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tart typing your feature article here. As you type closer to your picture (contained in a table), the text will comfortably wrap around the picture, as shown. 


To change the color of your table border, select the table, right-click, choose Borders and Shading… from the shortcut menu, and then choose the options you want. 


To change the picture, simply click inside the table to select the heart, and then press DELETE on the keyboard. Next, to insert a clip from the Clip Organizer, on the Insert menu, choose Picture, and then choose Clip Art. The Insert Clip Art task pane will launch to the right of your screen. In the Search box, type a word or phrase that describes the clip you want, and then from the Results box, click the clip you want, which will automatically insert the picture inside your table. 


To resize the picture, you can use Word’s Crop feature, located on the Picture toolbar











To prepare your newsletter for mailing:


On the File menu, select Print, and then select the Properties button.


On the Layout tab, under Print on both sides (Duplex), select Flip on Short Edge, and then click OK.  


Fold the paper in half, keeping the address label visible for sending.


Tape or Staple, t	he edges of the mailer to keep the fold in place.











Individual Highlights:


Inside Story	2


Inside Story	3


Last  Story	4





Special Interest Articles:





•	Add or highlight your point of interest here.





•	Add or highlight your point of interest here.





•	Add or highlight your point of interest here.





Newsletter Date


Volume 1, Issue 1





Type the Title here





Lead Story Headline





Practice Name





Second Story Headline
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Inside Story Headline





Inside Story Headline








Type the Title here


� =title ��
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“To catch the reader’s attention, place an interesting sentence or quote from the story here.”





Special Interest Story Headline
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Caption describing picture or graphic.
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Type the Title here





Inside Story Headline








Inside Story Headline



















































































































































































We’re on the Web! 


See us at:


www.Example.com





Address line 1


Address line 2


City, ST 12345





Phone:	


(123) 1234567





Fax:	


(123) 1234567





E-Mail:	


name@hotmail.com











Add your Business Tagline here.





Practice Name





Back Page Story Headline





Continued Story Headline





About Our Organization…





Think about your article and ask yourself if the picture supports or enhances the message you’re trying to convey. Avoid selecting images that appear to be out of context.


Microsoft includes thousands of clip art images from which you can choose and import into your newsletter. There are also several tools you can use to draw shapes and symbols.


Once you have chosen an image, place it close to the article. Be sure to place the caption of the image near the image.
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