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Adding Articles

Type your articles using columns. You find this option under Format from the menu bar. Add a Continuous Break before and after your columns if you want a variety of formatting in one work. At the end of one column use a Column Break to hold the spacing for that column and allow editing without running into the next column. Breaks save blank space for adding something later.


Graphics in Articles

Using the Format Picture Palette that appears when you select you graphic, you can choose to bring words around your clip art. You can go to Layout and pick Tight to have the words surround your picture. Find Call Outs and Arrows in Word Art.

Change Column Formatting in Your Newsletter

Move the cursor to the next part of the page. Go to Format Columns. Choose one column from the top of box. Choose, At the bottom, the Apply To: This Section Forward.

Insert a Table: Choose numbers of Columns and Rows. Highlight Table to add Borders and Shading from the Formatting Palette. Click on type to select where you want your borders on the table, area then the type of line from the style drop down menu. 

	Science
	Social Studies
	Math

	Data Collection- create a table for lab records
	Contrast Chart – check similarities
	Geometry Terms and definitions – classify shapes


Formatting in Word

Adding Columns:

· Go to Format – top menu bar

· Choose Columns
· Pick number of columns from pull down menu

· To add variety of column numbers to the same document

· Apply to: This Section – OR

· Apply to: This Section Forward

Adding Tables:

· Go to Insert Table

· Choose number of columns and rows

· Add row or columns to a table by inserting the cursor in the cell you’d like the row to be under, or the column to be next to

· Choose Delete – under the Table menu - to get rid of any rows, columns or cells you have selected

· You can get of sum for a table in the Formatting Palette, the table options are added to the Formatting Palette as you are working inside the table, choose the Sigma Symbol
· You can add graphics to a table

· You can create a table by drawing it your self. Click on Draw Table

· Your mouse becomes a pencil – click and drag to draw your lines

· The first lines become the border for your table

· Create lines to make the columns and rows

· To revert your mouse back to a cursor - Close the toolbar to change your mouse from a pointer when you are done.

· Click on the pencil to get your mouse back
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