Office Word 2003 
Internet Tutorial Chapter 5

This Internet Tutorial asks you to conduct online research and create a newsletter. In this scenario, you work for the human resources team at your company. You have been asked to start a monthly newsletter that will be distributed to all employees that addresses workplace health and wellness. The skills from Chapter 5 covered in this tutorial are adding a drop-capital letter, setting up columns, changing the width of columns, forcing the start of a new column (optional), inserting clip art, wrapping text, adding bullets (optional), adding borders and shading, and creating a text box (optional).

