
In this lesson we will learn additional Word 2007 skills by creating a news letter. 
 

 

Start a new Word Document 

 Start a new Word Document 

 Make sure you have gone 

through the previous lesson 

on setting up word 

 

 

 
 

 

Entering a banner headline 

 Press the Return key to 

enter several blank lines  

 

 
 

 

 

Centering the headline 

 Use the arrow key to move 

up to the top paragraph 

mark 

 Hold down the CTRL key 

and press the letter E to 

center the paragraph 

 

 

 
 

 

 
Creating a Headline 

 Make sure your cursor is on 
the top paragraph mark 

 l Type My News Letter, or 
any other title you want to 
give to your page 

  

 

 
 

  



 

Changing the Headline Font 

 Select (highlight) your 

headline 

 

 
 

 

 

Selecting the font 

 

 Click the Home Tab 

 Select the Font and Size that 

you want for your headline 

 Font Size should be about 

48 points or more 

 

 
 

 

  



 

Creating a sub heading 

 Place the cursor on the second paragraph mark 

 
 

 

 

 Click the Insert Tab 

 Click the Table Icon 

 Select 2 columns and 1 row 

 

 
 

 

You should now have a table with 2 columns 

 
 

 

Alligning the Cells of the Table 

 Click in the left cell and allign left 

 Click in the right cell and allign right 

 
 

 



 

 Enter text into your table as show below 

 
 

Selecting the Table for formatting 

 Make sure your cursor is inside 

the table you created 

 Click the Layout Tab 

 Click the Select Icon 

 Select Table from the menu 

 

 

 

 
 

 

  



 

Putting Borders on the table 

 Click the Home Tab 

 

 

 
 

 

 From the Paragraph Group: 

 Click the drop-down arrow 

next to the border icon 

 Scroll down to Borders and 

Shading and click to select 

 

 
 

 

  



 Place a line above and below your table as shown in the illustration below 

 Click OK when finished 

 

 
 

 

Your newsletter should now look like the one below 

 
 

  



 Move your cursor to the 2
nd

 paragraph mark below your table 

 
 

 

 

Inserting a Continuous Break 

 

Click the Page Layout Tab 

Click Breaks 

Click Continuous Break 

 

 
  



Creating a 2 column newsletter 

The reason we just created a break was so that we can format the area above the Break in 1 column (the 

heading), and format the area below the Break for 2 columns 

 
 

 Click on the paragraph mark below the Section Break 

 

 
 

 

 Click on the Page Layout Tab 

 Click on More Columns as 

shown 

 

 
  



 

 Format the columns as 

shown 

 

 
 

 

Your Newsletter should now look like the one below 

 
 

 

  



 

Entering Text into your newsletter 

 Click in the first column just below the Section Break 

 Type or cut and paste text for your newsletter 

 Make sure both columns are near full of text 

 
 

 

Adding a Drop Cap 

 Click the Insert Tab 

 Click the Text 

Group 

 Click Dropped as 

shown 

 

 

 
 

The first letter of your 

first paragraph is now a 

capital letter 

 

 
 

  



Inserting a graphic 

 Place your cursor in the 

body of your news letter 

 Click the Insert Tab 

 Click Insert Picture from 

File 

 

 

 
 

A picture will be inserted in 

your document 

 

 
 

 

Formatting your graphic 

 

 Click on your picture to 

select it 

 Buttons will show on all 

sides of the graphic to 

show that you have 

selected it. 

 

 
 

  



 

 Click the Format Tab 

 A new series of icons will show 

to help you format your picture 

 
 

Resizing your graphic 

(Method 1) 

 

There are two ways to resize your 

graphic 

 

 Move your mouse over the lower 

left button,  

 hold the button down and  

 drag the graphic to the size you 

want 

 

 

 

 
 

Resizing your graphic 

(Method 2) 

 

Make sure your graphic is selected 

Open the Format Menu 

Use the Size options to change the 

size 

 

 

 
 

  



Positioning your graphic 

on the page. 

 

 Make sure the graphic is 

selected 

 Click Text Wrapping 

from the Arrange group 

 Click Square 

 

 
 

 Click on your picture and 

drag it to the center of 

your document 

 

 

 
 

  



 Your graphic should now be positioned in the center of the page 

 You should be able to move your graphic to any position just by dragging it. 

 

 

 
 

 

Entering a Footer 

 

Click the Insert tab 

 

 

 
 

 Click Footer 

 Select Blank 

 

 
 

  



 A blank footer should 

now be at the bottom 

of the page 

 

 
 

 

 Make sure your 

footer is still selected 

 Click Page Numbers 

 

 
 

 Select Page Numbers at bottom of page in the center as shown below 

(Plain Number 2) 

 

 
 

  



 Make sure you still have the footer selected. 

 

 
 

 

Click the Home Tab 

 

 
 

 

 Click the drop down arrow next 

to the borders icon 

 Select Borders and Shading 

 

 
 

  



 

 Set your borders as shown below 

 

 
 

 

 

You should now have a border around the footer at the bottom of the page 

 
  



Your finished document should look something like the one below. 

 

 
 

 


