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Create a Newspaper in Microsoft Word
1. Open New Document

2. Go to Page layout

3. Click on Columns (choose 2 or 3)
4. Insert/Header

5. Type in Title of Newspaper

6. Choose font size and style

7. Save As (name your file)

8. Select Desktop

9. Save

10. Open document and start typing.

To Insert Picture in Document

1. Insert Picture

2. Navigate to Desktop

3. Select picture (previously saved to desktop)

4. Click on insert

5. Drag to position in the document





[image: image1.jpg]