[image: image1.wmf][image: image2.wmf]
[image: image3.wmf]
That's Fit to Print

Volume 1 - 1/30/2004

This tutorial is based on using the Menus, not the floating palettes.  If you are more comfortable with the floating palettes, by all means use them.

Creating a Newsletter

Here are some tips on creating a newsletter.

Aside from basic Word skills there are a few things you need to know.  They are: using headers, using columns, inserting graphics and putting borders around text and graphics.

The Header

[image: image4..pict]You will find the header in the View Menu.  Click on View and drag to Header and Footer.  It will instantly put you in the Header or you can scroll to the Footer.  You can use all the standard Word formatting options and also insert graphics and put a border around the text.

Columns

You can add Columns easily to your newsletter.  You will find this option in the Format Menu. 
1. Click on Format and drag to Columns.   

2. Choose one of the presets (One, Two, Three, Left, Right). 

3. Click on the Line Between option if you want a line between the columns. 

4. Experiment with other options. 
Borders and Shading

You can apply a border to selected text and/or the whole page.  You can also apply some shading, or color behind the text.  

To apply a border to the whole document: 

1. Click on Format, drag to Borders and Shading.

2. Click on the Page Border Tab

3. [image: image5..pict]Choose your Setting, Style, Color, Width etc.

4. Click OK.

5.  Experiment with other options.
Applying a Border 

to Text
1. Hi-light the text you want the border around.

2. Click on Format, drag to Borders and Shading.

3. Click on the Borders Tab

4. Choose your Setting, Style, Color, Width etc.

5. Click OK.

6.  Experiment with other options.
Applying a Border 

to a Picture

1. Insert the picture

2. Turn on the text wrap

3. Click on the picture (you should see handles)

4. Click on the Format Menu  - Drag to Picture or Object
5. Click on the Colors and Lines tab.

6. Select a Color, Dashed, Size and Weight.

7. Experiment with other options.
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