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This is how your 2-column newsletter will look once you have selected Format > Column.

To set off important text, consider using a numbered or bulleted list, for example

· Item 1

· Item 2 

· Item 3

Consider adding a table for an easy one-glace overview.  


	Monday
	Wednesday
	Friday

	
	
	


Graphics are effective in drawing attention.  Consider using clip art, your own pictures, or pictures from the Internet (Google > Images).  Make sure that your graphics are well positioned by adjusting the picture properties.  This particular picture is set to wrap on the right side of the text.

To avoid copyright issues, consider using images in the public domain (see my link at http://academics.smcvt.edu/cbauer-ramazani/Links/freeware.htm#Images).
AutoShapes are so versatile and effective in a newsletter!  There are circles/ovals, rectangles, lines, arrows, callouts, banners, text boxes, and many more.

Don’t forget about font colors, font styles/sizes, and highlighting.  Those can be used very effectively to draw attention to important items.
Text effects can also be dazzling, although they should be applied only where they fit.
Always spell-check your work!
Use the AutoCorrect feature to have the software correct spelling errors as you type and show various options.
D

rop cap letters are also fun in a newsletter.  
You can add text inside the AutoShape and change colors!
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