Step-by-Step Microsoft Word XP: 

Designing Your Newsletter Layout
You will use Microsoft® Word XP to design your layout for your team’s newsletter.  

Setting up your Page

1. On the Start menu, select Programs, then click on Microsoft Word.  A new document will open.

2. On the File menu, click Page Setup.  This will bring up the Page Setup dialog box, click on the Margins tab.
3. Under Margins, in the Top, Bottom, Left, and Right boxes select or type 1 (this will change all margins to 1”).

4. Under Orientation, select Portrait.

5. Click OK to accept changes.
Setting up a Table for your Masthead in the Header
You will create the Masthead in the Header on the first page of your newsletter.  In the Masthead will go the title of your newsletter, your newsletter logo, your team’s name, and the publication date.    

1. On the View menu, select Header and Footer. 
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2. On the Header and Footer toolbar, click on the Page Setup icon [image: image2.png]


 . 
3. On the Page Setup dialog box, select the Layout tab, then under Headers and footers, select the Different first page check box.

4. Click OK.

5. Place the pointer in the header, on the Formatting toolbar, click on the Insert Table icon [image: image3.png]i Document1 - Microsoft Word
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6. Select a 2 x 2 table, then click.
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7. A table like this will appear in your header.

	
	

	
	


Below is an example of how you will be setting up various items within the table cells in the header:

	Logo graphic goes here
	Newsletter Title goes here
(a WordArt graphic)

	Team Name goes here
	Publication Date goes here


Using WordArt to Create Your Newsletter Title

1. On the View menu, select Toolbars, then click Drawing (complete this step only if your Drawing Toolbar is not showing or not checked).
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2. Select the top right table cell within the header.

3. On the Draw toolbar, click the Insert WordArt icon [image: image6.png]pics.doc (Recovered) - Microsoft Word
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.
4. From the WordArt Gallery dialog box, select a WordArt style, then click OK.

5. From the Edit WordArt Text dialog box, in the Text box, type your newsletter title.

6. In the Font box, type or select a font (or you may use the default setting).

7. In the Size box, type or select a point size (or you may use the default setting).

8. Click OK.
9. On the File menu, select Save As.

10. In the Save In box, select the location to save your team’s newsletter layout file.

11. In the Save As box, type the name of your team’s file (myteam).

12. Click Save.
Using ClipArt to Insert a Logo 
You can choose a picture, scanned image, or clip art for your logo.

1. Select the top left table cell within the header.

2. On the Insert menu, select Picture, then click on the type of image you will insert.  If you choose:

a. Clip Art – this will bring up the Insert ClipArt dialog box.  In the Search for box, type a description of your clip art and click Go.  Select a Clip art, it will appear in your table.

b. From File -   this will bring up the Insert Picture dialog box.  In the Look in text box navigate to the location where you saved your picture, select your picture, then click Insert.

c. From Scanner or Camera – the computer will search for an attached scanner or camera and bring up available images for you to choose from.  It is recommended that you first use your scanner or camera software to resize and save these images, then insert them using the From File procedure above.

6. If necessary, you can resize the table cells in the header by placing the pointer over the vertical center line of the table until the pointer becomes a[image: image7.png]


, then drag the center line to the left or right to create a wider or narrower table cell on either side.
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Typing in Your Team Name and Publication Date 
1. Select the bottom left table cell within the header.

2. Type your team’s name
3. Select the bottom right table cell within the header.

4. On the Formatting Toolbar, select Align Left.

5. Type the publication date for your newsletter.
6. On the Formatting Toolbar, select Align Right.

Remember to change font type and size for your team name and publication date:

· Select your text, on the Formatting Toolbar, in the Font box type or select the font your want.

· Select your text, on the Formatting Toolbar, in the Font Size box, type or select the point size you want.

Borders Around Your Masthead
1. On the Format menu, click Borders and Shading.

2. From the Borders and Shading dialog box, click the Borders tab.

3. Make your selections under the Setting, Style, Color, or Width options.  
4. Under Preview, the box will display a preview of your selection(s).

5. Under the Preview box, select or deselect how you want your border placed around the Masthead.

6. Under Apply to, select Table.
7. Click OK.

8. When you are finished designing your Masthead, on the Header and Footer toolbar, click Close.
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