NEWSLETTER

Creating the Newsletter from Scratch
1. Open a new blank document.

2. Click on Insert menu then click on Header (or Insert then click Header)
3. Choose a header

4. Type the name MATTOS NEWSLETTER.
5. Click on the Center Alignment button on the Formatting toolbar.

Page Border
1. Click on Page Layout and then click Page Borders (or click Format then click Page)
2. Click the tab Page border and then choose a border.

Creating Two Columns
1. Click on Page Layout and click Columns

2. Click on More Columns

3. At the Columns dialog box do the following:  Click on Two Columns, Check the box prior to the words “line between” and check the box prior to the words “equal column width”

4. Click on the Align Left button and press Enter.

5. Change the size to 20, the style to Bold, and type your first Heading. Then press Enter twice.

6. Change your font size to 14 regular. 

7. Word only lets you type in the first column. When it is filled it starts on the second column.

Making a Drop Cap
A drop cap enlarges the first letter or letters of a paragraph and wraps text around it. 

1. Type the first letter of your article.

2. Click on Insert and then click Drop Cap then choose Drop (or Format, then click Paragraph then click Display Drop Caps)
Things to Include

1.  Clipart

2. Picture

3. WordArt

Create Two Full Pages

Saving Your Document
1. Save your document 

2. First Name/Newsletter6

Grades
	
	Points

	Header
	5

	Border
	5

	Drop Cap
	5

	Clip Art
	5

	Picture
	10

	Word Art
	10

	Over All
	10

	Total
	50


