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WORD LAB ASSIGNMENT – CREATING A FLYER
MICROSOFT WORD 2007
1. First, open Microsoft Word 2007 by doubling clicking the
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icon or click the Start button, then click All Programs, select Microsoft Office and then select Microsoft Office Word 2007 program.
2. You should have a blank page opened.  Locate and select the Page Layout tab.  Click the Margins button then select Custom Margins.  Set the left and right margins to 1 inch and the top and bottom margins to 2 inches.  Click the OK button to exit the dialog box.  In the Page Setup section, click the Orientation arrow button and choose Landscape to turn the page the long way.
3. Now, you will save the document.  Click the Disk in the top left corner of the screen, to the right of the Office button.  Because this is a new document that has never been saved, Save As dialog box will appear.
4. In the left pane of the Save As dialog box, click on Computer, then double click to select your Flash drive in the right pane.
5. At the bottom of the dialog box, locate the File name box.  Click in the box and delete any wording by using the Delete key or the Backspace key on your keyboard.
6. Key in “Advertisement Flyer”, add a space, key in your first name, add a space, and key in your last 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.
7. Click the Save button in the lower right corner.
8. You should now be in your document, and your blinking cursor should be located in the upper left corner of your page.  If you cannot see your entire flyer, on the right you can use your horizontal scroll bar located near the bottom of the screen to click, hold, and move either left or right.  You could also just click the arrows located on the left and right of the horizontal scroll bar.  The arrows located at the top and bottom of the vertical scroll bar help you to see the top and bottom of your document.
9. Before going any further, locate the Help button, which looks like a blue question mark (?) located at the top right of the screen below the Close button.  Click the Help button and then type a help topic and hit Enter (example: type “orientation”).   Microsoft Word Help will provide several sub topics to choose from.  The first subtopic is “Select page orientation”; click this subtopic and read all about it.  Click the Close button to leave the Help screen. 
10. Now, for creating the document.  Click on the Home tab then from the Paragraph section, click the button that looks like centered lines (Center button).  This takes your cursor to the top middle of your page.
11. Key in “GARAGE SALE” without the quotes.
12. You decide that you want the Garage Sale lettering to be large and bold, so highlight Garage Sale by placing your mouse pointer either just before or just after “Garage Sale”.  Hold down your left mouse button and drag across the words.  This will highlight and select the text.
13. From the Font section of the Home tab, click on the arrow to the right of the Font name.  Select the Castellar font or your font of choice if this font is not available.
14. Click the “B” for bold.
15. The Font Size box is just to the right of the Font Name box.  Click the arrow and select size 48 or just type 48 in the box.
16. Go to the end of the word Sale, set the Font size to 24, and then press the Enter key on the keyboard twice.
17. Go back to the Font Name box and change the font to Comic Sans MS.
18. Click the Italics button (has a slanted I on it).
19. Key in the text “Saturday, July 26 to Sunday, July 27, 2008” without the quotes.
20. You changed your mind and meant to put August instead of July, so try selecting the word July by double clicking over the word July.
21. While July is highlighted (selected), key in “August” without the quotes.
22. Do the same to the second occurrence of July.
23. Move to the end of 2008 and press the Enter key three times.
24. In the Font section, change the Font to Berlin Sans FB Demi or your font of choice if this font is not available.
25. Change the Font Size to 20.
26. Press the Italics button to turn Italics off.
27. Press the “B” Bold button to turn off the bold text.

28. Press the Right Align button in the Paragraph section.

29. Key in “Everything must go!!!” without the quotes.

30. Press the Enter key once.

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

32. Press the Enter key once.

33. Key in “Dishes” without the quotes.

34. Press the Enter key once.

35. Key in “Kitchen Table and Chairs”.

36. Place your cursor to the left of this line.

37. Insert a clip art of your choice by clicking the Insert tab.  Next click the Clip Art button, located in the Illustrations section of the Insert tab.  When you click the Clip Art button your screen will display the Clip Art Gallery to the right of your document screen.  In the first text box called “Search for:”, key in a word such as “sale” (You make the choice) without the quotes and then press the Enter.  This will display lots of different clip art.  You choose which one you would like to have in your flyer by double clicking the clip art image.  When the image you want appears, it will be out of place and may spill over to a second page; don’t worry about that yet.

38. If there is not a box around the clip art image, click the image one time.  You will have a new tab at the top of your screen called Picture Tools with a sub tab called Format.

39. Look to the size section of the Format tab.  Click the Size button on the right end of the Size blue bar.  The Size dialog box will appear.

40. Uncheck the Lock Aspect Ratio near the bottom of the dialog box.  This allows you to change the size at different height and width ratios.

41. Key in 3 in the Height box at the top.

42. Key in 3.5 in the Width box at the top.

43. Click the Close button to close the Size dialog box.

44. Make sure the image is still selected.  In the Arrange section, click the Text Wrapping arrow button and choose Tight.

45. Also in the Arrange section, click the Align arrow button and choose Align Left.  You will also need to drag your image to align it correctly.  Press, and hold your mouse button to drag the image to the best location in your document.  If your image still does not fit causing the text on the right to be moved or the document to spill over to a second page, try going back and changing the image size.
46. To close the Clip Art Gallery to the right of your document, click the Insert tab then the Clip Art button to turn it off.
47. You will now add a footer to your flyer.  The Header and Footer looks like a sheet of paper in the middle with a rectangle at the top and a rectangle at the bottom.
48. Click the Insert tab.

49. Click Footer in the Header & Footer section.  Choose the Blank option.  You now have a new tab called Header & Footer Tools with a sub tab called Design.
50. In the Position section, press the Insert Alignment tab.  Click the Right button and then click OK.

51. Key in your first and last name.

52. Just so you are familiar with the option of switching between a Header and a Footer, press the Go To Header in the Navigation section.  Now press the Go To Footer  

53. To leave the Footer, double click inside the document area.
54. You have already saved the file for the first time; now press the Disk button to save your changes.

55. Your document is complete.
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