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Now that you have some experience with desktop publishing in Word, I’d like you to 

create another newsletter about some of the special services provided by AdZ. This one should 
look similar to the newsletter you just created. But instead of using a JPEG file for the graphic, 
I’d like you to use a piece of clip art. I’ve already created the text of the newsletter, and saved it 
in a file named Services. 

 
Perform these steps: 

1. Start Word and open the Services.doc file from the Portfolio folder in the Word Tutorial 
4 folder. 

2. Save the document as Services Newsletter.doc in the your folder. 
3. Insert five blank lines at the top of the newsletter, and then insert a WordArt headline that 

reads “Put AdZ to Work.” Use a WordArt style of your choice. 
4. Position the WordArt at the top of the document and size it so that it spans the width of 

the page. 
5. Select a new shape for the WordArt headline. 
6. Edit the headline to add an exclamation mark after the word “Work.” 
7. If necessary, adjust the position of the headline. 
8. If necessary, anchor the WordArt headline on the first paragraph in the document. 
9. Format the text of the newsletter in two columns. 
10. Click the Undo button. 
11. Select the newsletter text below the WordArt headline, and then use the Columns 

command on the Format menu to the format at the text in two columns again, but this 
time insert a dividing line between the two columns. 

12. Zoom out to display the whole page, and review your work. 
13. Save your work. 
14. Type a new paragraph below the heading “Educating Tomorrow’s Professionals” that 

describes AdZ’s internship program. Discuss some of the projects an intern might have 
the chance to work on. Quote yourself describing a few of your experiences as an AdZ 
intern; make sure to include your full name somewhere in the paragraph. Notice how you 
can type text within columns, and adjust the font to match the rest of the document just as 
you would in a single-column document. 

15. Insert drop caps in the first paragraph below each heading. 
16. Insert an appropriate clip art graphic somewhere in the document. 
17. Size graphic appropriately. 
18. Crop the graphic if you think it is necessary. 
19. Wrap the newsletter text around the graphic. 
20. Insert a trademark symbol after the phrase “Brand New Brand” in the first paragraph of 

text. 
21. Balance the columns, if necessary, to get rid of extra space at the bottom of the 

document. 
22. Draw a 3-D border around the outside of the page. Make the border thick enough so that 

it is clearly visible on the page. Save the document and close Word. 
 


