
8th Grade

Newspaper



Directions

Create a newspaper explaining 
your topic and your position on 
the issue.  Pretend your reader 
knows NOTHING about your 
topic, so it is up to you to teach 
them!
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Accessing Document

Slide 3

1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on NEWSPAPER
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Newspaper

Newspaper.docx

mailto:sID#@phsd144.net


Formatting Document



PAGE SIZE

Slide 4

1. Click on LAYOUT
2. Click on SIZE
3. Select TABLOID



MARGINS

Slide 4

1. Click on LAYOUT
2. Click on MARGINS
3. Select NARROW



PAGE ORIENTATION

1. Click on ORIENTATION
2. Select PORTRAIT
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PAGE COLOR

Slide 6

1. Click on DESIGN tab
2. Click on PAGE COLOR
3. Click on FILL EFFECTS
4. Click on TEXTURE TAB
5. Select the NEWSPRINT.
6. Click OK



Newspaper Title



NEWSPAPER TITLE 

Slide 7

1. Click on HOME tab
2. Change the font to OLD ENGLISH TEXT.
3. Change the text size 60 pt.
4. Change the font style to BOLD.
5. Change the alignment to CENTER.
6. Type “The Mustang Post”
7. Hit ENTER once.



Newspaper Body - Table



INSERT TABLE 1

Slide 10

1. Click on HOME tab.
2. Change the font to TIMES NEW ROMAN
3. Change the text size to 12 pt.
4. Unselect the BOLD font style.



INSERT TABLE 2

Slide 11

1. Click on the INSERT tab.
2. Click on TABLE and select 1X7.



Newspaper Body – Row 1



SPLITTING CELLS

Slide 12

1. Select the FIRST row of the table.
2. Click on TABLE TOOLS – LAYOUT
3. Click on SPLIT CELLS.
4. Change NUMBER OF COLUMNS to 3.
5. Click OK.



SIZING AND ALIGNMENT

Slide 12

1. Select the FIRST row of the table.
2. Click on TABLE TOOLS – LAYOUT
3. Change HEIGHT TO 0.3”
4. Change ALIGNMENT to CENTER



ROW 1 CONTENT

Slide 12

1. Type VOL 1 in the first column.
2. Type today’s date in the middle column.

• Month ##, Year   (June 14, 2020)
3. Type PHJH in the last column.



Newspaper Body – Row 2



ROW 2 CONTENT

Slide 12

1. Click on the HOME tab.
2. Click on ROW 2.
3. Change the FONT size to 85 - 100.
4. Change the FONT STYLE to BOLD.
5. Change the ALIGNMENT to CENTER.
6. Type a 2 word headline title.

*** Title must fit on ONE line ***



Newspaper Body – Row 3



ROW 3 CONTENT

Slide 12

1. Click on ROW 3.
2. Change the FONT STYLE to BOLD.
3. Make sure the ALIGNMENT is CENTER.
4. Type the ENTIRE argumentative prompt you selected
5. Change the FONT SIZE to the largest possible with the 

ENTIRE question appearing on ONE line.



Newspaper Body - Row 4-7



SPLITTING ROWS 4-7

Slide 13

1. Select ROWS 4-7.
2. Click on TABLE TOOLS – LAYOUT.
3. Click on SPLIT CELLS.
4. Set the NUMBER OF COLUMNS to 2.
5. Click OK.



Rows 4-7: Column A



COLUMN A WIDTH

Slide 14

6

1. Select ROWS 4-7.
2. Place cursor on the MIDDLE line until you see this symbol.
3. CLICK and DRAG line to the RIGHT until the first column is 

6” wide.
• If the ruler is not visible, click on the VIEW tab and check 

the RULER box.



COLUMN A HEIGHT

Slide 15

1. Click on TABLE TOOLS – LAYOUT tab.
2. Click on CELL 4A and change the 

height to 4.0”
3. Click on CELL 5A and change the 

height to 1.5”
4. Click on CELL 6A and change the 

height to 5.0”
5. Click on CELL 7A and change the 

height to 1.5”



SPLIT CELL 6A

Slide 15

1. Click on cell 6A.
2. Click on TABLE TOOLS – LAYOUT.
3. Click on SPLIT CELLS.
4. Set NUMBER OF COLUMNS to 2.
5. Click OK.



Rows 4-7: Column B



MERGE COLUMN B

Slide 16

1. Click on the TABLE TOOLS – LAYOUT tab.
2. Select the CELLS 4B – 7B.
3. Click on MERGE CELLS.



Newspaper Body Content  
Pictures/Graphics

Use slides 21-26 to INSERT & EDIT all pictures/graphics
***Must have one picture in 4A and one at top of column B***



INSERTING PICTURES

Slide 21

1. Click on INSERT tab
2. Click on ONLINE PICTURES
3. Type in your search term
4. Select the picture and click INSERT



TEXT WRAP & LAYERING

Slide 22

1. Click on PICTURE TOOLS – FORMAT tab
2. Click on WRAP TEXT
3. Select IN FRONT OF TEXT
4. Click on BRING FORWARD
5. select BRING TO FRONT



CROP PICTURE

Slide 23

1. Click on PICTURE TOOLS – FORMAT tab
2. Click on CROP
3. Click and drag black bars around picture to crop image.



SIZING & PLACEMENT

Slide 24

1. Click on handles to resize the image.
2. Click on      to rotate image.
3. Click on middle handle and drag across 

picture to flip the image.
4. Click & drag image to desired location.



PHOTO EDITING

Slide 26

1. Click on the image.
2. Click on PICTURE TOOLS – FORMAT.
3. Click on COLOR.
4. Under COLOR SATURATION select 0%.

• The photo will turn black & white.



Newspaper Body Content  
Argument



ARTICLE HEADLINE

Slide 23

1. Click on CELL 5A.
2. Change FONT SIZE  to 30 pt.
3. Change FONT STYLE to BOLD.
4. Change ALIGNMENT to LEFT.
5. Type your position headline (3-4 words max).
6. Hit ENTER. 



ARTICLE BYLINE

Slide 23

1. Change FONT SIZE  to 16 pt.
2. Hit ENTER once.
3. Unselect BOLD style.
4. Type your FIRST & LAST name.
5. Hit ENTER
6. Type PHJH – Unit #



ARTICLE CONTENT

Slide 23

1. Change FONT SIZE  to 14 pt.
2. Change LINE SPACING to 1.15
3. Change ALIGNMENT to LEFT
4. Type 1-2 paragraphs giving your 

position with any supporting 
evidence.  
o Divide up the text between 

the two columns.



Newspaper Body Content  
Counterargument & Rebuttal



PICTURE TEXT WRAP

Slide 22

1. Click on the picture at the top of column B.
2. Click on PICTURE TOOLS – FORMAT tab
3. Click on WRAP TEXT
4. Select TIGHT.



COUNTERARGUMENT HEADLINE

Slide 23

1. Click underneath the picture in COLUMN B.
2. Change FONT SIZE  to 30 pt.
3. Change FONT STYLE to BOLD.
4. Change ALIGNMENT to LEFT.
5. Type your counterargument headline (2 words max).
6. Hit ENTER. 



COUNTERARGUMENT  BYLINE

Slide 23

1. Change FONT SIZE  to 16 pt.
2. Hit ENTER once.
3. Unselect BOLD style.
4. Type your FIRST & LAST name.
5. Hit ENTER
6. Type PHJH – Unit #
7. Hit ENTER 2 times.



COUNTERARGUMENT CONTENT

Slide 23

1. Change FONT SIZE  to 16 pt.
2. Change LINE SPACING to 1.0
3. Change ALIGNMENT to LEFT
4. Type 1 paragraph explaining 

the counterargument to your 
position.

5. Hit ENTER 2 times.



REBUTTAL HEADLINE

Slide 23

1. Change FONT SIZE  to 30 pt.
2. Change FONT STYLE to BOLD.
3. Change ALIGNMENT to LEFT.
4. Type your rebuttal headline (2 words max).
5. Hit ENTER. 



REBUTTAL  BYLINE

Slide 23

1. Change FONT SIZE  to 16 pt.
2. Hit ENTER once.
3. Unselect BOLD style.
4. Type your FIRST & LAST name.
5. Hit ENTER
6. Type PHJH – Unit #
7. Hit ENTER 2 times.



REBUTTAL CONTENT

Slide 23

1. FONT SIZE =16 pt.
2. LINE SPACING = 1.0
3. ALIGNMENT = LEFT
4. Type 1 paragraph explaining your 

rebuttal to the counterargument.



Newspaper Body Content  
Sources



REBUTTAL CONTENT

Slide 23

1. Click on CELL 7A
2. Change FONT SIZE to 16 pt.
3. Change ALIGNMENT to LEFT.
4. Unselect the BOLD style.
5. List all of your sources/websites.



Newspaper Sections



REMOVE TABLE OUTLINE

Slide 23

1. Click on     to select the entire table.
2. Click on TABLE TOOLS – DESIGN
3. Click on BORDERS.
4. Select NO BORDERS.



INSERT ROW 1&2 BORDERS
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1. Click on HOME tab.
2. Select ROWS 1 & 2.
3. Click on BORDERS button.
4. Select BOTTOM, TOP, & INSIDE HORIZONTAL borders.



INSERT ROW 5A & 7A BORDERS

Slide 23

1. Click on the HOME tab.
2. Click CELL 5A
3. Click on BORDERS button.
4. Select BOTTOM & TOP borders
5. Repeat steps for CELL 7A.



INSERT DIVIDING LINES

Slide 23

1. Click on INSERT tab.
2. Click on SHAPES.
3. Select the LINE shape.
4. Draw a line BETWEEN  the counterargument 

and rebuttal sections of your newspaper.



FORMAT DIVIDING LINES

Slide 23

1. Click on DRAWING TOOLS - FORMAT tab.
2. Click on SHAPE OUTLINE.
3. Select the color BLACK.



Saving Document



SAVING TO ONEDRIVE

Slide 37

Click on DISK ICON to save 
your document to OneDrive



Turning in Assignment



TURN IN ASSIGNMENT

Slide 38

1. Verify that your document is 
under MY WORK.

2. Click on TURN IN.

Argumentative Newsletter

Argumentative Newsletter.docx

Newspaper

Newspaper.docx


