Booklet Project
Your supervisor at work asks you to prepare a multipage booklet for an idea that she has.  You remember that in your Business and Technology class you created a booklet in Publisher.  The first problem you see is that you don’t have Publisher on your computer at work.  Uh Oh . . .  Your first task is to figure out how to complete the booklet in Word.  Your supervisor said that she wants the booklet to print on half sheets of 8 ½ by 11 paper, a folded booklet format.  You can choose the content to put in the booklet.  The content has to relate to an academic subject.
Don’t forget, your teacher mentioned something about a document becoming unstable when it has a lot of graphics and images included.  Convert the document to a PDF file to enable printing.

Some simple directions to help you on your way:

1.
Open a blank Word Document.  

2.
On the Page Layout tab, click the Margins drop-down arrow.  Choose Custom Margins.  

3.
On the Margins tab of the dialog box in the Multiple pages list, choose Book fold.  Choosing this option will automatically change the orientation to Landscape.

4.
In a booklet normally the outside margins – those on the outer edges of the paper margins – are set for .5”.  Also, the top and bottom margins are usually .5”.  However, the space between the two pages is usually 1” – double the outside margins (.5” plus .5”).  I’ve always heard this referred to as the gutter.  Doubling the inside margins keeps the words on the booklet pages from being so close together.  Gives white space to the page.

5.
In the Pages section of the Page Setup Dialog box, click the drop-down arrow adjacent to the Sheets Per Booklet.  Choose the number of pages that you will include in the booklet. Remind students that for the pages in a booklet to print out evenly, the number of pages must be in multiples of 4.  You should at least have 12 pages.
6.
Format the rest of the pages using Times New Roman 12pt. font.  The titles on each page should be no bigger than 16pt. font.
7.
In the rubric, it asks for textboxes, graphics, etc.  The pages become unstable and images don’t print in the right place if too many are implemented.  Be careful about this.
8.
See the rubric on the second page for grading.
Name:  _______________________________________________________
Booklet in Word: Rubric

	
	4
	3
	2
	1

	Booklet format
	Booklet format is utilized correctly and prints correctly.  Student employs problem solving skills.
	Booklet format is utilized but does not print correctly.
	Booklet format is not utilized correctly, but document does print in booklet format.
	Booklet format is not utilized and does not print correctly.  Student does not employ problem solving skills.

	Drop Cap
	At least 3 drop caps are included in the booklet.  Student employs problems solving skills to include these.
	Booklet contains two drop caps.  Student employed problem solving skills.
	Booklet contained only 1 drop cap.  Student employed problem solving skills.
	Booklet does not contain any drop caps.  Student did not employ problem solving skills.

	Borders
	All pages include borders.
	Some pages include borders.
	
	No pages included borders.

	Content
	No errors were made in grammar or spelling.
	1-2 errors were made in grammar or spelling.
	3 errors were made in grammar or spelling.
	More than 3 errors were made in grammar or spelling.

	Textboxes
	Three or more textboxes were included in the booklet
	Only one or two text boxes were included in the booklet
	
	No textboxes were included in the booklet.

	Converting
	Booklet was correctly converted into a PDF
	
	
	Booklet was not correctly converted into a PDF

	Creativity
	Booklet demonstrates creativity and thought.  Goes beyond expectations
	Booklet is demonstrates some creativity but lacks attractiveness.
	
	Booklet does not demonstrative creativity and/or is not attractive.

	Software
	Word software was utilized to create the booklet.
	
	
	Word software was not used to create the booklet.


