
Instructions for Rubric Category: Publishing 
 
In this deliverable, you will compose a new Microsoft Word document by following the steps below. When 
finished, contact your course coordinator. Here are the steps: 
 

1. Understand elements of basic design. . (Sub Category 2 - Proficient) 
2. Create a two pages blank brochure that can be printed on a 8.5 X 11 paper, and save it to your desktop.  

(Sub Category 2 - Introductory)  
• Note: You won’t see both pages yet. Until you add two pages worth of content the second page of 

your  publication may not be visible.  
3. Change document setup by adding borders and shading to your publication. (Sub Category 2 - 

Introductory) 
4. Copy and pastes your text content from your original file and paste it to your publication. Alternatively 

you can type your text directly into your publication. (Sub Category 2 - Introductory) 
5. Change your font to Times New Roman, size 10. (Sub Category 2 - Introductory) 
6. Create multiple (two) text columns. (Sub Category 2 - Intermediate) 
7. Incorporate clip arts. Insert relevant graphics into your publication. (Sub Category 2 - Introductory) 
8. Incorporate a Callout shape from the AutoShapes menu. (Sub Category 2 - Intermediate) 
9. Add a basic shape from the AutoShapes menu, resize and rotate it to about 45 degrees. (Sub Category 

2 - Intermediate) 
10. Add a title to your Publication. Use a larger size Arial font, and add color to the title.  
11. Save a copy of your finished publication to your desktop. (Sub Category 1 - Introductory) 
12. Print your publication. (Sub Category 1 - Introductory) 

 

 
Upon completion of this deliverable notify your course coordinator. Please note that your course 
coordinator is your primary contact. 


