Trojan News Practice Project 1

1.  Change all margins to .75 inches.

2. Nameplate – Create the name plate using WordArt – Trojan News.  

3. Add the byline.  Set two tabs – one at 3.5” – centered; and the other at 6.99”  -- right aligned.  Type the web address:  www.brookscountyschools.com, tab; type the Volume 7 Issue 5 (should be at the centered tab stop); tab and type the issue:  March/April, 2010 (should be the right aligned tab stop).

4. Put a bottom border on the nameplate – paragraph border; 3 pt.

5. Clear the formatting so that we can begin with the body of the newsletter.

6. Insert a continuous section break.

7. Format the body for 3 columns.

8.  Insert the Trojan News.doc file into the newsletter.

9.  Make sure the text is justified.

10. It’s bland looking.  We need to spice it up a bit.

11. Insert a pull quote between the 2nd and 3rd columns.  I liked the one with the brackets.  Include Kelvin’s quote “I felt sorry . . . .” through “They had lost everything they had.”  Change the color of the pull quote text box to blue, changed the font color to white, and the point size of the font to 16 pt.

12. I changed the size of mine to 1.87” high by 2.78” wide.  You will need to move it around a bit to select the best location.  Remember, we don’t want huge gaps in the words in the columns.

13. I also added a shadow to my pull quote and changed its color to a shade of blue. Add a shadow and change the shadow’s color.

14.  There’s a gap in the bottom of the 1st column.  Let’s put in our school logo.  It’s Great Kids Great Schools.jpg.  Play around with it, but I used the size .82” wide by 2” inches high.  I added a picture style to it.  Use the Drop Shadow Rectangle style.  It seems to make it float away from the page.

15. Note the top lines of the columns.  Make sure they are even (one doesn’t start higher on the page than the others).  If needed, add line breaks to move text down in the columns.

16. Take a look at the 2nd page.  Notice that there are a few lines that relate to North Brooks Elementary School.  The rest of the page is information about Brooks County High School.  Let’s set off the North Brooks Elementary School paragraphs from the rest of the page by drawing a horizontal line between it and the Brooks County High School heading.  Also draw a vertical line between the two columns to connect to the horizontal line.  Use the crosshairs on the line draw tool to make sure the lines intersect perfectly.  You may need to zoom in to make it easier to line up the crosshairs.

17. Change both of the lines to a 3 pt. weight, and change the color to match the Heading 2 color.

18. Insert two images on the second page of the newsletter.  Insert the Superior.jpg image above the heading “The Sounds of Straight Superiors.”  Format the picture for “tight,” and apply a picture style “Rotated, White.”  Make sure the image fits into the column.  Insert the Nationals.jpg image into the third column of the 2nd page, at the end of the column.  Also apply a picture style to the image:  “Double frame, Black.”  Change the frame to the blue that matches the blue text used throughout the document.

19. When viewing the newsletter, it still needs something.  Let’s insert two drop caps on the first page of the newsletter and on the second page.  Apply a drop cap to the T in the first line of text on page 1, in column 1.  Also apply a drop cap to the letter K under the heading “A Heart for Haiti”   in the 3rd column of the 1st page.

20. On the second page, format the B in Brooks as a dropped cap (B under the heading “Students Sponsor Health Fair for BCHS Staff).  Also format the F in Four in the 3rd column on page 2 under the heading FBLA Member Advances to National Competitions.

21. Utilize the print preview option to view your newsletter.  You may need to modify the drawn lines on page 2.  On page 1, you may need to resize the logo at the bottom of the 1st page to prevent only one word from carrying over to the 2nd column.

22. Finally, insert a footer into the document.  Choose the “Blank, 3 Columns” style.  In the left column of the footer type the name of the Newsletter:  Trojan Talk; in the middle column, type of the issue March/April, 2010; in the 3rd column of the footer , click “Type Text” to highlight it; click insert page number.  Choose current position, and choose “Plain Number.”  

23. Review your newsletter and make changes needed to make the document look professional.

24. Use Trojan News Rubric to self assess your work.  Submit your rubric with your self assessment documentation to your instructor along with your work.

25. Your teacher may ask that you put your name in the header to print.  Check with your instructor on this issue.


