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You can enhance the appearance of a document by dividing the text into columns. Columns 

are useful for creating newsletters or brochures. 

To Create Columns: 

1. Position the mouse pointer where columns will begin.  

2. Click the Page Layout tab>click More Columns  

3. Choose the number of clolumns 

4. You can insert a line between columns 
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Newsletter 

Topics 

School Life 

Hobbies 

Sport 

Family/Friends 

Travels 

Country of 

Origin 

Classes you are 

taking 

Likes/Dislikes 

Future Plans 

Dream Job 

Task #1 

In this task you are going to create a one-page newsletter about yourself.  

1. Create a new Word document. Save as lesson #6_task#1 in your lesson 6 folder 

2. Insert a Page border>click Page Layout tab>click Page Borders>click 

Box>click OK 

3. Create a stylish heading for your newsletter. Use shapes and insert 

pictures in the heading. 

4. Make up an interesting name for your newsletter (eg. Sandra’s Daily News). 

Insert the title in the heading. 

5. Enter the following information in your heading: 

a. Editor: Your name (first and last) 

b. Date, Volume #?, Issue #? 

6. Position the mouse pointer below the heading>insert 

columns>choose 2 or more columns 

7. Font size not over 12 pt (titles can be 14pt)>line spacing between 1.5 and 2.0>justify align 

8. Insert ClipArts/photographs and/or SmartArt graphics 

9. You need to include a minimum of four articles (very brief and concise) about you. Here are 

some suggestions for subheadlines/topics: 

 

 

 

 

 

 

 

 

 

 

Tip 

Press and hold the Ctrl key and 

select all the shapes and pictures in 

your heading. Click the right mouse 

button>click Group. 

All the objects are selected and will 

not change their position! 
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Here are two examples how you can design your newsletter 

 

 


