Learn more about TechnoNewsletter

Assignment 4 Create the Front Cover ~ Phase 2
In this assignment, you are going to complete the front cover.
Here is your "To Do" list:
 Insert an image.
 Format the image size.
 Change the text wrap and set picture margins.
 Crop the image to remove unwanted parts.
 Adjust the color.
 Apply a border.
 Insert a hyperlink to a fan website.

Sign In to Google Drive and Open the Newsletter
Insert an Image
 Place the cursor below the bulleted list.
 From the Insert menu, choose Image.
 Click Search.
In the search box, type a search word. Click Search.
 Click on a picture you like. Click Select.
Want different pictures?
Complete Extension Activity 1
Insert Picture Workshop.

You can change the
type of image or the
color. Try it to see
more choices!

Format the Picture Size
 Click on the picture.
 Hold the cursor over a corner handle. Drag in or out to resize it.

Resize the picture so it
fits on the front cover.

TECHNOKIDS INC.

9

TECHNONEWSLETTER

Change the Text Wrap and Set Picture Margins
When you insert a picture into a document it is In line. This means it is treated as
text. To position it on the page you must use the alignment tools
. If you
want to move the picture freely on the page you need to change the text wrap.
Try it!
 Select the picture. Choose Wrap text.
 Drag the picture anywhere on the page.
Pick a small margin to place
the picture close to text.

 Choose Break text. This will place the text above and below the picture.
 Use your skills to place the picture on the front cover.

Want to rotate the image? Rest the mouse pointer over the rotate
handle until it turns into a crosshair . Click and hold as you turn.

Crop a Picture to Trim Unwanted Parts
 Select the picture.
 Click Crop image.
 To set the area to remove:
o

Drag the black handles to create a frame.

o

Drag the picture inside the frame.

The part outside
the frame will be
hidden.

Only the part
inside the frame
will show.

 Click Crop image.
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Adjust the Picture Color
 Select the picture.
Click Image options.

Pick a recolor option from a gallery

Drag the sliders to adjust color
Remove the changes

Apply a Picture Border
 Select the picture.
 Click Line color.
From the palette, pick a color.

 Click Line weight.
From the menu, select an option.

 Click Line dash.
From the menu, select an option.

Use Reset image
to remove ALL edits to a picture.
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Insert a Hyperlink to a Fan Website
In Assignment 2, you recorded three websites that were related to your topic.
Select the best one to go on the front cover. (Refer to Assignment 2 Question 3)
 Place the cursor where you would like to place the hyperlink.
 Click Insert link.
 Create the link:
o

In the Text area, type a message such as Visit this site to learn more!

o

In the Link area, type the URL. A list will appear. Pick the correct option.

o

Click Apply.

 Test the hyperlink:
o

Click on the text. Click the link.
Does the link go to the correct place?

o

Close the new tab or click Back to return to your document.

Front Cover Checklist


Does it have all the information?



Is the information easy to read?



Does it look good?



Will it attract reader attention?

Newsletter Title
The title is easy to read. It stands out on the page.
The title tells about the topic of the newsletter.

Article List
The front cover lists the three articles.
Bullets are used to format text.

Picture
The picture relates to the topic.
The picture is formatted to look attractive.

Hyperlink
The hyperlink is for a website related to the topic.
The hyperlink works correctly.

Layout
The front cover fits on ONE page.
White space is used to avoid clutter.
The front cover looks balanced.

Sign Out of Google Drive
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Assignment 5 Top 5 List
In this assignment you are going to write the first article for your newsletter. It
must include interesting facts or insights that fans want to know. Information
will be organized using a numbered list. A list chunks information so that it is
easy for readers to scan quickly.
In Assignment 2 you completed several title starters to generate possible
article ideas. Refer to question 4 to re-read the titles. Do you like any of the
writing ideas? Do you know lots about the topic? If yes, you are ready to
get started. If not, think of another idea for your article.

Article Ideas:








Top 3 Reasons
4 Fun Facts
10 of the Best
6 Questions
My 5 Favorite
7 Signs
8 Secrets

You will format your article so fans can get information fast. Here is your "To Do" list:
 Insert a page break to create a new page.
 Add an article title.
 Write an introductory paragraph.
 Create a list of interesting facts or insights.
 Adjust line and paragraph spacing.
 Insert a picture and format it to decorate the page.

Adjust paragraph
spacing above and
below the text.
Add subheadings
that summarize each
fact.
Adjust the line
spacing to increase
white space.

Pick a topic for your article
that you know lots about!

View newsletter
samples for ideas.
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Sign In to Google Drive and Open the Newsletter
Insert a Page Break
You are going to write your first article. To start, you need to make a new page. To
do this, you must insert a page break. A page break can be used to add a blank
page or divide content onto separate pages.
 Place the cursor at the END of the front cover.
or press CTRL+END to move the cursor to the end of the document.
 From the Insert menu, click Page break.

page 1

page break
cursor

page 2

Type an Attention Grabbing Title on the New Page
 On the new page, type Article Title.
Press ENTER.
 Format the font

, size

, style

, color

, and alignment

.

Introduce the Topic of the Article
You need to introduce fans to the topic of your article.


What is it about?



Why do they want to read it?

 Position the cursor below the title.
 Type a few sentences that describes the article to fans. Press ENTER.
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List Interesting Facts or Insights
 Position the cursor below the introductory paragraph.
 Click Numbered list.
 Type a fact or insight. Press ENTER.
 Continue to type facts or insights. Press ENTER after each one to create a numbered list.
 To remove an unwanted number, click Numbered list.

 Use your skills to format the font

, size

Create a multi-level list!
Use Increase indent
to make an alphabetized list.

, style

, and color

.

Adjust the Line Spacing
 Select the list of facts.
 Click Line spacing.
Pick an option from the menu.

Adjust the Paragraph Spacing
 Select the title.
 Click Line spacing.
Pick Add space after paragraph.

This option automatically
adds 10 points below a
paragraph.
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 Select the introductory paragraph.
 Click Line spacing.
Pick Custom spacing...
 In the Paragraph spacing area type 15 in both the Before and After boxes.
Click Apply.
You can set the amount
of space before and
after a paragraph.

Insert an Image
 Place the cursor where you want to add a picture.
 Add a picture about the topic of the article:
o

From the Insert menu, choose Image.

o

Click Search.
In the search box, type a search word. Click Search.

o

Click on a picture you like. Click Select.

 Use your skills to resize

, move

, crop

, or apply a border

.

Article Checklist

Article Title
The title has capital letters.
The title grabs attention and tells about the topic of the article.
Content
The article is interesting to fans.
The introductory paragraph tells about the article.
Facts or insights are organized in a numbered list.
There are no spelling or grammar errors.
Design
Text is formatted so that the article is easy to read.
Line spacing is set to increase white space between each line.
Paragraph spacing is set above and below the first paragraph.
The picture relates to the topic and is well-formatted.
Article fits well on the page and is balanced.
Correct spelling errors! A red wavy line shows spelling errors. Right click
on the error and select an option from the list to correct it.

Sign Out of Google Drive
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