Postcard Invitation Instructions – Part 1

	Part One – Postcard Layout

	1
	Start a new Blank Document in Word

	2
	Save in your own folder (ex:  6 postcard layout fl)

	3
	In the Drawing Toolbar, click the rectangle tool and draw a small rectangle

	4
	Right click on the rectangle

	5
	Click Format Auto Shape

	6
	Click the Size tab

	7
	Change Height to 4.25 and Width to 5.5

	8
	Click OK

	9
	Save

	          Invitation Box

	10
	In the Drawing Toolbar, click the text box tool and draw a small text box at the top left in the rectangle you already drew

	11
	Right click on the text box

	12
	Click Format Text Box

	13
	Click the Size tab

	14
	Change Height to 4and Width to 3

	15
	Click the Colors and Lines Tab

	16
	In the Line area, drop down and choose a color for the text box border

	17
	Change the line weight to 4.5

	18
	Click OK

	19
	Save

	          Address Box

	20
	In the Drawing Toolbar, click the text box tool and draw a small text box at the right side just below the middle beside the “invitation box” you just drew

	21
	Right click on the text box

	22
	Click Format Text Box

	23
	Click the Size tab

	24
	Change Height to .88 and Width to 2.17

	25
	Click OK

	26
	Save

	          Pretend Stamp

	27
	In the Drawing Toolbar, click the text box tool and draw a small text box at the top right in the large postcard rectangle you already drew

	28
	Right click on the text box

	29
	Click Format Text Box

	30
	Click the Size tab

	31
	Change Height to .88 and Width to 2.17

	32
	In the Line area, drop down at color and choose No Line

	33
	Click OK

	34
	Click in the text box (so you see the cursor)

	35
	Insert clipart of your choice

	36
	Save

	          Invitation Text

	37
	Type in the necessary information for an invitation:

     What kind of party

     Who it’s for

     When it is (day and time)

     Where it will be

	38
	On the last line be sure to include your name, class and group

	39
	You may change the font color and size.

Be sure it meets our guidelines for font –

     (easy to read – not too fancy, not too small)

	40
	Make sure the text fits in the text box and looks nice and fills the space well

	41
	Spell-check and Proofread

	42
	Save and Print

	43
	Go help someone who is not finished.  Help them, don’t do it for them – tell them what to do, don’t touch their mouse or keyboard.  

	          Thanks - GOOD JOB!


Postcard Invitation Instructions – Part 2

If you already started Part 2 but did not get past step 56– start over at step 44, but step 48 will be different – click Change Document Type, then skip steps 49-55, continue with step 56 by going to Main Document and clicking Edit and the name of the file that appears.
	Part Two – Mail Merge

	44
	In the Menu Bar, click on Tools

	45
	Click Mail Merge

	46
	Click Create

	47
	Click Form Letters

	48
	Click Active Window

	49
	Click Get Data

	50
	Click Open Data Source

	51
	At File Type, drop down and click on MS Access Databases

	52
	Get to your own folder and click on the Address Book you already created

	53
	Click Open

	54
	Make sure My Friends is highlighted.  If you don’t see this, click Get Data again, then highlight My Friends.

	55
	Click OK

	56
	Click Edit Main Document

	          Insert Addresses (Database Fields)

	57
	Save

	58
	Click in the Address Box (so you see the cursor)

	59
	In the Toolbar (it now has another line of choices) Drop down at Insert Merge Field

	60
	Click Name

	61
	Press the Enter key

	62
	Go back to Insert Merge Field, drop down, click Street

	63
	Press the Enter key

	64
	Go back to Insert Merge Field, drop down, click City



	          Merge and Print

	65
	In the Toolbar, click on Merge

	66
	Don’t make any changes, Click the Merge Button

	67
	Click on File in the Menu Bar

	68
	Click Page Setup

	69
	Put a check mark by 2 pages per sheet

	70
	Click OK

	71
	Save

	72
	Print

	73
	Go help someone who is not finished.  Help them, don’t do it for them – tell them what to do, don’t touch their mouse or keyboard.  

	          Thanks - GOOD JOB!
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