Creating a Newsletter with Microsoft Publisher

To use the Newsletter Wizard

1.
If the Microsoft Publisher Catalog is not visible, click New on the File menu.

2.
Click the Publications by Wizard tab.

3.
In the Wizards pane, click Newsletters.

4.
Click Blends Newsletter and then click Start Wizard.

5.
Read the introduction, and then click Next.
6.
Select Mountain and then click Next.

7.
Select 2 Columns and then click Next
8.
Select the No option and then click Next.
9.
Select the Double-Sided option and click Finish.

11.
Save your newsletter by clicking Save on the File menu.

To enter in formation on the first page of your newsletter

1.
Zoom in on the publication in one of the following ways:

On the Standard toolbar at the top of the screen, click the plus sign (+)  to zoom.

Click the Zoom drop-down box and then select a magnification from the list.

Press F9.

2.
Click the placeholder text “Newsletter Title” and type Marine Mamma/s Newsletter AutoFit is activated, so the text will get smaller as you type to fit in the text box.

4.
Click the placeholder text “Newsletter Date” in the upper-right corner of the newsletter and then type Spring or the month your newsletter will be published.

5.
Click the placeholder text “Lead Story Headline” and type Plan to Save Whales Causes Controversy or the title of your lead story.

6.
Click the placeholder text below the Lead Story Headline. Type your story into this frame or paste a story into the frame from Microsoft Word (or other word-processor).

7.
Double-click the lead story graphic. When the Clip Gallery appears, select a graphic appropriate to your story. 

S.
Click the text “Secondary Story Headline’ and type Reestablishing whale pods or the title of your secondary story.

9.
Click the placeholder text below the Secondary Story Headline. Type your story directly into this frame, or paste a story into the frame from Microsoft Word (or other word-processor).

10.
In the ‘Inside this Issue” frame, click anywhere on the text “Inside Story” and type the title of the next article you want in the newsletter. Add as many stories as you plan to have in your newsletter.

11.
On the File menu, click Save to save the changes you have made to your newsletter.

To insert an existing story

1.
Create and save your story using your word processing software.

2.
In the Newsletter, click anywhere in the text frame.

3.
On the Insert  menu, click Text File.

4.
Select the word processing file with the story you want to insert.

5.
Click Insert. The story will appear in the text frame.

To enter information in the inside of the newsletter

1.
To go to the second page of the newsletter, click the page arrow on the Status Bar, which is at the bottom of the Publisher window. 

2.
On the Newsletter Wizard in the left pane, click Inside Page Content. The Inside Page Content Wizard allows you to change the layout of the page to accommodate the information types you may want to add to the newsletter.

3.
In the lower-left pane, click the Calendar with 1 story option. The page layout now has a calendar. For more information on adding information to the calendar, see the “Creating a Calendar’ lesson.

4.
In the drop-down box in the left pane, select Right Inside Page.

5.
Click the Response form with 1 story option. The page now has one story and a form that can be used to accept donations for a fundraising event.

6.
Continue to customize headlines and articles as described earlier in this lesson.

7.
On the File menu, click Save to save the changes you have made to your newsletter.

To change the caption

1.
Click the story graphic on the bottom of page 2.

2.
Press F9 or zoom in to get a closer look at the caption.

3.
Click the caption and type a sentence describing the significance of the graphic or picture to your lead story.

4.
Click outside the Text Frame.

5.
Press F9 to zoom out to see the whole page again.

To add extra pages

1.
On the Insert menu, click Page. The Insert Page dialog box appears.

2.
In the Left Page drop-down box, select the layout you want for the page.

3.
In the Right Page drop-down box, select the layout you want for the page.

4.
Click OK to add two pages.

To delete extra pages

1.
To go to the second and third pages of the newsletter, click the page icon with the number 2 or 3. which is at the bottom of the Publisher window.

2.
On the Edit menu. click Delete Page.

3.
Select Both pages.

4.
Click OK to delete the pages.

Inserting a Drop Cap

1.
Go to the lead story on page 1 of the newsletter,

2.
Click the lead story text frame on the first paragraph. If you have not already added a story in this text frame, then add at least one line of text before continuing

3.
On the Format Menu, click Drop Cap.

4.
Click the Drop Cap tab, if necessary, and then click one of the drop-cap options in the Available drop cap box. You can scroll in the Available drop cap box to see additional drop-cap options.

5.
Click OK to add the drop cap you selected.

Converting your newsletter to a Web site

To publish your newsletter on the Web or school lntranet

1. In the newsletter you have created, click Show Wizard (unless the wizards are already visible).
 

2. In the top Wizard pane, click Convert to Web Site.

3. In the bottom Wizard pane, click Create.


4. In the Convert to Web Site dialog box, click OK.

The newsletter content appears in the Web site format.

5.
On the File menu, click Save as HTML. The page is saved in the folder you select.

6.
On the File Menu, click Web Page Preview.

7.
On the Web Page Preview dialog box, click OK to view your newsletter with a Web browser.

8.
When you’re finished previewing your Web site, close your Web browser.
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