How to Edit Brochure:

1. log onto the computer (your username and password)

2. Open “Print Shop”- double click 

· check the box log in as guest

· click ok

· when it opens close out the first screen

3. Go to File- Open

4. Use drop down arrow and click on “Data on Mmcsd-mail” (F)

· double click student folder

· double click Mrs. Bucek folder

5. Open the “Matter” brochure

6. On the front of the brochure you will put in three facts for each type of matter

7. Double click on each of the text boxes to enter the information

8. One fact in each box

9. On the back of the brochure, you will put a picture of each matter 

10. Think of an example of each matter

11. Click on art gallery 

12. Type its name in search bar at the bottom

13. Double click on the picture you want to be placed on your brochure

14. Click and drag it where it belongs on the brochure

15. When you are finished, click file save as

16. Click the top drop down arrow- find your name (H drive)

17. Name your brochure: your first name and  “Matter”

18. Click Save

19. Raise your hand for assistance printing the brochure

