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1. Consider using PowerPoint…

2. Use tables to organize text and graphics.
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Notice low hip roof


3. [image: image5.bmp]Change the wrapping style of graphics and pictures by right-clicking on picture, choosing Format Picture, and clicking on the Layout tab.  By choosing a wrap style, you can determine how your picture interacts with the text.  Notice how this text flows beside the graphic.  That’s word wrapping.  You can use word wrapping with clip art and pictures and graphics you get from the Web or CDs.  Learn to use the Picture Toolbar to do basic graphic editing like cropping and adjusting color and brightness.

4. Quick and Easy Borders:  From the Format menu, choose Borders and Shading.  Click the Page Border tab and make selections.  You can choose from various types of lines as well as lots of artsy borders. You can put borders around everything, even individual paragraphs.  That’s how I got the lines around this tip.

5. Easy columns:  From the Format menu, choose Columns.  You can make choices about number of columns, the width of each column and where the columns appear in your document.  The text flows from the first column to those after it.  You can insert clip art into individual columns and by using word wrapping (see #4), the text will flow around the graphic. 
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Tips For





In Word





For complicated layouts like newspapers, insert textboxes rather than simply typing the text onto the page.  Use text boxes to position several blocks of text on page or to give text a different orientation from other text in the document. 


You can move textboxes around just like pictures.  In addition, you can link them together so if you resize one textbox, the text will spill over automatically into the next one.  Finally, you can format textboxes to have a background picture or color and to have decorative borders.


The secret to text boxes is the same as the secret to most Office features:  RIGHT CLICK.  When you right-click on the outside edge of the textbox, choose Format Text Box.  Explore the various tabs to see all the ways you can modify your text box.  I chose No Fill and No Line so my columns seem to float on the page. 





Linking Text Boxes:





Create a text box.  Begin to enter text.


Create a second text box.


Right-click on the outside edge of the first text box and choose Create Text Box Link.  When the icon appears, click on the second text box.  From now on, the two boxes will be linked and text from the first can spill over into the second.








In Word





Tips For





Zoom!


Having trouble keeping track of your layout?  Change the Zoom.  The control is located on the Standard Toolbar and also under the View menu.  Make the percentage smaller when text isn’t important and you want to arrange graphics and text boxes.





Using Text Boxes to Create Columns and Layouts in Word





Don’t forget about using the Autoshapes that come with Word.  After you insert a shape, you can format it for color and lines, resize it, and add text.  It’s an easy way to add interest to a layout.
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