Creating a Four Fold Greeting Card in Word

Follow the following steps to create a greeting card on one sheet of paper that simple needs to be folded in four and it is ready to send.

1. [image: ]Open a new document
2. Rotate paper
a. Page layout
b. Orientation
c. Landscape
3. Set margins
a. Page Layout
b. Margins 
i. [image: ]Top .5
ii. Left .5 
iii. Right .5

4. Accept settings








[image: ]
5. On the ruler slide the bottom margin clear to the bottom.





6. Click insert

7. [image: ]Click Table
a. Select 3 x 3





8. On the tables tools tab click Layout
[image: ]



9. [image: ]Make the top row 
a. first cell
i. Height 3.25
ii. Width 4.5
b. Second cell
i. Width 1
c. Third cell 
i. Width 4.5
10. Middle Row
a. Height 1
11. [image: ]Bottom Row
a. Height 3.25
12. Select all cell
13. Click center

14. Your card should look like this picture (without the words).  The words show you which part of the card will be displayed at what part of the card.  Now we need to add the items to the card.  They text will have to be rotated.  The borders will have to be removed.  It may be easiest to enter the text before you rotate and remove borders.  If you prefer to rotate and remove borders first go to steps 18 to 22 below and then enter the text and images (steps 15 to 17).  Otherwise enter the text and pictures and then proceed to the rotation and border removal.

15. Enter the text for the Front of the Card and the message in the appropriate cells.

16. [image: ]Add a picture with the insert tab if you wish






17. Rotate and size the picture as needed to fit in the selected area of the card.

18. Select the first column and on the Layout tab, Click Text Direction until the top of the text is toward the middle of the page.
19. Select the third column and on the Layout Tab, click Text Direction until the top of the text is toward the middle of the page.[image: ]
20. Click the Design tab
21. Click the Borders Button
22. [bookmark: _GoBack]Click no Borders
23. Your card is ready to print and fold with the writing toward the outside and the front of the card toward the front.  (You may receive an error message about margins when you print.  Ignore it and print anyway.)

image5.tmp
TABLETOOLS.
DESIGN  LAYOUT




image6.tmp
EW VW  DEVELOPER  DESIGN  LAYOUT

§lneign: 25| Bfostibuerows O

S|

Swian ] oo £

Cellsize 5





image7.tmp
Back of Card

Message page

Front of Card

Inside blank
page





image8.tmp
INSERT | DESIGN

= Ld L4 ©

able  Pictures Online Sh
- Pictures

ables st




image9.tmp
Ppay wo, .:
9A0] JO S107T

"No£ 10J U0 ST 2127 0§
“A11R3p NOA dA0] T
"00} aT€ SJURSAIJ
PaI 3Ie S350y

Merry
Christmas!

{





image10.tmp
Merry
Christmas!

{





image11.png
Merry
Christmas!

{





image1.tmp
Il HOME  INSERT  DESIGN | PAGELAYC

0 & 0E

£D)Line Numbers -
Meargins Orientation Size ~ Columns *
- - - ~ b¥ Hyphenation

Page Setup 5




image2.png
@EHO O« QBUYA-F 'SP oMM
I o e oo o oo s e we oo

B EH OO« @R GE e P ‘Document) - Word o mmemos
DM o o oo mGlon WCHOKE MG WON VDA OOT bk o

re o Bwem fy Cree | S G e 5
Hpae ek L R E . B =L I Creien 355 GO pheneen- W aner 808 e
o 2 o — Format TextEffects <% | LEL 1R 5 seed
b A b st
4 5 e R —
- - -
== - =L
H i Right 5 e E § E & ¥§
PR-E- )
Jaye— s _ 222 24
§522 28
s 3t g&
: ilkg 2
emmn e ] Zg
i m g3
g [TR— ]





image3.tmp




image4.tmp
HOME  INSERT

- 3

Table  Pictu
ak -

Tables




