CREATING A BROCHURE

Do these things before you start to type!

1. Open a new Microsoft Word document.  

2. Change the orientation of your page from portrait to landscape  (file—page setup—paper size—chose landscape)

3. Change the margins on your page to .5  (file—page setup—margins—change all the magins—leave the gutter at 0)

4. Create 3 columns.  Put your pointer on the column button and columns will appear.  Drag your pointer across 3 of the columns.  Those 3 columns should be highlighted. 

GRAPHICS IN YOUR DOCUMENT

1. Save an image .Rt. click on the graphic—menu appears--save picture as—Navigate to your own folder and save the image. Graphics that are saved must be inserted into a document. (See #7)

2. Copy an image. Rt. Click on the graphic—menu appears—copy. Open your document—Edit menu—paste. Images that are copied must be pasted into your document.

3. If an image will not copy or save: 
· Press print screen. Open paint (start menu--all programs—accessories—paint)

· Copy the image into paint (edit-copy)

· You  can save or copy the image from paint.
4. Insert graphics from clip art  (insert menu—picture—clipart)  or insert graphics from a file  (insert menu—picture—from file). 

5. Save your work.  (File—save—your account number)

Work saved in your account here at school can’t be accessed from home.

If  you have Word 2007 at home:  you’ll need to save the brochure as Word 2003 in order for the file to open  here are school.

