KEEP IT SIMPLE:

Producing a newsletter is easy, the trouble is most word processing and desktop publishing (DTP) computer programs have too many options, so it is best to KEEP IT SIMPLE.

Word processing programs such as Microsoft Word have a number of powerful presentation tools which will help you create a newsletter with extra visual impact making them look as though they have been professionally created.   However, if you are going to be producing a lot of newsletters or produce a succession, it may be worth looking at some inexpensive DTP software.

BASIC PRINCIPLES:

Let’s begin with the simplest method, which is to use the word processing package to produce an illustrated newsletter.  To do this we will be using MS Word, but the basic principles apply to most word processing programs.

1. Start by opening a text file and typing in your information.

2.  Highlight all required text by putting the mouse pointer into the space to the left of the print, hold down the left hand mouse button and drag it across the text.  Alternatively, press the CTRL key to the bottom left hand side of the keyboard followed by the key ‘a’.  

3. Go to the FORMAT option and COLUMN choose the 2 or 3 column style. 3 column designs look neater and allow more flexibility with pictures and illustrations.  You will see that your text flows automatically from one column into the next.  Any changes you make to the text will be adjusted within the column automatically.

If you haven’t already inserted subject headings into the body of the text, don’t be tempted to use a different typeface – remember KEEP IT SIMPLE.

ADDING PICTURES IS SIMPLE:

1. From the INSERT
MENU click on PICTURE and select from FILE or CLIPART. 
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The file option will take you to the directory tree allowing you to retrieve an image from another file or application such as an art program, scanner or digital camera picture library.

2. When you locate the image file double click on it and it will be placed on the page. Use the mouse to move the picture to the correct position or to resize it. 

INSERTING A CAPTION:

1. From the DRAWING MENU select TEXT BOX.  Position the cross pointer where you want the box to begin.  Hold down the left-handed button of the mouse and drag to the required length and release.

2. Insert required text into the box.  To insert a caption below the picture insert a Text Box beneath it. Use a slightly smaller typeface, smaller than the body of text and make it bold so that it stands out.


EDITING TEXT:

Where you have too much or too little text to fill a page you have various options.  Editing the text or reducing the font size by a point but preferably not below 9 points will give you more space.  Filling an empty space is just as easy.  Either write more copy, or increase the font size or alternatively increase the size of your picture/pictures.

FINISHING TOUCHES:


To add the finishing touches, insert lines between the columns.  

1. Use the DRAWING MENU, choose the LINE FACILITY.  Position the mouse pointer where you want the line to begin, click and hold the left mouse button and drag the line to where you want it to end.  

2. Check the line is straight and release the button.  Don’t worry if it is either too short or too long, the length can be changed by clicking on the size box at the end of the line.

AND FINALLY….

Press the PRINT PREVIEW to view your creation!


This information was produced by Hyndburn & Ribble Valley CVS.  

For any further information contact:

Community CVS 

http://www.communitycvs.org.uk/
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