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For additional tips, visit: http://orchard.sbschools.net/library/tips/Word/brochures/index.htm
If you have any questions, please contact your teacher or Mr. Kaun.
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All clip art was found on Google Images.

How to Create a Two-Sided 
Three Column Brochure Using Microsoft Word
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2. Change your Page Format:





Change your page orientation


Click File 


Choose Page Setup


Under Orientation choose: 


	Landscape


Click [OK]


Change the margins


Click File


Choose Page Setup


Under Margins – change to 0.5” for left, fight, top and bootom magins.


Click [OK]








1. OPEN Microsoft Word





3. Make Three Columns


	Click Format


Choose Columns


Click Three


Click [OK]


Notice the column spacing in the ruler at the top of the page =- you may adjust tabs and indentations using the ruler abouve the coumn in which you are working.








4. Working with Columns


You can work in many columns by using column breaks.  Here's where you can go to add them to your brochure:


�Click the Insert menu.  �Click Break.  �Set the "Break type" to "Column Break."�Click [OK] to accept your choices.








�





5. NOW you are ready to enter text and graphics!





Be aware of which panel you place text and graphics into, as this affects how the brochure will be folded!


(see image in next colmun)








6. ADDING TEXT & GRAPHICS:





Once you have decided which information belongs in which panels, add your text and graphics.





To wrap your text around your images:


Right-Click on your picture.  �Click Format Picture.�Click the "Layout" tab and click "Square."   


Click [OK] to accept your choices














Created by Tom Kaun and Emily S. Henning 


for the Bessie Chin Library, 2009.








7. How to Print your Brochure:


Click File


Click Print


Choose the 3115 printer


Click Properties


Find “Duplex”


Choose Flip on Short Edge 


from dropdown menu


Click [OK]





Tips for Design Cohesion:


For larger amounts of text, use fonts that are easy to read.





For Banners, Headlines and One-Liners, you may wish to use a more stylized font.





A maximum of three fonts is recommended to avoid font overload. Arial and Times New Roman are never bad choices.





Use visually appealing images and graphics that relate to the text.








