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Newsletter

Objective:  Students improve their writing skills while creating a newsletter.  Your newsletter will resemble our example on our website.

Creating a newsletter from scratch

1. Open Microsoft word and a new document

Creating and centering the heading

1. Click on the document.
2. From the format menu, choose font.
3. In the font dialog box select 48 as your size and choose a font then click ok.
4. Type the name of your newsletter.
5. On the formatting toolbar, click the center alignment button.
6. Press the enter key twice.
Bordering the text

1. Highlight the title by clicking in front of it and dragging the mouse across the title.  Release your mouse.
2. From the format menu, choose borders and shading.
3. At the borders and shading dialog box, click the borders tab and make the following selections in this order:

4. Setting = custom.
5. Style = double line.
6. Apply to = paragraph.
7. Preview window = click on both preview buttons on the left side to draw a border.
8. Click ok.
9. To shade this text, click the shading tab, select a color and then click ok.
Creating a section break

To create columns for your newsletter you must create a continuous section break

1. From the view menu, choose print layout.  Print layout displays the objects the way they will be displayed in your final document.
2. On the stand toolbar, click the show/hide button to show your paragraph mark.
3. From the insert menu, choose break.
4. From the break dialog box under section break types, choose continuous, and then click ok.
Creating two columns

1. From the format menu, choose columns.
2. At the columns dialog box, do as follows:

· under presets, click on two

· check line between

· under width and spacing, check equal column width

· click ok

3. Click the align left button and press enter.
4. Change the font size to 20, the style to bold and type “Milton News” Press enter twice.
5. Change your font size to 14 regular.
6. Word only lets you type in the first column.  When it is filled, it flows to the second column.

Making a drop cap

A drop cap enlarges the first letter or letters of a paragraph and warps text around it

1.  Type the first sentence, “Our students are enjoying their time in computer lab.”

2.  From the format menu, choose drop cap.
3.  From the drop cap dialog box, choose dropped and click ok.
4.  Click outside the box (You cannot see drop caps unless you are in Print Layout View or Print Preview).
5.  Continue typing about something you are enjoying in the computer lab.  

6.  Change the color of your text.
7.  Add clipart to your newsletter (some type of computer graphic)

8.  Continue typing and adding pictures:  use these captions:

          Elementary Hall (and do a write up about the elementary students)

          Birthday Kiddos (make this up – at least five different students)

          Football Game (Make a date and time and tell who they are playing)

Add a border to the newsletter

1. From the format menu, choose borders and shading.
2. Click the page border tab.
3. Select box, scroll and select the star art and click ok.
4. PREVIEW YOUR PRODUCT 

SAVE TO YOUR JUMP DRIVE AND PRINT ONE COPY

