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In this assignment we are going to use Microsoft Word to create a newsletter that can be used in your classroom instruction. If you
already know how to use Word, this will be an additional skill that you can add to your knowledge base. The primary skills you will learn
are how to insert breaks and use different formatting within each break. You will also learn how to work with columns, and tables.

Setting the Options

. Start a new Word document

. Click TOOLS

. Select OPTIONS from the menu
The options menu should open

. Click the VIEW TAB

. Make sure ALL is selected under
Formatting Marks
You have to be able to see paragraph
marks
Don't worry, these marks will not print

. Make sure TEXT BOUNDARIES is
selected under Print and Web Layout
options

. Click OK

Options

Security l
Iser Infarmation

Wig General
Shiow
v Startup Task Pane
v Highlight
[ Bookmarks

W sSkatus bar
¥ ScreenTips

Formatting rmarks
[ Tab characters
[ Spaces
[ Paragraph marks

Print and Web Lavout options
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v Text boundaries
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[ Wrap to window
[ Draft Fonk:

Spelling & Grammar

l Track Changes l
l Compatibility l File Locations l
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| Edt | et | Sawe

W ‘windows in Taskbar

| Field codes
Field shading:
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v Srnart bags

v Animated bext
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v Wertical scrall bar
[ picture placeholders
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[ Hidden text
[ Optional hyphens
v Al

[v ‘white space bebween pages (Print view only)
v Wertical ruler (Prink view anly)

Skyle area width; o =

| T st}
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Cancel |

Page Layout

« Click the FILE MENU

. Select PAGE SETUP

. Set the margins to 1" all around

. If you want your margins to be 1" all the
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time, click the DEFAULT button
. Click OK

Page Setup

Margins ] FPaper l Layouk ]

Margins

Top: 3: Eotkarm: 1" =
Left: 1" 2 % Right: |1" =
Gtker: ]EI" El: isutker position: |Left vl

Drientakion

4] |@

Portrait Landscape

4|k

Pages
Multiple pages: ]Nnrmal LJ

Preview
Apply bo:
Selected sections j

Default, ., (0 4 | Cancel

Creating a heading

. Hold down the CTRL key and Press E
This will place your cursor in the middle of the page
. Type My News letter, or any other title you want to give to your page
. Highlight the text and select the Font and Font Size you desire.
Font size should be around 48 points or more
. Hitthe ENTER KEY several times to leave blank spaces under your title

elwslettery

T

Creating a table below the

heading for sub-title = i
information E'@ E 4 Em

. Place the cursor on the first paragraph T .g

mark below your heading
. Open the TABLE MENU
. Insert a Table with 2 columns and 1 row
. You could also select the Table Icon
and select 2 columns and 1 row

1 x 2 Tahle
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Place the cursor in the left column
Hold down the CTRL KEY and press L
To place the cursor on the left side of
the box

Enter BV Journal Vol 2

or other text of your choosing

. Place the cursor in the right column
. Hold down the CTRL KEY and press R

To place the cursor on the right side of the box
. Enter the Date

B Journal ol 2a

elwslettery

Mgy 30, 200 3=

T
]
Table | Window Help
. Place the cursor in the table you just 7 Draw Table x| | @ =
created -
We want to change some of the Insert FIE 1= ==
borders in the table you just created Delete 3
. Open the TABLE MENU and select Lo
TABLE | Select 3 m&ﬂ[
This will highlight (select) the entire Column :
table fEE  split Cells... Row
Split Table Zell

Borders and Shading

Borders | Page Border ] Shading ]
Setting: Skyle: Prewiem
- Click on diagram below or use
i buttons to apply borders
Box
T
I Grid
‘ pt —m8m— - Apply to
g Cuskaorm
im - |Ta|:|le j

Shove Toolbar | Horizonkal Line. ..

Removing the right and left lines from the border

Click the FORMAT MENU
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Click BORDERS AND SHADING

Un-select the right, left and center border

You should only have Top and Bottom borders
You may change the width of the line if you like

Click PRINT PREVIEW
Your heading should look something like the one below

elwsletter

BV Journal Vol 2

May 30, 2003

Inserting a Break

Place your cursor on the second line
below your heading

Open the INSERT MENU

Click BREAK

Select CONTINUOUS

You should now have a Section Break
that looks like the one below.

Break tyvpes
" Page break
" Column break
" Text wrapping break

Section break tvpes

" Mext page
]

" Even page
" 0dd page

]

LIous;

Cancel

clslettery

B"..I’-Journal-m-zn

May-30,:200.F

#

L

Section Break (Continuous)

P I

Changing the column layout
in the second section

Place your cursor on the second line
below your Section Break

Click the FORMAT MENU

Click COLUMNS

Select Two Columns

Set the space between columns to .2
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. Make sure it only APPLIES TO This
Section
See Columns Menu on the right.

Columns
P L
resets o |
= ‘ == ‘ ‘ == Cancel ‘
Qe Two  Three  Left
Mumber of columns: 2 = [ Line between
Width and spacing Priesigm
Col #:  idth: Spacing:
| BRI |
| =il =
-z il X |
v Equal column width
Apply ba: ]This seckion j Ji

You now have a document with
the heading formatted for 1
column and the body of the
document below the heading
formatted for 2 columns.

Now you need to enter copy
(Text) into your document. You
can cut and paste from another
document or type the text
directly into the newsletter.

- cwslettery

B Journal Yol o

ey 30, 2006

===

&7

Now for some special formatting.

Justify Text

. Our newsletter is going to be about Eskimo's so we have entered text on that subject.

. Highlight (Select) all of the text.

We want to JUSTIFY all of the paragraphs at once
. After they are selected, click the JUSTIFY ICON
All of the paragraphs are now "boxed" (justified

Drop Cap

. Place the cursor in the first paragraph

. Open the FORMAT MENU
. Click DROP

« Choose the type of drop you would like from the menu

White Space

. Leave a blank line between each paragraph

. Leave a blank line between each heading and the story below

Pasition
w
Hone Cropped

Opkions

Font:

Times MNew Foman
Lines ko drop:

Distance from kext:

o]

Zancel |
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Hy-e

PEY-dournal Aol 2o

msh‘.ttmﬂ |

Section Break (ContinUouD) c e e H

{ dlary-the -Eslimos - voraber -abont -5, 0005
Irre from-Greenland to-beia - Thesed

ectle- came - from- bela - arross- a- land:

anrdze- to- Morth- Braeniea - They- spread: to- the:
& retie- regions:- 1) The- Soviet Undong 2).- the:
{1.5.,-3) Canada, -and-4) CGreenland. -~ Eskirno ™
ig-an- igay [ndian word- for-“eaters- of raws
togat.”- Thew call therasebes “Tnat,™ “Vuf™ of
Vupik™ which means- “people.” Eskimos!
e Tight hrown skin, straight black -hair, dark
Eyes, wide fhages. and high-cheekhones

1
Eventhough most Eskiros: Iive 1ike-people-all
gver- the United States, there are- mangd

Conlrinmmn ardom il Tiren due 4lon dwmcdibioann] arenes

Halrmns- wake-a-snow. house. when-thet trave
or- It - These- are- known- by st pecple - as
izloos.- Izloos- are- blocks- of swowe stacked
upward in-a-spiral -l houses are called-igloos:
among-the Eskimos. Today many Eskimos live:
in-sroall towns in-houses rauch like our-own, |

Fandt

I

Eskim::ns-get-ml[-n:nf'-tlm:ir-fmd-fmm-ﬂm water}
They eat- salmorn, cod,- whales- and- ather ses
{ife.- Dnaring - the- winter- they hunt- polar bear,:
brown bears, foxes, and- hares. Eskimof
favorites- are- seal - canbow, - walrns- Inrer, and

.iJ'(.I"IQ.IF- Elf“"l - Qi'l'l"l"l P+'i'|"'l"lFlE- +]"|F“:?- o ]’1111"":'1"':?- 1]'(]"“:'1"!-

Inserting Graphics

. Place the cursor anywhere in your
document

. Find a graphic (picture) that you want to Ly
insert in your newsletter | Ricture (@ Clip Art..,
. Open the INSERT MENU £% Diagram. .. | e e |
. Click PICTURE then FROM FILE ~
See Graphic on right Text Box = From Scanner of Eamera...

. Find the folder on your computer that
contains the graphic
. Select the graphic and click OK

Formatting the Graphic
Re-sizing

. Make sure the graphic is showing in
your newsletter,

« Click the graphic

. You can re-size it by clicking on one of
the buttons on the edge of the graphic
and moving them

Positioning the graphic

. Use the RIGHT mouse button and click
the graphic

. Select FORMAT PICTURE

. Click the SQUARE icon

Now you can use the mouse to
slide the picture and place it
anywhere on the page
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Format Picture

Zolors and Lines l Size l Weh ]
Mrapping styvle
In line with bext Sguare Tight Behind text  In front of kext
Horizontal alignment
" Left " Center " Right {* Other
Advanced. .. |

o]

Cancel |

fp- 9 cwslettery]

{ BV Journal ol 2o Ty 30 200D

1 Section Break [Continuous)
houses- have- floors- beloar- the- ground. to- hElp

keep thern warr-when there is-snowr J]

Eskimos make-a snow house-when they trm-'&f

‘the - Eskitmos tmber -ahont -7 5,000
and-1nee-from-Creenland to-Lsia - These:
enple- carme - from- Asla - across: a- land:

:nndge to- Morth- Araerica. - They spread. to-the-
it retie- tegions:- 13- The- Soviet Urdon;: 23.- the-

?J.S.,-E}.-Canada,-and-d}.-ﬁre ebland -“Eskimo ™

or hnmt.- These- are- known by raost - people- as
irloos - Igloos- are blocks: oft snowr sta;:kﬂu:i
npvrard-in-a-spiral. -4 11-houses are -called- i2looe)

i2-an- -Indian - word- for-
“eaters-of raw meat.”™ They-calk
theruselves. “Iruit,” “Yuit™ oz
“Fupik™  which-  means
‘people.” Eskitnng- hawve- llght-
arow-skin, - stra:ght -black-hair,;
Aark- ewes,- wide- fages. - a.n&

high-cheekbores /

among- the: Eskaros - Today mans:
Eskimos Irve- in- small towns i
- houses rauch like-our-own.J

- Foodf]
)
Fskimos. get most of their-food froz:
the- water.- They- eat- saltnon,- cod:
iwrhales -and other-sea-life -Dunng thes

1 :

Eren-though taost Eskaraos- Inee like people-all-
there are. mans:
Eskimos- who- still: Iive- in- the- traditional- was

gver- the: United States,-

wanter- they- it polar- bear, brown bears;
fooes, and- hares - Eskiruo- favorites- are- seal)
parbow, walrus- Irver, and. whale skin

Inserting a footer

. Click the VIEW MENU
. Click VIEW HEADER AND FOOTER
. Click the FOOTER BUTTON

Header and Footer

Insert AutaText =

HEE BO DL

w
IE' b Close

Footer -Section 1-
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. Click the TABLE MENU
. Insert a table with 1 column and 1 row in the footer
. Click the icon to insert a page number in the footer

Header and Footer -

Inserk AuboText - @ {z:—j 00 &4 4|5' |i=l|'; Close

Borders and Shading

Borders | Page Border ] Shading ]
. Make sure your cursor is in the

table inside your footer e el Style: Previsw
. Click the FORMAT MENU - Click on diagram below or use
. Select BORDERS AND SHADING Mane buttons to apply borders

. Remove the lines from the right
and left side of the table border

o

Your finished newsletter should
look like the one below.

arid

‘ Ypt —m—— j Apply to
g Cuskom
T - ]Tal:ule ﬂ

Shove Toolbar | Horizonkal Line. .. QK. | Cancel ‘

http://www.edtechnol ogy.com/Tutorial s/newsl etter/newsl etter.htm (8 of 9)7/8/2004 10:33:34 AM




Creating a Newsletter with Microsoft Word

My Prewsletter

B Journal ol 2

b=y 30, 2002

oday the Eskiraos roanber about 75,000

and Irve from Greenland to Asia. These

people carne from Asia, actoss a land
bridge to Morth Armetica. Thew spread to the
Loctic regions: 1), The Soviet Uniorg 2. the
5., 3). Canada, and 4). Greerdand. “Eskirno™
i an Arorican Indian word for
“paters of raw meat.” They call
thernsebres “Trmt,” “Vuit™ or
“Yupik”™ which rneans
“people” Eskitnos hawe light
browm skin, straight black hair,
datk ewyes, wide faces |, and
high cheekhones.

Eren though most Eskiraos Inee 1ike people all
orer the Tlnited States, there are many
Eskitos who still Iive in the traditional way
like their gramdparents Inved. This report will
he ahout the traditional life style of the
Eslimnos.

They lrve off the land which provides them
with everything, such as fuel clothing, food,
housing and transportation. They Iive in swall
groups becanse they meed each other for
swvTval and comgpany. The Eskitos are
happer, thoughtful and gring,

I chose the Eskirnos because [ didn’t know that
the Eskitaos were a type of Indian, They are
alzo interesting to me.

Shelier

The Eskimos have several kinds of houses.
Orne house 13 a sumenerhouse. The homes are
made from aniroal skin, like seal or cartbon.
This provides plenty of shelter dwing the
warmn months. In the winter thes build honses
of dirt, grass and stone, called igdulns. These

houses have floors below the ground to help
keep thern warrn wher there is snowr.

Eskirnios make a snow house when they travel
ot hunt. These are known by most people as
igloos. Igloos are hlocks of swow stacked
upward in a spiral. A1 houses are called igloos
arong the Eskimos. Today many
Eskirnos Ime in small towns in
houses rauch like our owr.

Food

Eskiros get miost of their food from
the water. They eat saltnon, cod,
whales and other sea life. Dharing the
winter they hurt polar bear, hrown bears,
foxes, and hares. Eskimo faorites are seal
carthon, walms  Imver, and  whale  skin
Sometires they go hungry when food is hard
to find.

In the summer, the Eskitnos search for betries
such  as  cranberries,  hlueberries and
crowherries. If eaten with hlubber, they
provide extra rutvients. Bivds ave eaten whole.
Blood zoup and dried intestines ave favorites
too. Carhon and geese are also surrner foods.
Today, Eskitios still enjoy the traditional
foods bt also eat foods like pizza, peanut
butter and jelly, cookies and crackers,
harrburgers and Chinese food. T am sure that
Eskirno kids also like IlcDonalds.

Clothing

Those who Ime i the bLrctic need warm
clothing to survive. The Eskimos nse animal
skins like seal polar bear, brown bear, Arctic
fox, cartbow, hare, wolf, and birds. They sew
ther together with guts using needles made
from whale bones.

Good Job!

Copyright © 2003 Frank Schneemann
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