the Word Art tool bar

4. Creating Columns

5. Adding text and graphics (MS Clip Gallery, Clips Online, websites)
6. Copy and Paste text and graphics
7. Page Set-up

1. Open MS Word
2. Go to File and select Save AS.

3. Navigate to the Tech Trek folder on the desktop.

4. Open the Tech Trek Folder and find your folder.

5. Open your folder.

6. Type your first name Ancient Rome next to file name. (Ex. Robb Ancient Rome)

7. Click SAVE.

8. Before we put in the columns for our newsletter, let’s put in the title.

9. Click on the Word Art icon [image: image1.png]


 on the Draw toolbar at the bottom of your document.

10. (If you don’t have a draw toolbar, go to View and make sure it is checked).

11. Choose a Word Art Style and click OK

12. Type in the title: Ancient Rome (change font and size if you like). Click OK.

13. Click inside your document to find where the blinking text cursor is located. We want the title to be above the blinking cursor. Hit Return a couple of times and move the title back up if necessary.
14. Go to Format and select Columns. Select 2 columns. Choose Line Between, Equal column width, and Apply to: This point forward. Click OK.
15. You won’t see the columns yet because we haven’t typed in any text.

16. Type the subheading: Education in Rome. Press return. Type (or copy and paste) the text for this section. Make the subheading Bold and choose a color.

17. Copy and Paste the rest of the text from the Ancient _Rome document.

18. Go to Insert – Picture – Clip Art. Type in key words to find appropriate graphics.

19. If you can’t find everything you need using Clip Art, click on the Clip Art online link. Type in your key words in the Search bar.

20. You can also try finding images online. Use a search engine such as Google or the graphic links I provide on my Portaportal website. Go to http://www.portaportal.com In the Guest access area, type the pontontt and then click the Visit button.[image: image2.png]Guest access
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21. Add images as you find them by using Copy and Paste.

22. You will have to resize and wrap the graphics. Resize by clicking on a graphic to select it and then dragging the corner grab handles either in or out to make you picture larger or smaller. To wrap you graphic around the text, click on the text wrapping button [image: image3.png]FEREEETS
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 and select either Square or Tight. Move the graphic around to find the best placement.

23. Put a straight line under the title to separate it from the columns. Use the straight line tool on the Draw toolbar. [image: image4.png]Nowgd



 

24. Click on the Line Style tool [image: image5.png]


 and choose a line color.

25. Go to File- Page Set-UP

26. Choose the 3D box for your border – 2 1/4 point line size and orange color.

27. Look over your newsletter and make sure it fits on one page only. Try to make both columns fit the newsletter the same.  

28. Go to Tools and select Spelling and Grammar. Make corrections if necessary.

29. Go to File and Save your work.

