Notable Newsletters:

Comprehending Computers Series

Formatting Text
The very first step in preparing your newsletter is to enter all the text. Once the text is entered, you can then begin formatting the type and adding graphic elements.
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To begin…
Type in all your text: including title banner, headings, picture captions, etc. 
Don’t worry about type style, size, or formatting at this point.
To save time we’re going to import text from another document.

1. Go to the website >http://www.ctap4.org/infolit/publish/mayan_essay.doc> and save the file to the desktop.

2. Close the web browser and open the file saved on the desktop.

Formatting Text
Now comes the fun part!

1.
Once all your text is entered, you can begin formatting the text. 


Let’s make all of the text in our document: Arial, 12 point.


Type Ctrl+A to select all the text on the page. On the menu bar change the font to: Arial. 


Change size to: 12 point. To “un-select” the text, click anywhere in the document. Save. (Ctrl+S)

For right now let’s skip the title banner information and go down to the first story

2.
Select Climate and Geography by triple-clicking on any of the words. 
3.
On the menu bar change the style to: Bold and Italics. Change the size to: 14 point. 


To “un-select” the text, click anywhere in the document. Save. (Ctrl+S)

4.
We could continue to do this for each paragraph, but let’s use a shortcut:


Click and drag to select the title: Climate and Geography.

5.
On the menu bar, click once on the paint brush icon. (Format Painter)

6.
Click and drag to select the next headline. Did it automatically turn into Arial, 

14 point, bold, italics format? Try again with the next headline.

Creating Columns
Creating columns is easy! 

1.
Select all the text in your document (Ctrl+A)

2.
Then go up to the Columns button on the Standard toolbar. Click on it once, then slide your mouse over to two columns and click. 

3.
While all the text is selected, choose Justify on the toolbar.
4.
To “un-select” the text, click anywhere in the document. Save your document (Ctrl+S).


Adding a Newsletter Title Banner

There are three ways to add a title banner to your newsletter. The method you choose will depend on how simple or complex your banner is going to be. All three methods can look identical when printed, but will have different properties when created.
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Using the Columns Toolbar
Perhaps the easiest way to add a simple banner to your newsletter is to use the Columns menu.

1.
Switch to print layout view in the View Menu.

Print Layout View: A view of a document or other object as it will appear when you print it. 


For example, items such as headers, footnotes, columns, and text boxes appear in position.
2.
At the beginning of the leftmost column, select the heading text. 

3.
Click Columns on the toolbar, and then drag to select a single column. 

4.
Center the title with the Align Center button.

Adding a Text Box

A text box is a graphic element (like lines, shapes, and clip art) that you can add to your document. Use text boxes to position several blocks of text on a page or to give text a different orientation from other text in the document. You can use a text box to create a title banner for your newsletter.
1.
On the Drawing toolbar, click Text Box. 

2.
Click or drag in your document where you want to insert the text box.

3. 
Type your text into the text box and format it just as you would in any text area.


You can use the options on the Drawing toolbar to enhance a text box— for example, to change the 

fill color— just as you can with any other drawing object. You can also place clip art in a text box.

Note: In MS Word your textbox can sometimes shift unexpectedly if you make changes to your text or add a graphic. If this happens, use the Undo feature by typing Ctrl+Z. If that doesn’t work, click on your text box to select it, and then drag it back into position.

Adding a Header

The Header and Footer feature of MS Word is another way to create a title banner for your newsletter. 
A header can consist of text or graphics. It appears at the top of every page in a section. A footer appears 
at the bottom of every page. In most documents, headers and footers usually contain page numbers, chapter titles, dates, and/or author names.
1.
On the View menu, click Header and Footer to open the header or footer area on a page. 
2.
To create a header, enter text or graphics in the header area. 

If necessary, format text by using buttons on the Formatting toolbar. 


(To create a footer, scroll down to the footer area, and then enter text or graphics.)
3.
When you finish, click Close on the Header and Footer toolbar. 
You can leave the header or footer off the first page or create a unique first page header or footer for the first page in a document or the first page of each section within a document.
1.
On the View menu, click Header and Footer. 

2.
On the Header and Footer toolbar click Page Setup. 

3.
Click the Layout tab. 
4.
Select the Different first page check box, and then click OK. 


If necessary, click Show Previous or Show Next on the Header and Footer toolbar to move 

into the First Page Header area or First Page Footer area. 

5.
Create the header or footer for the first page of the document or section. 


Note: If you don't want a header or footer on the first page, leave the header and footer areas blank. 

Adding a Graphic Elements
Once your text is formatted, it’s time to spice up your newsletter with some graphic elements!
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Before we begin, make sure your Drawing toolbar is visible. (It is usually found

at the bottom of the MS Word window.) If not, go to View > Toolbars > Drawing.
Adding a Line
We’re going to put a horizontal line to separate the essay title from the body. 
1.
On the Drawing toolbar, click Line. 

2.
Click and drag in your document where you want the line to go.


To get a perfectly horizontal line, hold down the Shift key while you insert the line.


Note: Sometimes a text box will pop up even though you chose line. This is a MS Word glitch. 


Ignore it. Go ahead and draw your line and the box will disappear.

3. 
While the line is selected, we can change its width and style. Go down to the Line Style button and click. Choose: 3 pt. or 3 pt. double.

Note: If your line became “unselected,” place your arrow over the line. When you see the four-headed 


arrow, click. Circles will appear on the ends of the line when it is selected. With the line selected, you 


can also click and drag it around on the page. Holding down the Alt key overrides the “snap to” feature.

Adding Clip Art
Let’s add a piece of clip art to the title banner.

1.
Click on the Clip Art button (the little man) on the Drawing toolbar.

2.
The Clip Art search box will appear. Type in your search word, for example: Maya. Click: Go.


You can limit file types to clip art in the Results should be: box.

3.
Click on the clip art you want, and it will appear in your document. Don’t worry if it is not in the 

right place! Click the “X” to make the Clip Art window disappear.

4.
Click on the clip art picture in your document to select it. The Picture menu will appear. 


Click on the Text Wrapping menu (the dog), and choose: Square. Move the clip art up to your 


First line of text. What happens? Now click on Text Wrapping menu (the dog), and choose: Tight.

Note: If your Picture menu does not appear, go to: View > Toolbars > Picture. 

5.
Adjust your clip art until it looks the way you want. Save.
Adding a Photograph

Next we’ll add a photo to your newsletter.

1. Open a web browser and go to http://www.ctap4.org/infolit/publish_gallery.htm. 

2. Right click on the picture you want and save the image to desktop (or some other folder that you choose).

3. Go back to the word document and click where you want th picture to go.

4. Click on the Insert menu and choose: Picture > From File.
5. Choose your photo you saved. Click: Insert.

6. The photo will appear in your newsletter. Is it too big or too small? To adjust the size, make sure the photo is selected. Use the circle “handle” on the bottom right hand corner to click and drag to size.

7. Click on the photo to make sure it is selected. The Picture menu will appear. Click on Text Wrapping menu (the dog), and choose: Square. Move the photo next to the Halloween article. See how the text wraps around the photo?

8. Adjust the photo until it looks the way you want.


Adding a Graphic Elements - Continued
Once your text is formatted, it’s time to spice up your newsletter with some graphic elements!
- - - - - - - - - -

Before we begin, make sure your Drawing toolbar is visible. (It is usually found

at the bottom of the MS Word window.) If not, go to View > Toolbars > Drawing.
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We’re going to put a box around the reminder information.
1.
Click on the Rectangle icon on the Drawing menu. 

Note: Sometimes a large box will pop up on your page. This is a MS Word glitch. 


Ignore it. Go ahead and draw your box and the box will disappear.

2.
Click and drag where you want your box to go. We’re going to use the box to highlight the reminder 


message in our newsletter. If the box is the wrong size, click on the small circles and drag to adjust.

3.
At first the box will cover the text. Click on the box to make sure it is selected. Go down to the Drawing 


menu, and click on the Draw menu (bottom left). Choose: Order. Choose: Send behind text.

4.
With your box still selected, go down to the Drawing menu, click on the small triangle next to the 
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Fill Color icon (the paint bucket). Choose: light yellow. Save.
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Adding an AutoShape
MS Word also lets you add AutoShapes to your document.

1.
Click on AutoShapes icon on the Drawing menu. A menu will pop up. Slide your 


mouse over the shape you want, for example, Stars and Banners. Hold the mouse 


still for a second. A small menu will pop up to the side. Choose one of the starburst shapes. 


Note: Sometimes a large box will pop up on your page. This is a MS Word glitch. 


Ignore it. Go ahead and draw your AutoShape and the box will disappear.

2.
Click and drag where you want your shape to go. You could use the starburst in place of the box to 


highlight the reminder message. If the starburst is the wrong size, click and drag to adjust.

3.
At first the shape will cover the text. Click on the shape to make sure it is selected. Go down to the 


Drawing menu, and click on the Draw menu. Choose: Order. Choose: Send behind text.

4.
With your shape still selected, go down to the Drawing menu, click on the small triangle next to the 


Fill Color icon (the paint bucket). Choose: light blue. Save.

Adding WordArt
WordArt might make a terrific addition to the title banner for your newsletter!
1.
Go down to the Drawing menu and choose: WordArt. (the tilted blue “A”)
2.
A WordArt Gallery box will appear. Choose the style of text you like best. Click on it and click: OK.
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3. 
Type in the word or words you want. Choose a font and point 

size. Click: OK.

4.
Your WordArt graphic will now appear in your document. 


Click on it to select it. The Picture menu will appear. Use the dog 


(Text Wrapping) to choose how you want your new graphic to 


interact with the text.
5. 
If the WordArt is the wrong size, click and drag to adjust.

6.
To change your WordArt to a different style, first click on the 


WordArt to select it. Go to the menu and click on the 


WordArt Gallery icon. Choose a different style. Click: OK.

Newsletter Toolbars

in Microsoft Word
Menu Bar:
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New/Open
Cut
Layout
Break
Font
Spelling
Tables
Lists open
Help

Save
Copy
Toolbars
Symbol
Paragraph
Grammar

documents

Page Setup
Paste
Header
Picture
Bullets
Translate




Print
Undo
Footer
Hyperlink
Tabs
Thesaurus

Standard Toolbar:
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Blank Document 
Print
Cut
Undo
Insert Hyperlink
Drawing
Open
Print Preview
Copy
Redo
Tables & Borders
Document Map

Save
Spelling/Grammar
Paste

Insert Table
Insert Excel

E-mail
Research
Format Painter
Columns
Show/Hide ¶





Zoom ● Help






Formatting Toolbar:
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Format Style
Font
Font
Font Style:
Alignment: Left
Numbering
Outside Border
aka Type Face
Size
Bold
Center
Bullets
Highlight Color




Italic
Right
Decrease Indent
Font Color




Underline
Justify
Increase Indent

Drawing Toolbar:
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Object Order 
Auto Shapes
Line
Text Box
Fill Color
Line Width & Style

and Grouping
arrows, stars,
Arrow
Word Art
Line Color
Dotted Line Style


banners, etc.
Square
Insert Chart
Font Color
Arrow Line Style



Circle/Oval
Clip Art/Picture

Box: 3D & Shadow

Picture Toolbar:
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Insert Picture
More Brightness
Line Style

Color
Less Brightness
Compress Pictures

More Contrast
Crop
Text Wrap (dog)
Less Contrast
Rotate Left 90˚
Format Picture



Set transparent color



Reset Picture (undo)
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WordArt Toolbar:
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Insert WordArt
WordArt Gallery
Letter Height

Edit Text
Format WordArt
Vertical Text


WordArt Shape
Alignment


Text Wrapping
Character Spacing

Newsletter Tips & Tricks
MS Word can do a lot, but it can also be very frustrating! Here are some advanced tips and tricks for navigating the world of word processing.
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“Freeze” Graphics
Does it drive you crazy when your graphics jump around on the page when you make changes to the text? You can “freeze” a graphic so that it won’t move until you want it to:

1.
Click on the graphic (clip art, photograph, box, line, etc.) to make 


sure it is selected. 

2.
Right click on the graphic. Choose: Format picture…

3.
In the Format Picture box, click on the Layout tab. 


Click on the Advanced button.

4.
Toward the bottom of the Advanced Layout window, find Options. 


Click in the box labeled: Move object with text. The check will be gone. This will “unselect” it.


You can also click on: Lock Anchor. Note that the “Absolute Position” radio buttons are now selected.

Click: OK. Click: OK. The graphic should now stay put.

Cool Grammar Features
Synonyms: To get a quick synonym for a word…

1.
Double click on the word to select it. 

2.
Right click on the word. From the pop-up menu choose: Synonyms. 


A list will pop up off to the side with several synonym suggestions. 

3.
To insert one of the words into your document, simply click on it.

4.
To open the Thesaurus, choose it from the bottom of the 


Synonyms pop up menu.

Translation: To get a super speedy translation for a word or sentence…

1.
Click and drag on the word or sentence to select it. 

2.
Right click on the word or phrase. From the pop-up menu choose: Translate. 

3.
A Research Task Pane will pop up off to the right side with the Translation feature highlighted.

4.
Choose the languages, for example: From English to French
5.
Scroll down so you can see “World Lingo.” 


The word or phrase should now appear in the language you have chosen.

6. 
If not, try one of the alternatives search engines listed below “World Lingo.”


English Sample: The large brown dog ate my Algebra homework!


French Translation: Le grand chien brun a mangé mon travail d'algèbre!


Spanish Translation: ¡El perro marrón grande comió mi preparación de la álgebra!

Japanese Translation: 大きい茶色犬は私の代数学の宿題を食べた!

Word Count: Need a quick word count on an article or report?

1.
Go up to the Tools menu and choose: Word Count.

2.
If you need a running count, click on Show Toolbar. 
Newsletter Tips & Tricks - continued
MS Word can do a lot, but it can also be very frustrating! Here are some advanced tips and tricks for navigating the world of word processing.
- - - - - - - - - -

Spelling & Grammar
Does it drive you crazy when Word automatically makes changes to your 

spelling, capitalization, and grammar when you don’t want it to? 

Or when it puts green ziz-zaggy likes under half your text?

Here’s how to stop some of it…

1.
Go up to the Tools menu and choose: Spelling & Grammar.

2.
At the bottom of the menu box click on the Options… button. 


Check, or “uncheck” the boxes to fit your personal preference.

3.
To see more Grammar options, click on the Settings… button


in the Grammar section. Check, or “uncheck” the boxes to fit 


your personal preference.

There’s also a second place to personalize Word’s AutoCorrect options:

1.
Go up to the Tools menu and choose: AutoCorrect Options...

2.
Be sure to click on all five of the tabs: AutoCorrect, AutoText, AutoFormat, AutoFormat While 

You Type, and Smart Tags. Click to put a check next to those features you want, click again to 


“unselect” those features you don’t want. You can make changes here at any time.


Note that you can get very specific and indicate exceptions to formatting and corrections.
Highlight Text
Microsoft Word has a feature that lets you highlight passages of text, just as if you went at them with a highlighter marking pen. Here’s how:

1. 
Go to the View menu and choose: Markup. Double 


A new button should appear on your Formatting Toolbar, it is called Highlight.

2.
Click and drag the text you want to highlight. Click on the highlight button to highlight text.


To change the highlighter color, click on the small triangle next to the Highlight button.

Sample of text that has been highlighted: Sample of text that has been highlighted.

Insert Symbols
Need a bullet, check box, or other symbol?

1.
Go to the Insert menu and choose: Symbol.

2.
For commonly used symbols like the — or ® or ™ marks, click on the Special Characters tab.

3.
For other symbols, click on the Symbols tab and scroll down.


When you find what you want, click on the Insert button.


Note: Not all symbols are available in all fonts. If you can’t find what you want, try a more 


common font, such as Times New Roman or Arial.
Samples of commonly available symbols:  •  £  ¥  ©  ®  ™  ¶  °  é  ö  ñ  ø  ►


Newsletter Tips & Tricks - continued
Confused by the Drawing Toolbar? Here’s some more information to help you sort out your AutoShape from your Shadow Style.
- - - - - - - - - -

Drawing Toolbar:
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Object Order 
Auto Shapes
Line
Text Box
Fill Color
Line Width & Style

and Grouping

Arrow
Word Art
Line Color
Dotted Line Style



Square
Insert Chart
Font Color
Arrow Line Style



Circle/Oval
Clip Art/Picture

Box: 3D & Shadow

Draw

Group/Ungroup: Say you have three small graphic objects that you want to keep 

together as a group. If you select them (click on each object while holding down the 

shift key) and then choose Group, they will stay together when moved, copied, 

or pasted. The same goes for a text box inside of a shape. 
Order: The Order menu lets you choose which object will be in front of, or overlap, 

another object on the page. For example, you will want the text box to be in front of the shape.

You can also nudge (move slightly), align, rotate, or flip objects using this menu.
AutoShapes
AutoShapes are great for newsletters, advertisements, or flyers. They create a shape 

that can be used to bring attention to text or graphic elements. The sixteen pointed star 

and talking balloon shapes shown at right came from the AutoShapes menu. 

See further directions in the handout on Adding a Graphic Element.

Lines and Arrows
Lines and arrows are drawn using the line and arrow tools just to the right of the 

AutoShapes menu. Once the line is drawn, its width, color, and style can be changed 

using additional menus to the right: Line Style, Dash Style, and Line Color. 

Arrow styles can be changed using the Arrow Style menu. 

Rectangles and Ovals
Use the Rectangle and Oval menus to draw boxes around your text, photos, and more. Don’t forget that you can change the line thickness and style, the fill color, and the line color. To make a perfect square or circle, hold down the shift key as you click and drag to draw the shape. See further directions in the handout on Adding a Graphic Element.

WordArt
See further directions in the handout on Adding a Graphic Element.
Fill Color, Line Color, and Font Color
To customize your colors, click on the small triangle to the right of the color menu icon. You can choose from standard or customized colors. To customize your fill effects and shading, click on the small triangle to the right of the color menu icon. You can choose from patterns, textures, and some fancy multi-color shading effects.

N  

Shadow Style
Allows you to put a drop shadow on any graphic object.

3-D Style
Creates a 3-D object from an 

oval or rectangle. Example at right.

Newsletter Tips & Tricks - continued
Need more control over your column width, tab placement, and line spacing? No problem! There’s a menu for all your formatting needs.
- - - - - - - - - -

Paragraph
Format > Paragraph
click on the small triangle
This is where you can specify first line and hanging indents for paragraphs. You can also choose single, one and a half, and double spacing for your line spacing. There’s also a shortcut to the Tabs menu. (See the Paragraph menu to the right.)

Note: If you want to apply the spacing to just one paragraph or 
section of your document, remember to select (click and drag) 
the text before you open the Paragraph menu box.
Bullets and Numbering
Format > Bullets and Numbering 

Want to make a bulleted list? How about a numbered list? 

The Bullets and Numbering menu is where you specify the look and format of bulleted and numbered lists. Once you’ve chosen the format, don’t forget to click on the Customize… button to see all of the different bullet styles. (See Bullets and Numbering menu below.)
Columns
Format > Columns 
click and drag to choose columns 
You can easily choose one, two, three, or four columns from the menu bar, but what if you want one wide column and one narrow column? What if you want different spaces between the columns?

For those options and more, go to Columns under the Format menu. Here you can customize the columns of your newsletter just the way you want them to look! (See Columns menu below.)
Tabs
Format > Tabs 
click and drag to place tabs 
Need to delete or move a tab? Need a decimal tab for a column of dollar amounts? The Tabs menu gives you complete control over your tabs and their placement. (See Tabs menu below.)

Bullets and Numbering menu
 Columns menu
Tabs menu

Boxes





AutoShapes





An example of WordArt





text


box





AutoShapes


are cool!











Left: Special menus for custom colors, textures, patterns, and shading effects.





Note the drop shadow effect around each menu box.





In Line With Text:


  Treats graphic like text





Square:


  Text will run around   


  graphic in a square 





Tight:


  Text will run tightly 


  around graphic 





Behind Text:


  Graphic will appear 


  behind text 





In Front of Text:


  Graphic will overlap 


  on top of text





Top and Bottom:


  Graphic will center


  between lines of text 





 





Text Wrap Menu:





This menu shows how graphic elements (boxes, shapes), clip art, and photographs will interact with text.
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