Lecture Notes

Creating a Newsletter 


Creating a Newsletter
Overview

In this lesson, students will learn how newsletter-style columns like those used in newsletters, brochures, or perhaps poetry can add a new dimension to their Word documents. Understanding the “how,” “when,” and “why” of manipulating columns is important. Students will insert section breaks, column breaks, and end column sections to control how their columns function. They will insert files, a good technique to use if they have boilerplate text that they use regularly. Students will also learn a quick way to open recent work with the Recently Used Files List, another time-saving feature. Finally, students will see how the different viewing techniques are optimized for specific types of work, thus allowing them to work more efficiently.
Lesson Topics

	Working with Section Breaks
· Inserting Section Breaks
· Removing Section Breaks
	Inserting Files
· Using Text from Multiple Documents in a Single Document  
	Working with Newsletter Style-Columns

· Setting Up Columns

· Revising Column Layouts
· Adjusting Column Widths with the Ruler

	Working with Column Breaks
· Manually Force a Column to End
	Ending Column Sections
· Returning to a Single-Column Layout
	Working with the Recently Used Files List
· An Efficient Way to Open a Recently Used Document

	Working with Views
· Normal

· Web Layout

· Print Layout

· Outline Layout

· Reading Layout

· Full Screen
	Working with Other Viewing Techniques
· Show/Hide White Space

· Splitting Windows

· Arranging Windows

· Zooming
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	1 hr
	15 min
	45 min
	20 min
	2 hrs 20 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Section Breaks
	· Inserting Section Breaks 
· Removing Section Breaks 
	Notes
· Explain the function of section breaks.
· Describe the four different types of section breaks.
· Show how to insert several different section breaks.
· Turn on paragraph markers (Show/Hide paragraph marker) and point out what the section break looks like.
· Show how to delete a section break.
Questions

· Ask: Can you think of a situation in which you would use each of the four types of section breaks?

	Inserting Files
	· Using Text from Multiple Documents in a Single Document 
	Notes
· Demo inserting a file into a Word document.
· Stress that files are inserted at the insertion point, so students must choose where to put the file before initiating the command.
Questions

· Ask: What are the benefits of inserting a file into a document over inserting text from another file into a document?

· Ask: Do you think you will make use of this feature? Explain (be specific).

	Working with Newsletter- Style Columns
	· Setting Up Columns 
· Revising Column Layouts 
· Adjusting Column Widths with the Ruler 
	Notes
· Define newsletter-style columns and discuss their function.
· Show how to use the Column button.
· Refer students to the Columns dialog box illustration in the text.

· Display and explain the options on the Column dialog box.
· Demo resizing columns with the ruler.
· Point out the options you cannot change on the ruler (i.e., number of columns, adding a line between columns).
Questions

· Ask: When might you add a line between columns?

· Ask: How will you use newsletter-style columns in your work?

· Ask: How do newsletter-style columns compare with table columns?

	Working with Column Breaks
	· Manually Force a Column to End 

	Notes
· Explain why sometimes you need to manually insert a column break.
· Demo inserting a column break.
· Demo deleting a column break, noting the importance of turning on Show/Hide.

Questions

· Describe situations in which you might insert a column break.

	Ending Column Sections
	· Returning to a Single-Column Layout 
	Notes
· Explain why you must insert a section break to end a multi-column layout.

· Explain how to return to a single-column layout from a multi-column layout.
· Show the long way (insert a section break and change the column layout to single).
· Show the short way (Format(Columns(This point forward in the Apply to list).
Questions

· Give an example of a document that would require both multi-column and single-column layouts.
· Ask: Which method of ending column sections do you prefer? Why?

	Working with the Recently Used Files List
	· An Efficient Way to Open a Recently Used Document 
	Notes

· Make evident this quick way of opening a recently used file by demonstrating it.
· Explain that if the file you want to open is not located on the hard drive, you must insert the disk on which it is saved.

· Note the number of files that can be on the list.

· Refer students to the Quick Reference table about modifying the Recently Used Files List.

· Show how to change the number of files on the list.

Questions

· Ask: What other ways can you open documents?
· Ask: Do you know of another way that is faster than using this list?

· Ask: Why would you not use this list?

	Working with Views
	· Normal 
· Web Layout 
· Print Layout 
· Outline Layout

· Reading Layout
· Full Screen 
	Notes

· Open a document and show the ways to view it.

· Explain that the views change the way documents appear on the screen but have no impact on the appearance of printed documents.
· Explain that each view is optimized for specific types of work.

· Refer student to the Quick Reference table regarding views.
Questions

· Ask: In your work, which view do you use most often?

· Ask: Do you have a preference of one view over another? Explain.
· Ask: In what other software have you used some of these views?

	Working with Other Viewing Techniques
	· Show/Hide White Space 
· Splitting Windows 
· Arranging Windows

· Zooming 
	Notes

· Open a document. Explain and demonstrate use of the Show/Hide White Space.
· Explain and demonstrate use of splitting windows.
· Explain and demonstrate use of arranging windows.

· Explain and demonstrate use of zooming.

Questions

· Ask: In what situations would you/have you used these viewing techniques? Be specific.
· Ask: In what other software have you used some of these viewing techniques?

· Ask: Do you see the benefits of using these additional viewing techniques?
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