Office Word 2003

Tutorial 5 Internet Assignment

Newsletter

Experts agree that a healthier work force is a more productive work force. Absenteeism goes down, the incidence of nagging illness goes down, and employees have more energy and are better able to handle the effects of stress. As part of the human resources team at your company, you have been put in charge of starting a monthly newsletter that will be distributed to all employees that addresses workplace health and wellness. To complete this task, you will need to conduct online research to gather information to build your newsletter. Topics for your first newsletter might include one or more of the following: work–life balance, stress management, humor in the workplace, conflict resolution, safety, flexible work options, ergonomics, nutrition, exercise, and active living.

1. Start Word, and begin with a blank document.

2. Save the document as Newsletter[your_initials].doc.

3. Create a masthead that includes information such as title, date of publication, and volume or number of the newsletter. Optional: You could enhance this masthead using the Borders and Shading toolbar, using the skills learned in previous chapters.

4. Create two or three columns to lay out your article text.

5. Adjust the gutter space if necessary.

6. Save your work on the document thus far, and start your Internet browser.

7. Search the Web for information to include in your newsletter (see topics above).

8. Switch back to your document, and continue working on the newsletter. Copy and paste all the information you want to include in your newsletter.

9. Format the text in any desirable manner, using the skills learned in previous chapters.

10. Add at least one piece of clip art to the document.

11. Wrap the text around the clip art.

12. Add a text box for a pull quote, drop cap, or bullets and numbering (if necessary) to draw the reader’s attention to a particular section.

13. Save any changes to the document.

14. Preview your newsletter.

