
�Step Sheet: Creating a Newsletter Using a Word Template�

These steps will help you use a ready-made template to create a
newsletter.  This template came from the Microsoft web site. The
installation disk for Microsoft Office contains many more.

• Opening and saving the template

Step 1
Open Word (from your taskbar, desktop, or Start menu). Then open
the template (attachment 2).

Step 2
From the File menu choose Save As and name the template your last
name, space, newsletter (Jones newsletter).  Be sure you note where
you are saving it so that you can open and work with it.

• Changing the title and text in a paragraph

Step 1
Click on the title of the newsletter and change it to an appropriate title
for your own paper.  With the text selected, you can change the color,
font style, font size, and bold using the tools on the Formatting
toolbar.

Step 2
Write the text of your paragraph in another Word document. Edit and
revise it. Select the entire paragraph and copy it

Step 3
In the newsletter, select and delete the text that you want to replace.
Paste the new text in the textbox.  To adjust the size of the text box,
click on the text box border and drag the squares.

• Adding a text box

Step 1
Turn on the Drawing tool bar.  From the View menu, choose Toolbars,
then Drawing.

Step 2
Click the text box icon (the white icon with the A).



Step 3
Click and drag your mouse in the area of the newsletter where you
want to add the text box.

Step 4
Type or paste your text into the new text box.

• Adding a picture from clip art

Step 1
Click on the picture of the factory and airplane near the top of page
one of your newsletter.  Press the delete key.

Step 2
In the Clip Art Gallery, click through the categories on the left to
display pictures.  When you see one you like, click it and click Insert.

Step 3
Often, you will need to format the picture so that you can move it
where you want on the page.  Click the picture to select it. From the
Format menu, choose Picture then layout and choose any of the styles
of word wrap that you want.

Step 4
Click the picture and move it anywhere in the newsletter you want.
Resize the picture by left-clicking the squares in the text box border
and dragging them.

• Adding a picture from a file

Step 1
Go to www.ditto.com and type in the word Napoleon.  Left-click one
picture and your browser will go to the site where the picture really is
and display a larger version of the picture.

Step 2
Save a copy of the picture.  Using Internet Explorer, right-click the
picture, save it, and paste it right into your newsletter.

• Changing the color of the boxes

Step 1
Left-click the box to select it.



Step 2
From the Format menu, choose AutoShape, then Fill color, and choose
the color you want.

If the color you want does not show up, click More Colors for a better
selection.


