
[image: https://encrypted-tbn2.gstatic.com/images?q=tbn:ANd9GcRIKKTKpn2K09Reg7hI7eo9LuH9ZnPMdF0LVvFgjnb9QzhThT9P-A:https://pixabay.com/static/uploads/photo/2015/05/18/18/30/entrepreneur-772714_640.jpg]Business Administration
Career Newsletter

1. Open the Career Newsletter Starter
2. Save the file in your drive with your last name and period
3. Go to the View ribbon and check the Ruler box. [image: ]
4. Footer
a. Go to Insert>Footer and add a single footer with your name and period.
b. Double click in the center of the document to exit.
5. Margins
a. Go to Page Layout>Margins and choose Narrow.
6. Italics, Bold, Underline
a. Highlight the first paragraph: “We did some research…” and click the [image: ] button to italicize it. (Or CTRL+i)
b. Highlight each of the five careers listed in the next section and click the [image: ]button to bold them. (Or CTRL+B)
c. In the scholarship section, there are three scholarships listed. Find the titles of each on and use the [image: ]button to underline it. (CTRL+U)
7. Font & Justify
a. Do CTRL+A to highlight the whole document
b. Change the font to Futura, size 10
c. Set the paragraph setting to justify by pressing the [image: ] button. This will make your text even on both sides.
d. Highlight “Scholarship Opportunities” and make it size 14, and color the text.
i. Bold it.
8. Format Painter
a. Highlight “Fastest Growing Jobs in America”
b. Change the font to 12, white, with a colored background. [image: ][image: ]
c.  Bold the font
d. [image: ]Now, with it still highlighted, double click on the Format Painter. [image: ]
e. Highlight the other three titles: This Month’s Success Story,  Career Jokes, and Do You Know Your Pathways (skip Scholarship Opportunities)
i. They should now have the same formatting. Press the format painter button again to turn it off.
9. Horizontal Line
a. Putting your cursor on the blank line between the Biomedical Engineer section and Brickmason section, go to the Home Ribbon and pull down the arrow on the borders icon. Choose “Horizontal Line.” 
b. Put a line between each of the careers and after the last one.
10. Bullets
a. Under “Career Jokes” highlight each of the jokes, then add bullets by click on the bullet button in the Home ribbon. [image: ]
11. Find and Replace
a. On your Home ribbon, clik on the Replace button (far right) [image: ]
b. Find “Kayla” and replace with any female name of your choice. 
c. Replace all instances.
12. Shapes
a. At the top of the document, press enter 5 times.
b. Go to Insert>Shape and choose a square. Draw a lo ng thin square along the top of the page, as shown. 
c. You may add a gradient if you wish
13. Copy and Paste
a. Click on the shape, and do CTRL+C or right click and copy
b. Then paste it (CTRL+V) or right click and paste.
c. Arrange them like the example to the right. 
14. Word Art
a. Go to Insert>Word Art
b. Choose any style of your choice
c. Type “CAREERSEARCH”
d. Make the font size 48. Change the color options to your taste.
e. Fit it in between the two line shapes you created.
f. Insert a box shape to the left and right of the words. With the box highlighted, type “APR 2015” in one and “Vol. 234” in the other. 
g. When finished, your page should look like the example below.
i. You can italisize “search” as shown, but it is optional
ii. [image: ]Your full title should take up about the first inch of your page (use your ruler!)


15. Columns	
a. Highlight “Fastest Growing Jobs…” all the way to the end of the Marriage and Family Therapist description. 
b. Go to Page Layout, Columns, More Columns
c. Set it to 3 columns, with a line between, and set the spacing to 0.2.
d. You now have the top half set to columns!
16. Text Box
a. Highlight all the scholarships—everything after “Scholarship Opportunities,” but not the “Do you know your pathways” section.
b. Change the font size to 8.
c. Unclick—make sure you no longer have anything highlighted!
d. Go to Insert>Text Box and choose the first one—simple.
e. Highlight again the scholarship section—this time including the title.
f. Copy it, and then place your cursor inside the text box and paste. 
g. Resize it to go on the right side of the document, below This Month’s Success Story (see image at the end of instructions)
i. As a general rule of thumb, the left side of the text box should line up at about 4.5 inches on your upper ruler.
h. Click on the box, and change the wrap to Tight (drawing tools)
i. Shade the background of the text box a light color.
17. Insert Picture
a. Place yoru cursor in front of “meet” in This Month’s Success Story.
b. Go to Insert>Picture and choose the “girlpic.jpg” from the file.
c. Right click on the inserted picture and change the wrap to tight. 
18. Set Tabs
a. Highlight the list of pathways at the end of the document.
b. [image: ]On your ruler, click on the 1.2 mark the 3 mark. You just set tabs. 
c. Place your cursor at the end of the word “Agriculture” and press DELETE (NOT BACKSPACE!)
d. Then press TAB.
e. [image: ]Go to the end of Family and Consumer Science (or press the END button) and do Delete, Tab again. Do the same for all the lines until it looks like this: 
19. Print
a. If done correctly, your document should fit on one page. 
b. Save and print.


[bookmark: _GoBack][image: ]

By Megan Rees
Meganreescurriculum.weebly.com
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Veterinary Technologist
Median Pay: $29,710

Education: Associates.

Pothvay: Agriculture

Description: Work closely with veerinarians and zoologisfs in pet hospitals, clinics, z00s, and rescue shelters. Technicians assist
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expos and fraede shov. They conirol the event from conception fo clean up. Meet vith cliens, work out details, plan vith their
team, scout locations, efc.

Marriage & Family Therapists
Median Pay: $45,720

Education: Masters

Pothway: Family and Consumer Science
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compassion and commitment to helping people.

This Month’s Success Story.
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plumber. Even though this job s radifionally seen as @ “male” profession, Kayla didn't lefe fhis defer her! Afler foking vocafional
courses fofr several months ot a nearby school, Kayla got an apprenticeship, which gave her on the job fraining. Finally, Kaylo
took the Journeyman Plumber's exam and passed. Kayla is now o bonofied plumber, making $50,000 @ year! We're so proud of
you, Kayial
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We did some reszarch on the fostest growing jobs in America—here i just a few of them. Some of them might surprise.
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