12 Angry Men Newspaper Project

1. File: Page Setup: Set Margins to .5” on all sides

2. View: Header and Footer:  Right Align Header (name, date, and period).  Close header
3. Center the Name of Newspaper (24 point font +bold+ underlined).  Capitalize it appropriately
4. Hit Enter; Left Align; Click Insert: Break: Continuous: Ok
5. Click Format: columns, and change it to 3 columns
6. Cover Story: Center your title and Byline in the left column (16 pt. font + bold). Left align your story, indent paragraphs (11 pt. font)
7. To switch to the next column, click Insert: break: column break 
8. Then, type, center, and bold your next section of the newspaper: (example: BUSINESS, SPORTS, DEAR ABBY, WORLD, LOCAL, etc.) Continuing, left align and type your second article, third article, etc.  

9. Finish with your CLASSIFIED section centered and bold.  Left align and type your Personals Ads.

10.  Add one picture for each article.  (Insert: Picture: Clip Art.  Right click on the picture: Click Format Picture: Choose Layout up top: Click Tight: ok).  Move to where you’d like it.
11. Proofread, Spellcheck, print preview to make sure it looks the way you want, and publish (print)!
* Note: If you are using the latest edition of Microsoft Office, some of the tabs will be different.
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