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  Create a Professional Newsletter         

    Using Microsoft Word 2002:
                 By Joyce L. Morris, University of Vermont, Fall 2003
Thanks to Sandi MacCleod and the pieces I borrowed from her handout.

1. In this handout you will not learn everything there is to learn about Word. That would take a rather large text and an entire course. I have tried to extrapolate the skills useful to educators with a specific emphasis upon those needed to create a newsletter or attractive handout.
2. In the past, to make professional looking documents, one had to purchase desktop publishing software. Desktop publishing allows you to format your document to control where text goes by using columns and text fields, allowing text wrap around pictures and other graphic objects like charts, graphs and shapes.  These features are all available in Word 2002 and even earlier editions.

3.  To Open a New Document

When you first open Microsoft Word go to the File Menu to open a New Blank Document. 

Next make sure to open the essential menus. For this assignment you want to have at least your Formatting Palette Menu and Your Drawing Menus open. 

4.   Finding and using your Formatting Palette:
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In the View Menu on the top your document page you can open your formatting palette. The Formatting Palette puts the right formatting options at your fingertips just when you need them. For example, if you have text selected, the Formatting Palette gives you a choice of the most common text formatting options. If you have a drawing object selected, the Formatting Palette changes to show you options for drawing objects.

Your formatting palette has many options: Fonts, Alignment and Spacing, Borders and Shading and Document. To see each of these options you need to turn the triangle next to the option down as demonstrated in the font and alignment and spacing options on the screen shot of the formatting palette.. 

A general rule is what creates a change, also removes it. For example to bold text, write something, highlight it, hit the B in the font menu of the formatting Palette. To remove the bold, highlight the text and hit the B key again. If only life were so easy.

5. To create a banner: 
Use your  [image: image24.jpg]


 AutoShape tools from your drawing menu to create your banner shape. Next, click on your [image: image2.png]


 tool to write in your autoshape created banner. Highlight your text to change style of font, color, and alignment using the formatting palette tools. 

[image: image15..pict]
To change the color, texture or pattern of your background,  use your pointer tool[image: image3.png]


to click on the banner’s border and a hand will appear [image: image4.png]


. You will then see how your formatting palette has changed to include your drawing elements. 
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After selecting your banner with the pointer tool you can 

select a border using the border tool. You may choose style and weight of the border. 
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 Font Color lets you assign a color to your selected text.
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Line Color lets you assign a color to your selected border

[image: image7.bmp] Fill Color lets you fill in your text field with color, effects or texture. Experiment with some of the different effects and textures you can include.
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 You may also wish to explore using WordArt in your banner. 
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and inserting graphics and small text fields to add a more professional look.
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To create a text field: The AI tool lets you define the text field where you will be able to write just like a word processor but because it is a drawing tool, you will be able to color it, put a border to it and place it anywhere on your document. 

· Click on your document with the text field tool and pull it out to create a text field and then click in the text field to write in it. That’s how the date, September, 2003 was included

· You can also add graphics and icons to your banner for greater interest. Instructions are given in 7 to explain how you can work with graphics.

6. To create columns:

Newsletters generally have columns to make reading easier. The text in newsletters is linked so that it flows from one column’s bottom to the top of the next column automatically. 
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Once you’ve placed your banner on your first page, now create your columns. Make sure your insertion point, cursor, is under your banner and select Insert/Break/Continuous.

Next place your cursor (insertion point) where you want your columns to begin. In the Format/columns from the top menu bar a dialogue box will appear:
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Notice the variety of options and how they will affect your document:

First select the style of column. Then make sure you designate the number of columns. You can make these widths equal of not. Make sure to APPLY TO THIS POINT FORWARD.
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7. Inserting Graphics
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There are two kinds of graphics you can important into Microsoft Word: Clip art that is pre-canned and accessible on and off line, and those that are your own picture files. This might include pictures taken with a digital camera, scanned photos, or pieces you’ve originally drawn. There are also graphics that are not copyright protected and freeware and can be downloaded from the Internet. 

· To select clip art go to the Insert menu /picture/clipart. Your clip art gallery will open where you can select pictures by category or searching. 

· To select your own pictures go to the menu/picture/from file option and it will open up the following dialogue box, giving you an option to find the file that you wish to use on your computer, CD, or disk.


· Note that under the Insert/Picture menus you will also be able to insert horizontal lines, autoshapes, and WordArt. 

8. Working with graphics

· After you insert a graphic you may want to resize or replace it somewhere else in your document. I recommend that you first get your graphic down to a reasonable size. When you insert your picture you will notice it has handles on its corners and sides and may end up in them middle of your text. Use the pointer tool to drag in the ends of the picture to resize it quickly.

· Double click on your picture /graphic to bring up your picture formatting menu. [image: image11.png]Format Picture
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Select Layout to allow you text to wrap around your picture as you may wish to do. If you keep it as inline text, Word treats it as if it’s text and just inserts it at whatever size you’ve created.

To move your picture anywhere you wish and have text wrap around it, Select Square. Right moves you graphic to the right and text to the left as in this demonstration. 
In your format picture menu you will find additional features to help you create borders around your pictures, brighten your picture or crop it.

When you have selected your graphic, also notice how your formatting palette changes to give you even more picture tools:

You can control brightness, contrast and even adjust the color. Other tools allow you to shadow, remove red eye and even add filter effects to your graphic. 

9. Spell Checker & Thesaurus

Even college professor’s spell-check. Under the top Tools/Spelling and Grammar menu you can run a spell and grammatical check of your document. You may have noticed some right underlines as you are writing. These are words the program thinks you have misspelled. Some words like your last name or hometown may be questioned but you should know how to spell those anyway. 

Your grammatical issues are the green under-lines you see as you type. These may or may not be errors, they are just things Word is not sure about. As you perform your spell/grammatical search, Word will try to guide you through making the correct choices.
10. Using Track changes to provide feedback.

One advantage of using technology is that we can share our work with each other to help produce a better product. ALL OF US ARE SMARTER THAN ONE OF US. 

You will be using another tool, track changes to provide feedback to one another that you can, as the author, decide to accept or reject. 

When you have opened someone else’s newsletter to provide them with feedback, you can embed your changes right into their document. On the top tool menu choose Tools/Track Changes./ Highlight  Changes.



Here I usually turn on Track changes while editing so I can see the changes that I made on my screen as I’m making the changes.

Under options you can personalize your track save changes color. That is particularly useful when multiple reviewers are reviewing the same document.

11. Saving your work.

· Save often. Remember that if you do not save and the computer freezes or the power goes out you will lose your work. Save frequently.

· Naming your documents intelligently is important. Others should know what document it is by its name. If you are returning a document to someone, resave it with a new name-like adding your initials. Remember that two files cannot have the same name in the same place. This means if you all use the same file names, you will replace each other’s work.

· For example. I might save my draft autobio as:

· Joyceautobiodraft.doc

· Joycedraftautobio.doc

· AutobiodraftJoyce.doc

· I might save Deborah’s autobio with my feedback as

· DebautofeedbackJLM.doc

· FeedbackDebJLM.doc

· JLMfeedbackDeb.doc

· I might save my final copy as

· Joyceautofinal.doc

· Joycefinalautobbio.doc

· Autoiofinaljoyce.doc

You can use all kinds of fonts, border types, and color the border, center, or fonts to create a variety of effects.
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