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C
ustom

izing T
his B

rochure

Y
o

u
’ll p

ro
b

ab
ly w

an
t to

cu
sto

m
ize all yo

u
r tem

p
lates

w
h

en
 yo

u
 d

isco
ver h

o
w

ed
itin

g
 an

d
 re-savin

g
 yo

u
r

tem
p

lates w
o

u
ld

 m
ake

creatin
g

 fu
tu

re d
o

cu
m

en
ts

easier. T
o

 cu
sto

m
ize th

is
b

ro
ch

u
re, select F

ile N
ew

 to
re-o

p
en

 th
is tem

p
late as a

d
o

cu
m

en
t.

1. 
Insert your inform

ation in place of the
sam

ple text.
2. 

C
hoose S

ave A
s from

 the F
ile

m
enu. C

hoose D
ocum

ent T
em

plate
in the S

ave as T
ype: box (the

filenam
e extensions should change

from
 .doc to .dot). S

ave the file under
a new

 nam
e to protect the original,

or use the sam
e nam

e to replace the
existing version.

3. 
T

o create a docum
ent, choose F

ile
N

ew
 to re-open your tem

plate as a
docum

ent. Y
our inform

ation should

N
eeded inform

ation:
- 

C
lim

ate
- 

Landform
s

- - - - - - - - - 
ear in

 p
lace.

H
ow

 to W
ork w

ith S
pacing

M
ajor products

F
am

ous places
Interesting facts

H
ow

 to C
reate A

B
rochure

1. 
Insert your w

ords in place of these
w

ords.
2. 

P
rint pages 1 and 2 back-to-back

onto sturdy, letter size paper.
3. 

Fold the paper like a letter to create
a three-fold brochure (the panel w

ith
the large picture on the front).

W
h

at E
lse S

h
o

u
ld

 I K
n

o
w

?
T

o
 ch

an
g

e th
e S

tyle o
f an

y
p

arag
rap

h
, select th

e text b
y

p
o

sitio
n

in
g

 yo
u

r cu
rso

r
an

yw
h

ere in
 th

e p
arag

rap
h

.
T

h
en

, select a S
tyle fro

m
 th

e
d

ro
p

-d
o

w
n

 S
tyle list at th

e
to

p
-left o

f yo
u

r screen
.

T
o

 ch
an

g
e th

e p
ictu

re,
d

o
u

b
le-click th

e p
ictu

re to
o

p
en

 th
e C

lip
 G

allery. S
elect a

n
ew

 p
ictu

re, an
d

 click In
sert.

N
eeded inform

ation:
- 

C
apital

- 
- B

ird or flow
er

- 
N

um
ber of

representatives in
congress
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