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Brochure


Brochure Template
1. From the file menu, choose new.  The task pane window opens.

2. From the task pane window under new from template, select general templates.
3. At the templates dialog box, click the publications tab.
4. Select the brochure template and click ok, or double click on the icon.
5. You are presented with a two-page formatted document.
Replace text

1. Click in front of the T in “To” and drag diagonally until the word “brochure” is selected.
2. Next, type your own text, in this example, “Wentworth Military Academy.” The new text replaces the old.
3. Continue to select words and replace them with your own text (you can make this up).
Changing the font, style and size

1. Select the text you wish to change, for this example, “How to create a brochure.”

2. From the format menu, choose font.
3. At the dialog box, click the font tab, select the font, font style and size you want and then click ok.
**To quickly select the font menu, right-click on the text and choose font.
Replace pictures

1. Click on the picture on the first page and you will see size handles (a small black or colored box).
2. Next, press the delete key.
Adding clip art

1. Click where you want the clip art to be located.
2. From the insert menu, drag to picture and then clip art to access the clip art gallery.
3. The insert clip art task pane appears on the right.
4. In the search textbox, type “Travel” and then click search.
5. The pictures that meet your search criteria now appear in the insert clip art task pane window.
6. Click on the picture you want to insert into your document and drag it where you want it.
Resize the picture

1. Click on the picture to select it.
2. Little black squares or size handles appear around the picture.
3. Move your cursor to the lower right size handle.
4. When it turns into a two headed arrow, click and drag up or down on the size handle to resize the picture.
5. Continue typing text and inserting pictures.
Saving and printing the brochure for future use

1. When you are finished typing your brochure, from the file menu, choose save as

2. At the save as menu, find your jump drive, and save as “your name, Travel brochure.
3. Click on the save button.
4. Print once you have completed this assignment (ONLY ONCE).
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