Creating your brochure
You have 3 options in creating your brochure

Option 1: make brochure by hand (you will need a printed template-see me)

Option 2: add only chosen information onto template, print, then add the rest by hand or “copy/paste” process (follow steps below to access brochure template, add desired information, see me to print brochure)
Option 3: complete whole brochure on computer (use steps below to access brochure template-see me when brochure is complete or for an email transfer)
How to access and save your brochure
1. Log onto the server

2. open safari, access my webpage (6b)

3. click the “documents” link located down the left hand column

4. click the “brochure Template” link

5. a download window will pop up, exit the window, exit safari

6. look on the desktop and locate the “brochure template” icon, double click

7. template will open in Microsoft word

8. once it is opened, go to “file” and choose “save as”

9.  find your folder (your last name), rename document to “brochure.doc”, choose “save”

10. begin working on brochure, save every 5 minutes
***tips***

· open a separate word document to resize pictures, you must drag picture from internet page to word document, double-click picture, choose “layout”, choose “in front of Text” (this will allow you to resize picture any way you want)

· ask for an email transfer to email your brochure home or to school (email address: spsastwood@yahoo.com)
