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Instructions for Microsoft Publisher Postcard

1. Go to Start, Programs, Microsoft Publisher

2. A “Microsoft Publisher Catalog” window will appear

3. On the left side under “Wizards,” click on “Postcards”

4. Under “Postcards,” click on “Thank You” (although we are not sending a “thank you” this format is best for our purposes)

5. On the right side scroll down a little and look at the choices of  “thank you” postcards. Select one by clicking once on it.

6. Click on the “Start Wizard” button

7. A window will appear saying you need to fill in personal information. Click OK; then click CANCEL.

8. Follow the buttons on the left:

a. For “Introduction” click NEXT

b. Choose a “Color Scheme” & click NEXT

c. For “Address Side” choose “Only address” & click NEXT

d. For “Print Tiling” choose “Several tiled on a page” & click FINISH

e. Click on the “Hide Wizard” button on the left to have the full screen to work on your postcard

9. Use the area that now says “Thank You” to write your inventor’s name

10. Use the area where the message is to write your summary

11. Add a picture of your invention & inventor (if you were able to find one). Be sure to add a textbox with the URL of the source(s)

12. For the address side: click on the “page 2” icon in the bottom left; fill in your name & Copeland’s address for the return address. For the mailing address, fill in the name of someone at your house followed by your address. 

