[image: image1.emf] 

[image: image2.jpg]K
Document.




Open Microsoft Word.


The “Home” tab will be selected on the top.


Click on the “Page Layout” tab 


Click on the arrow under the word Margins. Select “Narow”.5 on all 4 sides.


Click on the arrow next to Size.  Use the default  “Letter.”   OR


Select “Legal” if you are using 8.5 by 14 sized paper.


Click on arrow next to “Columns” and select 3.


Select the “View” tab and in Zoom panel next to 100% click on “Two Pages.”


Press CTRL + ENTER together until you have the number of pages that you will need.


Go to FILE and select SAVE AS and save your file into one of the group member’s student folder. 


Select the “Insert” tab. Click on the arrow next to Text Box. Select “Draw Text Box” at the bottom of the window.


Draw a text box within a column.  Copy this textbox and paste it into the other columns. *


(Make sure you click outside of the text box before you PASTE or your new text box will be stuck inside the old one).


Select the “Insert” tab for WordArt for headlines. Size your Text Boxes down until you have space for your WordArt between the Text Boxes.


 If you insert clip art or photographs size your Text Box down to leave room for the graphic outside of the box. It is best not to place WordArt or graphics in Text Boxes as will not be able to manipulate them.


If you do not want the textbox border to show click on the outline of each Text Box and the Textbox “Format” tab appears


In the Text Box styles panel, click on the pencil and paper icon under the pouring paint can and select “No Outline”


Ask to have the 81/2 X 14 paper loaded into the printer (if you are using this size) and print pages 1 and 3 if you have two pages.  In the Print window in Page range area click in circle Pages:  type 1,3 in the window.


Now place pages 1 and 3 printed side up in the paper tray and go back to your computer and print PAGES: 2,4 to print doubled sided.























*To allow your text to flow from page to page you must link each Text Box to the next.  Right click on the edge of the Text Box.  Pick CREATE TEXT BOX LINK.  Or when the Text Box “Format” tab appears click on the chain link in the Text Box panel (Do this before you type in the boxes).


  


Take the cup link symbol and “pour”  �                         into the Text Box that you want your text to flow to.  











