
[How to create a brochure]

[To print (and preserve) these brochure  

instructions, click the Office button, point to Print,  

and then click Quick Print.]

[You can create a professional brochure using this  

template. Here’s how:]

1. [Insert your words in place of these words,

using or re‐arranging the preset paragraph

styles.]

2. [Print pages 1 and 2 back‐to‐back onto sturdy,  

letter‐sizedpaper.]

3. [Fold the paper like a letter to create a two‐ 

fold brochure (the panel with the title  

“Adventure Words” is the front).]

[What else should I know?]

[To change the style of any paragraph, select the

text by positioning your cursor anywhere in the

paragraph. Then, select a style from the Paragraph  

group on the Home tab.]

[If you use a picture in your brochure, it is easy to  

change it. To change a picture, right‐clc氀e  
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[Working withspacing]

[To reduce the spacing between, for example, body text  

paragraphs, click in this paragraph, on the Page Layout tab,  

and adjust the Spacing controls in the Paragraph group as  

needed.

To adjust character spacing, select the text to be modified.  

Press Ctrl + D to open the Font dialog box. Click the  

Character Spacing tab, and then enter new values.]

Sales

1st Qtr  

2nd Qtr  

3rd Qtr  

4th Qtr

[Customize this brochure]

[Working withbreaks]

[Breaks in a Microsoft Word document appear as labeled  

dotted lines on the screen. Using the Break command, you  

can insert manual page breaks, column breaks, and section  

breaks. To insert a break, click Breaks on the Page Layout

[Customize this brochure] tab, and then select an option.]

[More brochure Ideas]

[Consider printing your brochure on the

colorful, preprinted brochure paper that

is available from many paper suppliers.]

When an accident or workplace illness occurs…

When a WSU employee has a workplace accident or has an occupational illness, follow these steps:

1 Notify your Supervisor or Department Manager ASAP

It is crucial that you notify your supervisor/department manager when the accident has occurred. 
WSU and your supervisor have to report every injury within 30 days, even if no treatment is needed at the time. Treatment under the State of 
Kansas Workers Compensation program is managed by the State Self Insurance Fund (SSIF), who reviews and makes determination on 
compensability. Supervisors call SSIF at (785) 296‐2364 to file the first report.

1) Seek treatment from the closest available health care provider regardless of network affiliation.
On campus, 911 connects a caller to the WSU Police Department, who will send first aid or an
EMT to assistyou.

2) Report injury to your supervisor or department to file a claim with SSIF – SSN, birthdate, and

mailto:totalrewards@wichita.edu
http://www.wichita.edu/hr/workcomp

