Step-by-Step Microsoft Word XP: 

Producing Your Newsletter 
You will use the layout your team designed for your newsletter in Microsoft® Word XP to produce your newsletter. You will now be inserting the team’s news and features articles and graphics.  

Preparing your Articles

Earlier, your team chose the Font and Font Style for your headlines, bylines, body text, and cutlines (captions). Your team will now apply those changes to the articles that you edited and revised using track changes.

1. Open one of your team’s newsletter articles.  The article should have had all revisions accepted and is ready to print. Make sure that Track Changes is turned off (the Track Changes icon on the Reviewing Toolbar should not be selected).
2. On the Edit menu, click Select all.
3. On the Formatting toolbar, click the Justify icon.

4. On the Format menu, click Columns, then select the number of columns your team has already chosen for your newsletter.
5. Click OK.
6. Select the article's headline (or title) and change the Font and Font Size to match your team’s selected style and format for that component.
7. Continue this process for the byline and body text, selecting each section separately and making the changes.
8. Save the article.
9. On the File menu, click Print and review your print and printer settings before actually printing to the appropriate printer.
10. Continue steps #1-7 for each of your team’s articles.
Preparing a Dummy Layout

Your team will create a “dummy” layout using a traditional cut-and-paste approach with a 'storyboard' paper layout.      

1. Print out a copy of your team’s first page layout design that was created earlier.

2. Get 3 blank sheets of 8 ½" x 11" sheets of paper. Number the pages as 2, 3, and 4 in the lower right corner.

3. With scissors, cut around your news and features articles printed earlier, leaving about a ¼ inch margin on all sides.

4. Print out your clip art, photos, scanned images and other graphics.  Cut each of these out.

5. Physically arrange the articles and graphics on the pages you prepared in steps # 1-2.  Paste them down (or use scotch tape) when your team is satisfied with the layout of your newsletter. This is a test run for the next step, when you will be creating an electronic version of your newsletter.
Producing the Team Newsletter

Setting up the Columns Format

Your team must choose whether you want a two- or three- column layout for your newsletter.

1. On the Format menu, click on Columns.  

2. From the Columns dialog box, select the number of columns your team has chosen for your newsletter. Click OK.
3. Click the Justify alignment icon on the Formatting Toolbar.

4. Click OK.
5. Save your newsletter file to preserve your newly-designed layout.
Your newsletter document file is now ready to insert your team’s news and features articles.
Inserting Text
1. Open your team’s layout document that you saved earlier.  You will first be inserting all the text articles into your newsletter.  Graphics will be added later.

2. Click in the left column where the first column should begin.

3. On the Insert menu, click File.  Navigate to the article you wish to place in the first column and click Insert.  The text will automatically be inserted and fill into the next column, if it is a long article.

4. Press Enter and Save.
5. For each other article, repeat steps # 2-4 to insert it into your newsletter in other locations.  Do not worry at this time that the articles are not in the correct location, you will have time to rearrange some of the articles when you insert the graphics.

Inserting Graphics and Images

6. Click on the location within your newsletter where you would like to insert a photo, scanned image, clip art, or other graphic.

7. On the Insert menu, click Picture.  Your choices will be:

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, and 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.

8. Save your work.

Inserting Headers and Footers

You have already created a header for the first page of your team’s newsletter.  Let’s now create a header and footer for pages 2, 3, and 4. (If your newsletter Masthead is showing up on all your pages, place your cursor on page 1 and repeat steps # 1-4 under “Setting up a Table for Your Masthead in the Header” in the Newsletter Layout instructions.)

9. Click somewhere in page 2 of your team’s newsletter. 

10. On View, click Header and Footer.  

11. Click in your document header.

12. On the Formatting toolbar, choose your desired Font and Font Size. 
13. Type the name of your newsletter.

14. Press Tab twice, type the publication date. 

See example of Header below (for pages 2-4):

	Newsletter Title
	Publication Date (Month, Day, Year)


15. Click in your document footer.

16. On the Formatting toolbar, choose your desired Font and Font Size. Also click on the Align Right icon, and type “Page” with one space following it.
17. On the Header and Footer toolbar, click the Insert Page Number icon. 

See example of Footer below (for page 2):


	
	Page 2


18. Close the Header and Footer toolbar.

19. Save your newsletter.

20. Your team’s newsletter is now ready to print. See your teacher for further instructions.
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