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Select This Headline and Replace It With Your Own
Add information you want to highlight here.

R
ead through these instructions before you begin to complete the newsletter. If you want to delete the instructions, select the text and press Delete. However, do not remove the styles (paragraph markers, section breaks, and so forth).

Completing your newsletter
To change the newsletter title,  click on it and select the placeholder text (The Journal). Type your title. If your newsletter name is longer than the placeholder text, reduce the point size of the information before you type your text.

If you want to insert your own picture or logo, click the placeholder picture above or the logo on page 2. Click Picture on the Insert menu, and then locate your artwork.

To resize a picture and keep its original dimensions, click it and drag a corner handle. To reshape a picture, drag one of the middle handles. To crop a picture, press Shift and drag either a corner or middle handle.

Once you have made changes to the newsletter title and picture, you will want to begin to replace the text in the body of this template. There are two ways to do this:

· Select the text and type your information.

· Select a new style from the Style list. For example, this style was created using the List Bullet style. Then, type your text.

To change the shading of text borders, click the cursor on the shaded area. On the Format menu, click Borders And Shading. On the Shading tab, select a new option. On the Borders tab, you can add, remove, or change the color of a border.

There are several section breaks in this template. To create additional section breaks, use the Break command. If nonprinting characters are turned on, you can identify breaks by the double, dotted lines. If the nonprinting characters are not visible, select the Hidden Text option under Nonprinting Characters (Tools-Options-View). To insert a section break, click Break on the Insert menu and then select Continuous.

Use this same method to create a page or column break. On the Insert menu, click Break. Then select either Page Break or Column Break.

If you want to remove the vertical line, click Columns on the Format menu. In the Columns dialog box, select the Line Between check box. You can also use the Columns dialog box to change the number and placement of columns in your newsletter.

Saving your Newsletter
Click Save As on the File menu, and then type a unique name.

Highlights
How to Add a graphic to this Newsletter

How to Change the Color of Text

How to Improve Your Newsletter Print Quality
Newsletter Questions & Answers

Readers Write

Q

How do I change the color of text?

A
To change the color of text, select the appropriate paragraph. On the Format menu, click Font and select a color from the Color list.

Question
Extra space seems to appear between the lines as I type sometimes? What is wrong?

Answer
Nothing. Depending on how fast you type and the speed of your computer, you may experience momentary lapses of proper line spacing. Word will automatically redraw the screen.

Question

I would like to mail my newsletter in an envelope. How do I remove the indicia and return address frames?

Answer
Click the indicia text to reveal its frame. Click the frame border to highlight the frame handles. You can then press Delete to remove the frame. Use this same method to remove the return address frame.

Q&A
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Inside: Great tips, tricks, and techniques for creating a self-mailing newsletter!

I would like to change the color of my picture. Can it be done?

Yes. To change the color of a picture, double-click it to activate the picture. Select the area you want to color. On the Format menu, click Drawing Object. On the Fill tab, under Color, select a new color. In the Picture dialog box, click Close Picture to return to the newsletter.

Q: Printing
What is the best way to print this newsletter?

A: Printing

Print page 2 on the back of page 1. Fold the sheet in thirds, like a letter, and mail with or without an envelope. For best results, use a medium- to heavy-weight paper. If you’re mailing without an envelope, seal your newsletter with a label.
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QUESTION
How do I add a graphic to my newsletter?

ANSWER
Bulk Rate

United States Postage PAID

Permit # 0000

Any City, ST

On the Insert menu, click Frame. Then, place the cursor where you want to insert your graphic. Click and drag the cursor until the frame is the correct size. On the Insert menu, click Picture, and then locate your graphic.

Q

How do I remove the vertical column lines?

A
Click the cursor in the section you want to change, and click Columns on the Format menu. Click the Line Between box to turn the column lines to the off position.

Many  styles of various sections are shown on this page.  One style is the Format Drop Cap command, which you can use to create the large letters. Quickly copy and paste styles using the edit copy and edit paste commands. 
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