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Instructor's Notes

Planning the Newsletter Document

Always (in each tutorial) emphasize the importance of planning a document.  Explain that, if they take the time to plan upfront, it will save them a lot of time in the long run.  Go over this section to make sure students understand the different elements of the document.
Elements of Desktop Publishing
Desktop publishing has become a common method of producing commercial-quality printed material. Today, many home and office desktop computer systems are equipped with software that is capable of desktop publishing tasks. These tasks include entering and editing text, creating graphics, composing or laying out pages, and printing documents. 

Elements of desktop publishing include high-quality printing, multiple fonts, graphics, typographic characters, columns, and other special formatting features. Some elements of desktop publishing can be performed in Word, including creating columns, modifying text in WordArt, inserting clip art, creating drop caps, and inserting typographic characters.

Go over the list of common elements in a desktop publishing that are presented on page WD 136.  You might also consider sharing the opportunities for a career in desktop publishing.  Also use Figure 4-2 to discuss the similarities between Desktop publishing and Web pages.
Classroom Activity

To illustrate the elements of desktop publishing, have students bring a newspaper or magazine to class and then have them identify its desktop-publishing elements, such as graphics, pull quotes, drop caps, etc.  Ask students to consider what decisions the designer made in laying out the publication.  Do your students have any suggestions for improving the publication's appearance?  Discuss how those suggestions can be implemented using Word features studied in this tutorial.  If you don’t have time for each student to share their findings with the class, divide them into groups with which they can share their thoughts and ideas.
Working with Hyperlinks

Explain to students that, while Web pages are the predominate types of pages in which you will find hyperlinks, they also can appear in documents that will be read online. To make this feature easier to incorporate, Word automatically formats e-mail addresses and URLs as hyperlinks so that anyone who reads the document online can simply click that hyperlink to either send an e-mail or go to a Web site.

If you know that your document will only be read in a printed format, then you should remove these hyperlinks so that the text appears in the same format as the rest of the document. To remove a hyperlink, right-click on the hyperlink text. A menu of options will appear. Click the Remove Hyperlink option.

Using WordArt to Create a Headline
WordArt is a Microsoft feature that provides flexibility in creating special effects. It enables you to apply color and shading and to alter the shape or size of the text. Word switches to print layout view to work with WordArt images. The print layout view is best for desktop publishing because it shows how the text and graphics fit together on the page.

To create a WordArt image, choose a text design from the WordArt Gallery (use Figure 4-3 to show the different options in the gallery). Enter the text to be enhanced and format it. Because the image can be moved and resized like a graphic, it is considered to be a drawing object, rather than text. However, you can use the WordArt toolbar to change the text, font, or font size. After an image is perfected, you can choose other WordArt functions to affect its appearance. The image can also be resized or rotated. Text wrapping, for example, determines how the text flows near the graphic. Finally, the graphic is anchored to the document.

Using WordArt for the first time requires students to master this new feature as they learn about other related features at the same time, including views, the vertical ruler, and the anchor symbol.  Take time to explain the differences between normal view and print layout view, as well as the advantages of print layout view when you are desktop publishing (don't forget to mention the use of the Zoom command).  Reassure students that they have not lost their WordArt when they return to normal view and no longer see the image but rather that WordArt images are not visible in normal view.  

Encourage students to experiment with the WordArt toolbar - in particular the WordArt shape button - and the resize and adjustment handles to learn how to use them, reminding them to use the Undo button immediately after any formatting action that they want to remove

Anchoring the WordArt Object
Discuss the use of the anchor symbol to show the position of a WordArt object relative to the text and where text should be typed in relation to the anchor symbol, depending on where you want the text to appear in relation to the WordArt.  .Students may struggle with this concept a little at first.  They need to master the use of the anchor to make sure the art appears in the desired location.  Use Figure 4-11 to illustrate where the anchor should fall in relation to the paragraph.
Quick Quiz

1. _____ is a feature that allows you to insert specially formatted text into a document. (Answer: c)
a. Graphic Text

b. Clipart

c. WordArt

d. WordSmith

2. To change the flow of text around an object you need to set the ____ feature. (Answer: wrap)
3. True/False: When you see white sizing handles on an object, this is an indication that the object if a floating graphic. (Answer: True)
Formatting Text in Newspaper-Style Columns
Text in newsletters is divided into two or more vertical blocks, or columns. Text flows down each column. These newspaper-style columns are easy to read because you are able to see more text in one glance due to the width of the column.  Encourage students to experiment with the same text formatted in different ways, including changes to the number and widths of columns and the sizes of fonts.  Also ask students to compare and contrast the use of the Columns button on the Standard toolbar and the Columns command on the Format menu.

Go over Figure 4-10 showing students the various options available in the Columns dialog box.  Encourage students to use the “?” at the top-right of the dialog box to learn what each option does.  Consider having students try additional options besides those used in the tutorial.

If only part of your newsletter is set up in columns, you will have to insert a section break between the two areas. If the two areas are on the same page, use the "Section Break (Continuous)" option. 

As you work on a document, you should occasionally view the whole page at once by zooming out or looking at the Print Preview. This enables you to keep the big picture in mind while you work on the details. 

Inserting Graphics
Discuss with students that graphics include a variety of objects such as graphs, charts, photographs, and pictures drawn on a computer. Graphics are important to a well-designed newsletter. They add visual appeal and should enhance the reader's understanding. Word provides a copyright-free library of clip art images. 

Go over the various types of graphics files.  These are listed and described on page WD 149.  Be sure students understand that usually you use bitmap images for desktop publishing because they print best.  

Many images are available in the Microsoft Clip Organizer. If those images available through Microsoft do not meet your needs, graphics can also be purchased from other sources. Follow copyright laws when you use graphics in your documents.   Give students as much time as possible to peruse the many images in the gallery.  
Once a graphic image has been inserted into your document, you can use tools within Word to edit that image both in size and position as well as content.

Wrapping Text Around a Graphic
Make sure that students understand that text can be wrapped around a graphic so that it follows the contours of the graphic. You can position the object anywhere in the text and choose to wrap text on both its left and right sides, or just one side. This advanced text-wrapping feature can be used to create a unique look in any publication.  
Be sure to illustrate how the wording continues to wrap around the graphic no matter where they move it.
Inserting Drop Caps
A drop cap is an uppercase letter used at the beginning of a document or section of a document. It extends from the top of the first line through two or three of the following lines. The paragraph wraps around the drop cap. A drop cap can add interest or accent new sections in a long document.

Classroom Activity

Divide students into small groups and allow them time to brainstorm about using drop caps at the beginning of the text in a document.  What types of documents lend themselves to drop caps?  In what kinds of publications would a drop cap be inappropriate or unprofessional?  Encourage students to think of other ways to use the desktop publishing features learned in this tutorial to add style and interest to their documents.  Ask students to consider the use of Word to desktop-publish a one- or two-page newsletter about their school or campus, using features learned in this tutorial to maximize the readability and style of the newsletter.  What elements would they include in their document?  After their brainstorming session, have students share with the rest of the class.
Inserting Symbols and Special Characters
Typographic characters are special symbols and punctuation marks. There are several ways to enter symbols into a Word document.  Word will automatically convert some standard characters into typographic symbols - but for some of these you have to have AutoCorrect activated.  The Symbol dialog box can be used to insert special characters. The Symbol dialog box also lists several keyboard shortcuts, such as Alt+Ctrl+C, which are used to enter the copyright symbol (c).

This is a good place to explain to students the difference between some common typographical symbols.  For example, the typographical quote (") should never be used to mean "inch" or "inches".  Sometimes people use a straight double quote mark or a double primer (''), which is found in the symbol table, to mean "inch" or "inches".  When in doubt, spell it out - that is, use the word "inch" or "inches" and not a symbol 

Go over the list of symbols in Figure 4-23.  There are other symbols that could be used but this figure contains the most commonly used typographical (typed) symbols.  Also use Figure 4-23 to illustrate the special characters that are available.

Balancing the Columns

This is an important concept for students to learn.  It will not look professional to have columns that are uneven.  This section illustrates the process of making the columns even.  Inserting the section break at the end of the columns will tell Word to end the columns.  Columns will immediately adjust.
Drawing a Border Around the Page
Explain to students that a border can be placed around the entire page for documents such as newsletters, brochures, and advertisements. This gives the document a professional, finished look. To add a border, select Borders and Shading from the Format menu, and click the Page Border tab to select from the border options.

Quick Quiz

1. To insert columns into a document, place your insertion point where you want the columns to begin, and press ____ on the menu bar. (Answer: c)
a. Insert

b. Columns

c. Format

d. Tools

2. If you want to see a whole page in the Word window, click the _____ list arrow on the Standard Toolbar. (Answer: zoom)
3. In desktop publishing, you most often use a JPEG image file. (Answer: False)
Understanding the Merge Process

Word has a feature called Mail Merge that can be used to create form letters and other documents. It combines information from two documents or sources to create a new document containing the merged information. The process includes a main document that will receive information extracted from a data source to produce a final document.

Explain to the students that the main document will contain placeholders, called merge fields, which will denote what information from the data source will be plugged into that location. The data source will contain information such as names and addresses that replace the merge fields in the main document. The final document is called the merged document.   
Use the Mail Merge Task pane

Inform the students that Word has a feature called Mail Merge Task Pane that will walk them step-by-step through the Mail Merge process. This is similar to the Mail Merge Wizard found in earlier versions of Word.  It will present steps asking the user to select the main and data documents, allow them to insert merge fields, preview the document, and finalize the process by creating their merged document. Every step of the Wizard assists them in completing every step of the Mail Merge process, and allows them to backtrack to previous steps if they have entered an incorrect option.

The first pane of the Mail Merge Wizard asks the students to select the type of document to be used as the main document. Note at the bottom of the pane, this is step 1 of 6. Instruct the students that as they move forward to each step in the process, there will also be a Previous option that allows them to back up if they have made a mistake or want to change something.

Select a main document

The main document for a Mail Merge process can be any of several different types, including letters, e-mail, mailing labels, and others. After the type of document is selected, there will be three choices for selecting the actual main document. The main document can be a new document created from a template, or it can be the document currently open in the Document window, or it can be some existing document on a disk somewhere.

The main document selection pane shows the three options available for creating a main document. Note also that this pane shows the Previous button or link at the bottom of the pane that allows the students to back up if they want to choose a different type of main document.

Selecting a data source

The data source for a Mail Merge operation is the file containing the data to be merged into the main document to create the merged documents. It frequently contains names and addresses, but may well contain other information too. An existing file can be used as the data source for a Mail Merge, or the students can select an option to create a new list and enter the data into it on the fly. Once the data source is selected, the fields to be included in the merge process must be identified. If creating a new data source, Word will open a dialog box and supply default names for the various fields which can be accepted, or the default names can be deleted and new fields added. Once the fields have been defined, data can be entered for each field. As each data record is completed, click the button in the dialog box to accept that record and prepare the dialog box for the next record. When all of the records have been entered, save the data source file.

Explain to the students that when they select the Type a new list option in the Mail Merge Task pane, the New Address List dialog box will appear. If they are doing a merge with names and addresses, the default names in this dialog box will probably suffice. Otherwise, they can click the Customize button to delete fields they don't want, and to add fields that they do want. Once the fields have been defined, the students can begin entering data into the field text boxes. As each record is completed, tell them to click the New Entry button to insert the record into the data source file. The students can then save the data source and proceed with the remainder of the merge process.

Inserting Merge Fields
After selecting a main document and a data source, the next step in the Mail Merge process is to enter the merge fields into the main document. These are the placeholders that will instruct Word as to which data is to be inserted into which location. Explain to the students that Word will automatically insert the current date and time into their document in a format they select, if they choose to do so. Next, the fields from the data source file to be merged must be selected. Then, the students must position the cursor in the main document where each merge field is to be inserted and select the merge data field that goes into each location. 

Instruct the students that to begin the process of inserting merge codes, they first click the Write your letter option in the Wizard pane. They will be asked if they want to insert a date and time, and can choose from many different formats if they do want the date and time inserted, or they can choose to skip it. Next they choose the actual data fields from their data source from the Insert Merge Field dialog box. The students should then position the cursor in the location where each data field is to go, and click the Insert Merge Field button on the toolbar. They then select which merge data field goes into which location.  

Previewing the Merged Document

Once the merge fields have been inserted into the main document, Word allows the document to be previewed to see how it will look when data is inserted. This is an opportunity to look for missing spaces between codes, or to see if any required fields have been inadvertently left out. Any formatting problems can be spotted at this time also. If errors are found, explain to the students that Word allows them to back up and correct the problem. Otherwise, they can proceed forward to complete the merge.

Inform the students that to preview their document, they should click the Preview your letters link in the Mail Merge Task Pane. This will cause the data from the first data source file record to be inserted into a main document and display it in the Document window.  If they spot any errors in their document, they can click the Previous: Write your letter link to back up and correct whatever problems they found. If the document looks OK, they should click the Next: Complete the merge link to move forward to the next step.
Merging the Main Document and Data Source

The final step in the Mail Merge process is to create the final merged documents. If the merged documents do not need to be saved, they can be merged directly to a printer which will then print each document without saving them. The documents can also be saved, in which case a new document will be created containing the main document information and data source information for every record in the data source file.

Show the students that by clicking the Next: Complete the merge link in the Task Pane, Word will complete the process of merging all data into merged documents. Be sure the students know that Word will assign a default name to the merged document.  Stress that this final document can be printed and deleted if it is not needed again or the document can be saved just as any Word document. The final document will contain one letter, or label, or e-mail, or whatever, for each data source record.

Quick Quiz

1. In a mail merge, the _____ contains standard text and placeholders that tell Word where to insert variable information. (Answer: a)
a. Main document

b. Data source

c. Data records

d. Data file

2. To start the mail merge process click ____ on the Menu bar and then click Letters and Mailings. (Answer: Tools)
3. To create a mail merge you will have to type in the list of records that should be included into the mail merge. (Answer: false)
Classroom Activity

Gather several examples of “Junk mail” that you have received at your home.  (Alternately, you could ask students to bring an example from home).  The type of “junk mail” that you want are those that have your name inserted somewhere in the document along with address, etc.  Divide the class into groups of two or three and have the look at the examples.  Have students try to determine what fields were in the data source that created this mail merged document.  Also have students try to determine what fields were inserted in the main document.  Ask students to consider whether they ever thought these kinds of letter were individually typed.
Tutorial Discussion Questions

1. Analyze any publications that are available in your class room (newspapers, magazines, text books, etc.).  What desktop-publishing elements are used in the publication?  Do they make the document more readable or do they distract the reader?  What would you do differently if you were producing this document?

2. In what circumstances would a page border be beneficial?  How can it enhance a publication?  When would it detract from the content of the document?
3. Ask the students to describe the Mail Merge process. Talk about each step in the process and the options available during each step. For example, have them describe the options they can choose from when selecting a main document. Make certain they understand the sequence of the steps in the process, and the importance of each step.

Key Terms

	Term 
	Definition

	Balance (columns)
	To make columns of equal length

	Browser
	A program designed to display Web pages

	Clip Art
	A collection of ready-made images

	Copy
	Unformatted text in a document

	Crop
	The process of cutting off one or more edges of a graphics

	Data Source
	A document that contains information, such a clients’ names and addresses, which will be inserted into the main document

	Drop cap
	A large, capital letter that highlights the beginning of the text of a newsletter, chapter, or some other document section

	Graphics
	Files that contain images and can be inserted into a document

	Hyperlinks
	Special text that you can click to display other Web pages

	Mail Merge
	The process of combining information from two separate documents to create many final document, each containing customized information

	Main Document
	A document that contains standard text and placeholders (merge filed) that tell Word where to insert variable information.

	Merged Document
	The document created as a result of the merge process.  This document will contain a separate document for each record in the Data Source.

	Newspaper-style columns
	A page is divided into two or more vertical blocks, or columns

	Object
	Something that you can manipulate independently of the text

	Paint
	A graphics program which is include with as part of the Windows operating system

	Record
	Each row in the data source table that contains information a particular entity

	Scaling
	The process of changing the size of a graphic to make it fit into a document

	Scanner
	A piece of equipment similar to a copy machine except that it saves a copy of the image as an electronic file

	Typographical Symbols
	Symbols that can be created in a document by combining keystrokes

	URL
	Web pages address

	Web Page
	A document that can contain specially formatted text, graphics, video, and audio

	White space
	Open areas in a document

	WordArt
	A Word feature that allows you to insert specially formatted text into a document

	Wraps
	The way the text flows around an object
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