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Customizing This Brochure


You’ll probably want to customize all your templates when you discover how editing and re-saving your templates would make creating future documents easier. To customize this brochure, select File New to re-open this template as a document.


Insert your information in place of the sample text.


Choose Save As from the File menu. Choose Document Template in the Save as Type: box (the filename extensions should change from .doc to .dot). Save the file under a new name to protect the original, or use the same name to replace the existing version.                                     


To create a document, choose File New to re-open your template as a document. Your information should appear in place.


How to Work with Spacing


To reduce the spacing between, for example, body text paragraphs, click your cursor in this paragraph, and choose Paragraph from the Format menu. Reduce the Spacing After to 6 points, making additional adjustments as needed.








How to Create A Brochure


Using this template, you can create a brochure for your classroom or school:


Insert your words in place of these words.


Print pages 1 and 2 back-to-back onto sturdy, letter size paper.


Fold the paper like a letter to create a three-fold brochure (the panel with the large picture on the front).


What Else Should I Know?


To change the Style of any paragraph, select the text by positioning your cursor anywhere in the paragraph. Then, select a Style from the drop-down Style list at the top-left of your screen. 


To change the picture, double-click the picture to open the Clip Gallery. Select a new picture, and click Insert.
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