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Creating Letterhead Stationary


Creating Letterhead Stationary
Objective:  Learn how to change margins, place headers and footers and flip and format word art while creating letterhead stationary.
1. Open up a new document.
2. Change margins to:  top = .5”    Bottom = .5”    Left = .5”    Right = .5”    Gutter = 0”

3. Click ok or press enter.
Inserting word art

1. From the view menu, point to toolbars and choose drawing.
2. From the insert menu, point to picture and then choose word art.
3. At the word art gallery dialog box, select the word art style that is three down and four over. Click ok.

4. At the edit word art text dialog box, make sure that the font is Arial black, the size is 28 and that the text is highlighted.
5. Type the title, “Milton Middle School” and click ok.
Formatting word art

1. Select the word art by clicking on it.
2. From the format menu, choose word art.
3. At the format word art dialog box, click on the size tab.
4. Next type “6.48” as the width and then click the layout tab.
5. In the layout tab dialog box, choose square and click ok.
Shadowing the word art

1. From the drawing toolbar at the bottom of the screen, click the shadow button.
2. From the shadow pop-up menu, choose shadow style 2 (2 across).
3. Your text now has a shadow.
Moving and centering word art

1. From the view menu, choose ruler.
2. Move your mouse cursor on top of the word art title (Milton Middle School) until it turns into a four-headed arrow.
3. Next, click-and-drag the word art title so that it is centered.  Make sure to stay within the margins or all the text may not print.

4. Click the show/hide button on the standard toolbar to view the nonprinting characters.
5. Double-click beneath the title and click the align center button.
6. From the format menu, choose font and select a font and size 18.  Click ok.

7. Type your address.
Copying and flipping word art

1. Select the title, and from the edit menu, choose copy or control C.
2. Now, from the edit menu, choose paste or control v.
3. Click and drag the copy of the title to the middle of the document.
4. With the copy of the title still selected, from the drawing toolbar click the draw button and point to rotate or flip and then choose rotate left.
5. Click and drag the word art title to the right side of the screen as explained earlier.

6. Continue typing the body of your letter to the school board to Superintendent Mr. LeMoine explaining one thing that you would like to change about our school.

SAVE TO YOUR JUMP DRIVE AND PRINT.

