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Flier/Sign

Objective:  Learn how to border pages and paragraphs, use shading and insert art while creating a flier

Creating a page border

1. From the format menu, choose borders and shading.
2. In the borders and shading dialog box, click the page border tab.
3. From the page border dialog box, select the following:

· setting:  3 – D

· Art = any design

4. Click ok.  You now have an art border.
Adding Clip art

1. Insert two pictures of book clipart.
Working with pictures

You can more easily move and adjust your pictures by changing the wrapping style from In line with text to square, tight, etc.

1. Hold down the mouse and right click on your first clipart picture.  From the pop-up menu, choose format picture.
2. At the format picture dialog box, click the layout tab.
3. At the layout dialog box, choose a wrapping style of tight and click ok.
4. Now click-and-drag the lower right size handle toward the inside of the picture to make it smaller or away to make it larger.

5. Position your mouse on top of the picture and it turns into a four-headed arrow.  Click-and-drag this picture to the top left hand corner of the flier.

6. Follow the same procedure for the other clipart and drag to upper right-hand corner of flier.
7. To view page better, use the zoom menu and choose a smaller percent, say 50%.

Adding the heading and clip art

1. Double click under first clipart and press enter several times.
2. Align center, choose a font size of 48 and a font of Arial.  Type the title, “Fall Renaissance” and press the enter key once.

3. In the insert clip art task pane, click on the picture of the other picture and make it easy to manipulate.
Adding more text

1. Choose a font, Helvetica, and font size 24.
2. Type the information you want, the day, date, time and place and then select this text.
Shading the text

1. From the format menu, choose borders and shading.
2. Click the shading tab and select a color of your choice and click ok.
3. Insert two more pictures into the flier.  Place one in the lower left-hand corner and one in the lower right-hand corner.
4. PREVIEW.
SAVE TO JUMP DRIVE AND PRINT ONE COPY

