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� EMBED Word.Picture.6  ���


Home delivery service unites with retailers


Offers added value and convenience without increasing cost of goods; sales explode


�
To re-size a picture, click on it and drag a corner handle. To “re-shape” a picture, drag one of the middle handles. To crop a picture, hold the Shift key down and drag any handle.


How do we customize this design for our own use? I have a color printer and would like to print in color.


To change the shading of text borders, or to remove a ruling line, click your cursor on the paragraph, and, from the Format menu, choose Borders and Shading. Select a new option.


To change the color of text, select the paragraph, and choose Font from the Format menu. Choose a different color from the drop-down color list. Choose OK or Cancel to exit the dialog box.


Section breaks make it possible for various sections to have more than one column. To change the number of columns in any section, click your cursor in the section to be changed, and choose Format Column. Type a new number.


With the Break command, you can insert a page break, column, or section break. Assuming your nonprinting characters are turned on (in Tools-Options-View dialog box), you can identify breaks by the double, dotted lines. To insert a break, choose Break from the Insert menu. Select an option, and click OK to exit the dialog box.


To change/insert a picture, click on the picture, and choose Picture from the Insert menu. Choose a new picture, and click the Link to File box if you would like to save the art with the newsletter.


To change a picture color, double-click on the graphic to activate the drawing layer—where you can group or ungroup picture objects, and re-color or delete objects. Click on an object, and choose Drawing Object from the Format menu. Choose a new shade, and choose Close. To delete an object, press Delete.


Creating Newsletters


When you re-save the template with your changes, future document creation becomes easier. Select File New to re-open your template as a document.


With the template open, type your company text over the sample text.


Choose File Save As. In the menu, choose Document Template in the Save File as Type: box. (The extension should change from .doc to .dot.) Save the file under a new name to protect the original, or use the same name to replace the existing version.


To create a newsletter from your newly saved template, select File New to re-open your template as a document. Your company information should now appear in place.


Style  Names


There are three ways to view the preset Style names for this newsletter:


In Normal view, choose Options from the Format menu. Click the View tab. In the Style Area Width box,  type a number such as “6” (picas); or


In Page Layout view, click on any paragraph and view the style name on the Formatting toolbar; or


From the Format menu, choose Style Gallery. In the preview section, click on Example or Style Samples.


�To change the picture background, double-click on the picture to activate the drawing. You’ll see a blinking cursor and a paragraph mark. Experiment with that paragraph —alter Format Borders and Shading, and alter the spacing in Format Paragraph.





�
Inspired Questions & Answers


Readers Write


�
Q:


I would like to darken some of the gray shading to improve the print quality. Can that be done?


A:


Yes. To change the shading of the text or borders, click your cursor on the paragraph, and, from the Format menu, choose Borders and Shading to select a new option.


Q:


Extra space seems to appear between the lines as I type sometimes? What’s wrong?


A:


Nothing. Depending on how fast you type, along with the speed of your computer, you may experience momentary lapses of proper linespacing. Not to worry, though—in just a few seconds, Word will redraw the screen.


Q:


What’s the best way to print this newsletter?


A:


Print page 2 on the back of page 1. Fold like a letter (in thirds), and mail with or without an envelope. For best results, use a medium to heavyweight paper. If you’re mailing without an envelope, seal with a label.


Q:


I would like to mail my newsletter in an envelope. How do I remove the return address and indicia frames?


A:


Click on the text to reveal the bounding border of the frame. Click on the frame border to highlight the frame handles, and press Delete. To save the frame for the future, click on the frame and choose AutoText from the Edit menu. Click Add, and OK.


Q:


I would like to use my own clip art. How do I change the art without changing the design?


A:


To change a picture, choose Picture from the Insert menu. Choose a new picture, and click the Link to File box to save your art with the template for future newsletters. 


Q:


How do I change the number of columns in this newsletter?


A:


Click your cursor in the section to be changed and choose Columns from the Format menu. Choose a new option, and click OK.
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Inside: Great tips and techniques for creating a newsletter!





Q:


How do I remove the vertical column lines?


A:


Click your cursor in the section to be changed, and choose Columns from the Format menu. Click the Line Between box to turn the column lines to the “off” position.


Q:


Is it possible to have different column configurations on the same page?


A:


Yes. Section breaks make it possible for various sections to have more than one column. To insert a section break, choose Break from the Insert menu. Select Continuous, and click OK. To change the number of columns in the section, click your cursor in the section to be changed, and choose Format Column. Type a new number and click OK to exit the dialog box.


The Q&A Styles use the Format Drop Cap command to create the large letters. Quickly copy and paste Styles using the Edit Copy or Edit Paste commands. 
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