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Summer Reading —Tools to create a Newsletter

Changing the Layout
Either right click on the graphic or
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Ordering your graphics Bordered
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something on top or
bottom of another
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Colars and Lines | iz | Layaut | | TextBox | web | ==1 A Text box allows you to move a block of text
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Colar: — 1~ Click on insert menu and choose text box

Transparency: Start typlng and move
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. Change format of text boxes
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Insert AutoText =

Choose column button or
click on format and choose

Headers and Footers
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Click view and then header and

footers
Type in the information or picture
you want to appear

Note- use the tools on the Header
and footer toolbar for help

Click the insert menu and
choose picture and then
AutoShapes

Point to the category and
click on one

The arrow will change to a
Cross

Hold down on the mouse
drag diagonally away
from where you started
Use the handles to adjust
the picture

Pay close attention to the
preview. You can turn off
parts of a border if needed.
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