
Transform an Article 

From:      To:  

Format the Title: The title should stand out, to do this… 

From the Home Tab Page: 

 Select the title 

 Change the Font 

 Change the Font Size, the font size should be larger than the rest 

of the text in the article 

 Make the title Bold 

 Add an Underline to the Title 

 

Insert the Date: 

 From the Insert Tab Page, choose the Date and Time Command 

  

 From the Home Tab page - Right Justify the Date and Time  

 

 

Format the first sentence in the article: 

 From the Insert Tab Page, choose Drop Cap – Dropped  

 

 



 

 

 

Change the layout to two columns: 

 Select the text you want to include in the two column layout (Note: not 

the title or date) 

 From the Page Layout Tab Page – Choose the Column command and then 

choose two 

 
 

Format the Facts: 

 Select the list of facts 

 From the Home Tab Page add bullets to the list   

 From the Home Tab Page give the list a ‘box out’ effect by using the 

Shading command: 

    

Example of “box out” effect:  
 


