Scrapbook Journaling in MS Word
By Kerri Russ, Design Team Member

There are several programs you can use to do journaling and titles on the computer for your scrapbooking, but why spend money on something else if you already have Word?  Spend that extra cash on more supplies and use this procedure to do your journaling and titles!

OPEN WORD

1) Open MS Word.  A new document opens automatically.

FORMAT
1) Make sure the Drawing toolbar is visible at the bottom of the document.  The Drawing toolbar has the word “Draw” on the left, followed by an arrow.  


2) If the Drawing toolbar is not visible:

a) Right-click the toolbar at the top of the screen

b) Click “Drawing”

3) Change the layout view to Print:

a) On the Menu Bar, click View.

b) Click Print Layout.

4) The dark gray areas of the top and left rulers show the margins.  To maximize the usable space on your paper, change the margins to .5”:

a) Double-click in the margin of either ruler.

b) In the Page Setup box, change the top, bottom, right, and left margins to .5:

c) The 1” measurement in the top margin field will be highlighted.  Type “.5” and hit tab to move to the next field.

d) In the next field, type “.5”.

e) Continue until all four fields have “.5” in them.

f) Click OK to close the Page Setup window.

CREATE A TEXT BOX

1) Click the Text Box button on the Drawing toolbar.  The Text Box button looks like a square with an A and some lines.

2) Click in the document and drag to create a box.

3) Let go of the button when you’ve drawn a box.  We will format it next, so don’t worry about the size.

4) Click the line on the text box to drag it around the page.

FORMAT THE TEXT BOX

You can set the size of the box both height and width.  You will be able to change the direction of the text in the Formatting the Text section, so don’t be afraid to format your text box vertically rather than horizontally so you can fit more boxes on a page.

1) To set the dimensions of the box:

a) Double-click the edge of the box to open the Format Text Box window.

b) In the Format Text Box window, click the Size tab.

c) Tab one time to move the cursor to the Height field.

d) Type the height of the box you need.  (Measure where you want your journaling then reduce that size by 1/2" to get the size of the text box.)

e) Tab to the Width field and type the width of the box.

NOTE:  I recommend you leave the line in place until you become familiar with text boxes and remove it right before you print.  You may also want to leave them in place and use them as cutting guidelines, trimming right inside the lines.

2) To remove the line:

a) Click the Colors and Lines tab.

b) In the Line section, click the Colors drop menu and select “No Color”.
3) When you’ve made the formatting changes you want, click the OK button.

TYPE THE TEXT

1) Click in the box so you see the blinking cursor.

2) Type your text.  Remember, this can be journaling OR a title for a layout.  

3) After formatting, you may need to edit your journaling if there’s too much for the size of the text box, but go ahead and type everything you want and worry about reducing or adding text, or changing the font size later.

FORMAT THE TEXT

1) With your cursor in the box, press Ctrl-A to select all of the text.

2) If you know the font you want:

a) Click the font drop-down menu and click the font you want.

3) If you don’t know which font you want:

a) Click Format, Font.

b) As long as the current font is highlighted, that is the field that is active, so use the up and down arrow keys to scroll through the fonts.

c) Watch the Preview window to see what your journaling looks like with the selected font.

d) If you want to change the font style or font size, click the selection in the appropriate field BUT be sure to click back on the font itself before scrolling through the fonts again.

e) When you find the font, font style and font size you want, click OK.

4) If your box could fit better on the page vertically, you can make the text vertical, too.  

a) Click inside the box.

b) Press Ctrl-A to select all of the text.

c) Click Format, Text Direction.

d) On the right, click the box that illustrates the direction you want the text to flow.

e) Click OK.

f) You will need to adjust the text box dimensions, so follow Section 4.a. above, reversing the Height and Width measurements.

CREATE MORE TEXT BOXES

1) To copy and paste the text box you just created and resize it to do more on the same page.

a) Right-click the edge of the text box and select Copy.

b) Right-click somewhere else on the page (anywhere, doesn’t matter where) and select Paste.  It will look like this:


c) Click the edge of the new box and drag the new box to another location on the page.  

2) Repeat the last two steps for as many text boxes as you need to fill the page.

3) Repeat the Formatting the Text Box, Typing the Text and Formatting the Text sections for each text box you’ve created.

PRINT THE JOURNALING

You can print this journaling on any paper that will fit in your printer.  I recommend you print a sample print on plain paper before printing on vellum or cardstock to ensure the boxes you’ve created will fit your journaling area, to ensure that your margins don’t cut off the text, and to ensure the font is what you want.

1) Print the sample print and check the font, margins and sizing. 

2) If the sample isn’t satisfactory, make changes and print another sample.

3) When satisfied, put the paper, cardstock or vellum into the printer.  (If using vellum and you have the packaging, make sure there’s not a right and wrong side.  Most newer vellums don’t have a right or wrong side.  If you don’t have the packaging, don’t worry about it… you’ll know once you’ve printed if there’s a problem because it will run or bleed.)

4) Crop and mount your journaling!

SAVE OR NOT TO SAVE

I don’t always save my journaling depending on whether I did it right the first time.  (  But sometimes I’ll save it and do more in the same document, especially if these are titles and accent text for page sets I’m creating for sale or for myself that I may make copies of to sell later.

1) If you don’t want to save the document:

a) Click the red close button in the upper right.

b) When it asks if you’d like to save the changes, click No.

2) If you want to save the document for future use:

a) Click the Save button on the main toolbar.  (The button looks like a 3.5” diskette.)

b) In the Save In drop menu, navigate to the folder where you want to save the file.

c) In the File Name field, type a name for the document.

d) Click the OK button.
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