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create a three—fold brochure
layout using Microsoft Word
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Three—fold Layout

o Documnent? - Microsaft Ward
_i? |63 e uet Fgmat Jock  Tate
18 tew.

& e [T

)
veo - WEDEE 0@ REen -G, e

= Trowe tiew Roman =

- =
vepy EEAEEF O A7

a- e M.

1 €=y Documansty (Mruniquar tiown iewn ) doe

2Ty Documenty TThnkpor ti52an \50an 1. doe
L Prvecnal Brogucvny P, o

4 CrDosuments and Setengsl..imark.do:
gt

o b g L A OCHAGEE »-L-A-=7EB.
Page | Sec | Y oM 1 [}

ool 1

m open Microsoft Word

m click File

m click Page Setup
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Three—fold Layout

Page Setup

Margins l Paper l Layout]

Margins
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Gutter; 0" 3: Gutter position: |Left -
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Pages

Multiple pages: |Nurma| j
Preview

Apply to:

Whole document ﬂ

m set all Margins to .3

m set Orientation to Landscape
m press OK
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« TmesNewRoman = 12 + B 1

Paragraph...

= Bullets and Numbering...
Final Shoning Markup
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Borders and Shading. .

g Change Case...
Background »
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Theme...

Frames 3
AutoFormat...

Styles and Formatting...

Revesl Formatting...
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m click Format
m click Columns...




Three—fold Layout

Columns
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Width and spadng
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| Line between

Prewview

m Number of columns to 3

m set Width 3.07 and Spacing 0.6
m check Equal column width
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Inside Inside n
Column 1 Column 2 Column 3

Inside Outside

Outside Fold Back
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m notice the design of the inside layout
m notice the design of the outside layout
m insert your text and graphics



