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WORD LAB ASSIGNMENT 2
MICROSOFT WORD

CREATING A FLYER

1.
First, open MS Word  by doubling clicking the
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icon.  This application is used for typing documents.

2.
You should have a blank page opened.  Locate the File menu option on the Menu Bar, normally located at the top of your screen.

3.
Under the File Menu, select Page Setup.  A dialog box will open with options for changing the setup of your page.  Under the Margins tab and in the Margins section of that tab, change the left and right margins to 1 by clicking the arrows next to the left and right options or by clicking in the box next to each option and keying the 1 in.

4.
In the same Margins tab but now in the orientation section of that tab, click Landscape to turn the page the long way.

5.
Click Ok to accept changes and exit the dialog box.

6.
Now, you will save the document.  Because this is a new document that has never been saved, you have to click the Save As option under the File Menu option on your Menu Bar.

7.
Click File and Save As.

8.
After the save dialog box opens, locate the Save in box at the top of the dialog box.  Click the downward arrow on the right of that Save in box.

9.
Find your 3 ½ Floppy (A:) drive and click it to make sure that it appears in the Save in box.

10.
At the bottom of the dialog box, locate the File name box.

11.
Click in the box and delete any wording by using the Delete key on your keyboard or the Backspace key on your keyboard.  Use the Delete key to delete words on the right side of the blinking cursor.  Use the Backspace key to delete words on the left of the blinking cursor.  If you do not get a blinking cursor and your text is highlighted, just hit the Delete key.  Make sure that all of the wording in the File name box is deleted.

12.
Key in Advertisement Flyer, add a space, key in your last name, add a space, and key in your first name.  Example:  Advertisement Flyer Mary Adams.  Your software will automatically add a .doc to the end of the file name after you have saved the file because you are creating a Word document.

13.
Click the save button in the lower right corner.

14.
You should now be in your document, and your blinking cursor should be located in the upper left corner of your page.  You will probably not be able to see your entire flyer on the right after you create it, but you can use your horizontal scroll bar located near the bottom of the screen to click, hold, and move either left or right.  If your document is more than one page in length, you will use your vertical scroll bar located on the right of your screen.  You will click, hold, and drag this bar up and down to see what you need.  You could also just click the arrows located on the left and right of the horizontal scroll bar and the arrows located at the top and bottom of the vertical scroll bar.

15.
Before going any further, locate the Help menu item at the top of the screen on the Menu Bar.  Click the Help item and the Microsoft Word Help option in the list.  You will see the office assistant.  You can always ask the office assistant how to do something if you are not sure.

16.
Now, for creating the document.  On the formatting toolbar, click the button that looks like centered lines (Center button).  This takes your cursor to the top middle of your page.

17.
Key in “Garage Sale” without the quotes.

18.
You decide that you want the Garage Sale lettering to be large and bold, so highlight Garage Sale by clicking one time on the left of the G in Garage and holding the mouse button down while dragging across the entire title.  Or, move your mouse to the left of the word Garage until your cursor turns into a thick arrow pointing toward the right corner of the page.  While the thick arrow is present, click one time. 

19.
Find the Font Box on the formatting toolbar.  Usually, Times New Roman is the default font.   Click the arrow on the Font box and select the Castellar font or your font of choice if this font is not available.

20.
Find the Font Size box on the formatting toolbar.  It will be next to the Font Box.  Click the arrow to select size 48 or just type 48 in the box.

21.
Go to the end of the word Sale and press the Enter key on the keyboard.

22.
Go back to the Font box and change the font to Comic Sans MS.

23.
Change the Font Size to 24.

24.
Click the Italics button (has a slanted I on it) on the Formatting toolbar. 

25.
Key in the text “Saturday, January 10 to Sunday, January 11, 2005” without the quotes.

26.
Press the Enter key.

27.
You changed your mind and meant to put February instead of January, so use your up arrow key or the mouse to click on the immediate left of the J in the first January.

28.
Press the Delete key on the keyboard.

29.
Key in “February” without the quotes.

30.
Use your right arrow key on your keyboard to move immediately to the right of the y in the second January.

31.
Press the Backspace key on your keyboard until all of January has disappeared.

32.
Key in “February” without the quotes.

33.
Move to the end of 2005.

34.
Press the Enter key.

35.
Change the Font to Bimini or your font of choice if this font is not available.

36.
Change the Font Size to 16.

37.
Press the Italics button to turn Italics off.

38.
Press Enter again.  You should have a blank line.

39.
Press the right align (looks like paper aligned on the right) button on the Formatting Toolbar

40.
Insert a clip art of your choice by clicking Insert on the Menu Bar, picture, clip art.  When the box pops up on the right, key in a word such as “cars” (You make the choice.)  without the quotes and then press the Go button.  When the image you want appears, left click the image one time.
41.
Right click on the image you just placed in your document.

42.
Select Format Picture.

43.
Select the Size tab in the dialog box that comes up.

44.
Uncheck the Lock Aspect Ratio near the bottom of the dialog box.

45.
Key in 2 in the Height box at the top.

46.
Key in 2 in the Width box at the top.

47.
Click the Layout tab.

48.
Select the Tight Wrapping Style.  Click the OK button at the bottom.
49.
You decide to move the clip art, so left click the clip art image to select it.

50.
While selected, left click, hold, and drag the clip art across the page to line up under S in Saturday.

51.
Move the cursor to the left of the clip art.

52.
Press the Tab key until you get to the right margin.  If you do not have the right align selected, this will not work.
53.
Key in “Everything must go!!!” without the quotes.

54.
Press the Enter key once.

55.
Press the Tab key until you get to the right margin.

56.
Key in “Women, Men, and Children Clothing” without the quotes.

57.
Press the Enter key once.

58.
Tab until you reach the right margin.

59.
Key in “Dishes” without the quotes.

60.
Press the Enter key once.

61.
Tab until you reach the right margin.

62.
Key in “Kitchen Table and Chairs”.

63.
You will now add a footer to your flyer.

64.
On the Menu Bar, click View. 

65.
Click Header and Footer.

66.
After the Header and Footer toolbar pops up, press the Switch Between Header

 
and Footer button on that tool bar.  The button looks like a sheet of paper in the

middle of a rectangle at the top and a rectangle at the bottom.

67.
You should now be in the Footer part of the page.

68.
Press the Right Align button on the formatting toolbar.

69.
Key in your first and last name.

70.
Close the Header and Footer toolbar.

71.
Press the Save button because you have already saved the file for the first time.

72.
Your document is complete.

