Activity: Create Newsletter 

Task: You will be using the three-column feature of Microsoft Word, in addition to other features, to create a newsletter.  The newsletter can be for the fan club of a star you admire (e.g., a sports star, singer, or actor).

Your newsletter will have three articles:

· The first one you can copy and paste from the Internet.

· The second one tells about how you won a chance to spend the day with your favourite star and how you spent the day.

· The third article is an advertisement for an upcoming event featuring your star (e.g., soccer clinic run by a famous soccer player, or concert of a favourite singer).

· You will also be including 2 photos and 2 trivia facts.

See the attached example for ideas.

Skills:  Change page margins, format text, set tabs, add borders and shading, format columns, copy and past text, insert small caps and all caps, justify text, and insert photo into a document using “wrap square.”

Instructions:

1. Create a NEW document.  Save as My Newsletter.
2. Set line spacing to single spacing after to 0 pt (i.e., remove spacing after).
3. Under Page Layout, go to Margins, then custom margins and set both the top and bottom margins to 2.1 cm and both the left and right margins to 1.3 cm.

4. Type the name of your star’s fan club (e.g., “Neymar Fan Club”). Format it to 30 pt. bold in your favourite font and select a font color. Click on small arrow so you can set it to ALL CAPS.

5. Press Enter and type “Newsletter”. Format it to 48 pt bold in your favourite font with ALL CAPS and a different font color.

6. Move the cursor to the end of "Newsletter" and press Enter one time.

7. Change the font from here on to Arial 10 pt., black, and turn OFF Bold if it is on, and turn OFF caps lock if it is on.

8. Press ENTER two times.

9. Set the tabs at 7cm and 16 cm 
10. On the line where you set the tab, type the following text in the location indicated (see sample newsletter if needed).

11. At the left side of you page type the text – “Volume 3, Number 3”. Press Tab and enter the text (e.g., “A Publication of Neymar Soccer Fans”. Press Tab and enter the text “Fall 2014”.

12. Position the cursor after “Fall 2014” and press ENTER four times.

13. Go back and select the line containing the dateline information you just entered and format as follows: 
· Home tab, Paragraph Group, select the down arrow to the right of the Borders Button 

· Select Borders and Shading at the bottom of the list.

· Under the Borders tab: Select the following: Setting: Custom, Style: Single (line), Width: 2 ¼ pt. In the Preview Box click to select only the Top and Bottom, then click OK.
14. Search for an article on the Web: Keep the file you have started opened. Go to the Internet and find a news article about your star.  Drag your mouse over the text you want to copy, right click and select copy.  

15.  Go back to your newsletter file:  Place your cursor beneath the dateline information you just entered and formatted. Be sure to leave one blank space after your dateline information. Paste the text you copied in direction #14 at this location.

16. Select the text that you just copied and pasted and change spacing after to 0 pt and line spacing to single.  You may also want to change the font.
17. Place your curser to the start of the text you just pasted.  Select the Page Layout tab.  Under Columns, at the bottom select Custom Columns, then specify THREE columns and APPLY it to From This Point Forward.

18. Add a Trivia Fact (see sample). Do NOT add any formatting to it yet!

19. Write an article (e.g., see “Local Teen Wins Chance of a Lifetime”).  This is where you describe how you got to spend the day with your favourite star.

20. Add a second Trivia fact.  Do NOT add any formatting to it yet!

21. Write an article advertising an upcoming event of your favourite star.  Be sure to add a headline (e.g., Neymar Soccer Camp Coming Soon!)

Formating:

22. Select all of the text in the three columns.  Select Justify (so that each line touches the left and right edge of each column), Times New Roman font (or your fave font), and 12 pt font size.

23.  For each Headline of your three articles: Select the headline and change to Center, Arial (or your fave font), 14 pt., Bold, Small Caps. (You may use the Format Paintbrush to copy this formatting to each of your headlines.)
24. Select all of the lines of text for your first Trivia fact.  Then:

· Home Tab, Paragraph Group, select the down arrow to the right of the Borders button

· Select Borders and Shading at the bottom of the list

· Under the Borders tab: Select the following: Setting: Box, Style: Double (line), Width: 1 1/2 pt.

· Select the Shading tab and set Style to 15% Gray.

25. Repeat step 24 for your second Trivia fact.

26.  Select the text for your third article (advertising an upcoming event).  Apply a Shading of 15% Gray. (See direction #24 for help on where to go if needed).

27. Find and save two images of your star from the Internet.  Move your curser to in between columns 1 and 2.  (See sample newsletter).  Insert – Pictures to insert one photo.  Resize the image as shown.  Right click on the image and set Wrapping to Square.  (This makes it easy to move the image around and fit in between the two columns.)
28. Insert another Picture at the top right hand side of your newsletter title.  (See sample).  Remember to set Wrapping to Square.

29. Resave the document. 
30. Congratulations!
