Creating a 3-Fold Leaflet in Word
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Altering margins

1. Click File-Page setup.

2. Alter the margin sizes to around 1cm and click OK.

Altering page orientation

1. Click File-Page setup.

2. Click on the Paper size tab.

3. Click on Landscape and click OK.

Inserting columns

1. Click Format-Columns.

2. Click on Three then click OK.

Inserting column breaks Do this in the first two columns…

1. Click on Insert – Break.

2. Click on Column break then click OK.

Inserting pictures

Make sure that you have some pictures in your user area.

1. Click on Insert-Text box to place a text box into the document.

2. Click into the text box and then Insert-Picture-From file.

3. Click on the filename of the picture file then click Insert.

4. Resize the textbox and picture, as appropriate.

5. Right-click on the outside of the textbox and click on Format-Text box.

6. Alter the Line colour to No line and Wrapping to Square – Choose from the options in the Wrap to box.

Note: Alternatively you can copy and paste images from the Internet etc.  Look at the other items you can insert from the Insert menu.

Inserting a watermark

1. Insert a picture into a textbox, as before, then right-click on the outline of the textbox and select Order-Send behind text.

2. Right-click on the picture and select Format-Object, click on the Picture tab and select Watermark from the Image control dropdown list.  Set the Wrapping  to None.
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