Columns, Borders  and Shading 

1. Open the Newsletter Document from your Word documents.  Save as HH Newsletter your name. 

2. Move the cursor point to AFTER the Newsletter and June heading – you are going to apply columns from this point forward (remember??)  
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Add 2 Columns **note  go to Page Layout> Columns> More Columns 

a. – select 2 columns 

b. check the check box next to insert a line in-between the columns. 

c. This point forward
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Zoom out so you can see the whole page. Notice that at the bottom of the first column the last heading looks bad – let’s move it to the next column -  go to Page Layout > in page set up group click the breaks  button > Column.  
The text after your insertion point 
should now be in the second column
.  
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Click the Show/Hide button and see that your computer has inserted a section break and column break. Save document.  
Borders: 
6. Sometimes you want to call attention to a certain area of information. You could put a border around it here is how. 

7. On the home tab, click the drop down arrow of the add borders box. Click borders and shading. 
You will get this dialog box to pop up



You can click on the shading Tab and you will get this dialogue Box: Shading is the background color. 
8. Put a border around this text. Put a border around this text. 

Put a border around this text. Put a border around this text. 
Put a border around this text. Put a border around this text. 
Put a border around this text. Put a border around this text. 
Put a border around this text. Put a border around this text. 
Put a border around this text. Put a border around this text. 
Put a border around this text. Put a border around this text. 
9. Put a border and add a colored shading to this text. 
Put a border and add a colored shading to this text. 

Put a border and add a colored shading to this text. 

Put a border and add a colored shading to this text. 

Put a border and add a colored shading to this text. 

Put a border and add a colored shading to this text. 

Put a border and add a colored shading to this text. 
10.  Add a picture border to this web page. 

a. Go to Home tab

b. Click on Border drop down box

c. Click on the Page Border tab. Choose art and apply to the whole document. – choose any art border you like! 


11.  Add some clip art to the page – find a picture of a piece of pizza. 

a. Insert > Clip art > 

b. Use the search for box to find a picture of pizza. 

c. Insert the picture – change the text wrapping to tight. 


Text Wrapping and pictures:  Note – you have to have the picture selected. Then click on the Format button  to find the text wrapping options. 
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Change the text wrapping of this picture to Tight 
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Change the text wrapping to Behind. Change the text wrapping to Behind. 
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After you click on a picture, you can add all kinds of effects. Borders, shapes, shadows – insert and “play” with all the different types of effects. Make sure you have a picture selected, then click the format tab under picture tools to get to picture effect options. 
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15. Insert at least 10 pictures below – add picture styles from the Picture Styles tab Have fun! – Try out the picture effects too! 

Note – this is the preview – if you don’t see any lines here you won’t get a border! 





Picture Styles





Picture Effects 








