To use Microsoft Publisher®
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Open a new Publisher document.

2. Click ‘Publications for print’.
3. Click ‘Newsletters’. 
4. Select a design.

5. Cut and paste your articles into the Publisher template.  

6. Add images, sources, and captions.

7. Add title, date and any extras.

8. Print.

I suggest that each member of the group type their articles in a Word® document first.  Next, proofread and spell check them as a group.  Last cut and paste the perfected articles into the Publisher template. 

Good luck!
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