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Open Microsoft Word on your computer. A new page will appear.
Go to the top left corner where you see the colored "Flag" and select "Save As." Name your program and save it to your H: drive.
At the top of your page you will see a “ribbon” with all your editing options. Click on the tab that says “Page Layout”.
Go to the "File" menu and pull down to "Page Setup." Click the word "Orientation" and choose the option landscape. 
On this same tab, click the "Columns" icon, highlight three columns. Now as you type your information it will automatically be formatted into three columns. 
Adding Clipart:
· From Microsoft Word 
· Click the tab called Insert.
· Select the picture titled Clip Art. 
· The Clip Art browser will appear on the right side of your screen
· Type what you are looking for in the Search for box. 
· Click on the picture you want to insert. 
· Double click the picture and it will be inserted into your brochure. 
· Close the Clip Art Window. 
· From the Internet 
Always be sure to save your work. 
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