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Country Roads Tutorial 14 
Creating Handouts and Posters 

 
How to Create a Poster 

 
1.  Choose “Page Layout”  “Orientation”  “Portrait” or “Landscape” 

 
 

2.  Choose “Page Layout “  “Margins”  “Narrow” 

 
 

3. Fill in the Information you want on the page, changing Font and Alignment to suit 
what you want 

 
4. (optional) Adding a picture. "Insert"  "Picture"  "Clip Art" (or "From File") 

 

 
To move picture around the page Click on the image to 
bring up “Picture Tools”  “Format”  “Wrap Text”  
“Tight” 

 
Click on the picture and drag it where you need it. 

 
5.  Save and Print as usual. 
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How to Create a Flyer 

 
1. Choose “Page Layout” click  “Landscape” for  2 x A5 portrait flyers 

 
2. Choose “Page Layout “  “Margins”  “Custom Margins”  

Change all margins to .5 and Click “OK” 
 

3. Insert a table with three columns “Insert”  “Table” and 
click on the third box of the first row 

 
 

4. Click the first column of the table and then click “Table Tools”  “Layout” and 
change the Height to 19.49cm and Width to 14cm 
 

 
 

5. Click the second column and change the Width to 0.95cm 
6. Click the third column and change the Width to 14cm 
7. Fill in the information you want on your flyer, changing Font and Alignment to suit 
8. To remove the borders joining the first and third columns together click in the second 

column, then “Table Tools”  “Design”  “Borders”  “Bottom Border”  “Top 
Border” 



 

 

How to Create a Brochure 

 
1. Choose “Page Layout” click  

“Landscape” for  2 x A5 portrait flyers 

 
2. Choose “Page Layout “  “Margins” 

 “Custom Margins”  Change all 
margins to .5 and Click “OK” 

 
3. Click "Page Layout"  "Columns" 

“Three” and then change the width 
value to 7.29 and click "OK" 

 
4. Fill in your information. To get from 

one column to the next press “Shift” 
+ “Ctrl” + “Enter” (or just keep 
pressing "Enter" until the cursor 
moves to the next column) 

 
The far right column will be the front page 

whilst the middle will be the back page 
and this column will be the first page seen 

when the brochure is opened. 
 

5. Print pages back-to-back “flip on the 
short side” or print both pages then 
photocopy them back to back and 
fold the paper with the left most 
panel as the front page. 

 
 

What Else Should I Know? 
 
To insert a picture  
"Insert"  "Picture" or "Clipart"  
 
 
 
    Sizing dot 
 
 
 
 
 
 
 
Left click the picture once and then drag 
one of the sizing dots to change picture 
size 
 
When printing double sided ensure that 
the options “Flip pages on short edge” is 
chosen otherwise the pages won’t be up 
the same way. 

Brochure layout 
 
Page 1 

First Page Back Page Front Page 

 
Page 2 

Inside Left Inside Middle Inside Right 

 
 


