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Instructions for Using This Template
Type your sub-heading here
Your
 By-line
Your
 Company Name
To keep these instructions, choose Print from the File menu. Press Enter to print the template. Replace the sample text with your own text to create your newsletter.
Using Styles in This Template
To change the Style of any paragraph, select the text by positioning your cursor anywhere in the paragraph. Select a Style from the drop-down Style list at the top-left of your screen. Press Enter to accept your choice.
See Page 4 to learn how to edit or replace this picture.
The styles available in this template allow you to change the look of your headlines and other text. The following is a list of some common styles and their uses.
Body Text - Use this style for the regular text of an article.
Byline
 - Use this style for the name of the author of an article.
Byline Company
 - Use this style to type the author’s company.
Sidebar Head
 - Use this style to type a second-level heading in a sidebar article.
Sidebar Subhead
 - Use this style to type a third-level heading in a sidebar article.
Sidebar Text - Use this style to type the text in a sidebar article.
Sidebar Title
 - Use this style to type first-level headings in a sidebar article.
Footer - Use this style to type the repeating text at the very bottom of each page.
Heading1 - Use this style to create headlines for each article.
Heading2 - Use this style to create section headings in an article.
Jump To and Jump From - Use these styles to indicate that an article continues on another page.
Mailing Address - Use this style in a mailing label to type the destination address.
Postage
 - Use this style in a mailing label to type postage information.
Return Address - Use this style in a mailing label to type your address.
Picture Caption - Use this style to type a description of a picture or illustration.
Subtitle - Use this style to type sub-headings in an article.
Use 
PullQuote
 to excerpt text from the main text of a story to draw a reader’s attention to the page. See page 4 for an example.
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Welcome to the 3
rd
 Grade
We are looking forward to a great year!  Third grade holds many challenges, lots of laughter, and new memories to be made.  
Curriculum/Meet the Teacher Night is Thursday, September 
8
th
 at
 6:30
.  The upper elementary team (3
rd
, 4
th
, 5
th
 grades) will meet in the gym for a brief meeting.  We will then adjourn to the classroom areas.
Please remember to send in your classroom supplies as well as the 
Mitt the Michigan Mouse
 projects.
 Students
 will be presenting them throughout the week.  Also, remember to send in reading calendars.  The Mitt project and reading calendars will be the students’ first literacy grades.  We look forward to seeing all of the creative projects!
Specials
Please note our days for specials on your calendar.  Students will need gym shoes on every Monday and Friday.
s
 created using linked text boxes, which allow articles to flow continuously across pages. For example, this article continues on page two, while the one to the right continues on page three. 
When you add lines of words to a text box, the words in the following text box flows forward.
 When you delete lines of words from a text box, the words in the next text box moves backward. You can link several text boxes in an article, and you can have multiple articles in a document. The links do not have to occur in a forward direction.
Inserting Linked Text Boxes
To insert linked text boxes in a document, click Text Box on the Insert menu. Click and drag in your document where you want to insert the first text box, and insert additional text boxes where you want the text to flow.
To select the first text box, move the pointer over the border of the text box until the pointer becomes a four-headed arrow and then click the border. Click the right mouse button, click Create Text Box Link and then click in the text box where you want the text to flow. Repeat these steps to create links to additional text boxes.
In the first text box, type text that you want. As the text box fills, the text will flow into the other text boxes that you’ve linked. To let the reader know that an article will continue on another page, insert a small text box under the text box, choose the Jump To style, and then type the words “Continued on Page.” Click Cross-reference on the Insert menu. Choose Heading from the Reference type drop-down list, and Page Number from the Insert Reference To. Select the name of the follow-up heading from the For Which Heading list box and then click Insert.
Formatting Text Boxes
You can change the look of linked text boxes by using color, shading, borders, and other formatting. Select the text box you want to format and then double click its border to open the Format Text Box dialog box. If you want to change the color or borders on a text box, choose the Colors and Lines tab. To change the size, scale, or rotation, click the Size tab. To change the position of the text box on the page, click the Position Tab.  If you have other text surrounding the text box, and want to change the way the text wraps around it, click the Wrapping tab. If you want to format all the text boxes in an article, you must format them individually - the formatting on one text box will not apply to the others in the sequence. 
Using Linked Text for Parallel Articles
You can use linked text boxes to flow text in 
parallel  “
columns” from page to page. This method gives different results than using the Column command on the Format menu, which causes text in column 1 to flow or “snake” to column 2 on the same page. By using linked text boxes, you can instead have text from column 1 flow to column 1 on the next page. The text beside it in column 2 can flow to column 2 on the next page, parallel to column 1. This technique is useful if you need to group two similar articles, for instance, an article translated in English on the left and the same article translated in French on the right. 
To flow text in parallel, display paragraph marks in your document. Click at the top of the page where you want the side-by-side columns to start, and press Enter twice. Click in the first paragraph mark on the page. On the Insert menu, click Text Box and drag on the page where you want the first column. Click Text Box again and then click and drag where you want the second column. Click in the last paragraph mark on the page, and press Ctrl + Enter to create a page break.
Repeat the process for each page that will contain side-by-side columns in your document and then return to the first text box you created. Click the text box on the left once to select it. Click your right mouse button and then click Create Text Box Link. The pointer becomes a pitcher. Click the text box on the left side of the second page to create a link. Create links for all text boxes within the same article on the left side of the document. Repeat the process for every text box in the right chain or article.
Pressing Enter twice at the top of each page will create an extra empty paragraph. This blank paragraph is useful if you want to insert text or graphics outside of the text boxes. You can delete the extra blank paragraph if you don't need it.
Copying linked text boxes
You can copy an article or a chain of text boxes that are linked together, to another document or to another location in the same document. To copy linked text boxes and the text they contain, you must copy all the linked text boxes in an article. Select the first text box in an article. Hold down Shift, and click each additional text boxes you want to copy. On the Edit menu, click Copy. Click where you want to copy the text boxes and then click Paste.
To copy some of the text 
from  an
 article, select the text you want to copy from the article and then copy it. Do not select the text box. You can paste text you’ve copied directly into your document, into another location within the same article, or into another article.
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If you took a trip somewhere in Michigan and would like to send in a picture, we will put it on our Michigan Map Bulletin Board.
)	


 (
Monday:    
P.E/Spanish
Tuesday:    Art 
                  
Music
 (in math groups)
Wednesday:   
Library/Technology
Thursday:   
Music
 (in math group)
Friday:  PE/Spanish
) (
Even though the weather has been mild, winter will arrive.  Please make sure that your child wears clothes appropriate for outside recess.  Hats, boots, gloves, and snow pants (if needed) are a must in cold weather.
) (
CHICAGO TRIP 
PAYMENT SCHEDULE 
(For Parents going to Chicago)
3
rd
 Payment due March 29, 2001    $102.00
) (
The Chicago Trip Fundraiser Committee is looking for donations of goodies to sell in the Staff lounge.  Small bags of chips, candy bars, cans of pop, and other such items would be greatly appreciated.
)



 (
Please remember to check out the Chatfield School website.  We will be putting pictures and announcements on periodically featuring important things happening in the 3
rd
 Grade.
www.chatfieldschool.org
)
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SPECIAL GRANDPARENTS
In honor of Grandparents Day and to acknowledge the special part Grandparents (or a special older person) plays in a child’s life, we would like to have the students make a small token of thanks.  In order to do this, we need your help. We need donations of the following:
Bags of:
 
Barley
Split Peas
White Rice
Lentils
Spices:
Parsley
Granulated Garlic
Black Pepper
Salt
Garlic Powder
Italian Seasoning
Dried Sage
PINT
 SIZED JARS 
(can 
be clean 
spaghetti
 sauce
 
jars etc
)
  We
 need 52 jars!
Talk to a third grade team member if you have any questions.
) (
We feel that healthy eating habits are important and would like students have an opportunity during the morning hours to eat a 
HEALTHY
 snack.  
A mid-morning nibble helps students stay focused until lunch time. We will take the snacks out onto the playground and eat them during brain-break. If a child brings in a snack that is not healthy s/he will be asked to put it away in their backpack.
This year we are asking students to bring in a fruit or vegetable. If there are special dietary needs, for example: needing to have a protein for a snack, let us know and of course an exception will be made.
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TEACHER EXTENSIONS
CHATFIELD SCHOOL (810-667-8970)
Mrs. Dunsmore 
538-17
12
cdunsmore@chatfield.org
  
Mrs. Wertz 
538-1713
swertz@chatfield.org
Please feel free to call us before 8:15am or after 3:45pm.
)
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