Career Blazers Exercise:
1- Go to Start, Programs, Microsoft Office, Microsoft Word. OR click the Microsoft Word icon on the desktop screen. Open Blank Word Document. 

2- On the Drawing Toolbar on the bottom of the page (if there is no Drawing Toolbar showing, click VIEW, then TOOLBARS, and click DRAWING). 
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3- Click AUTOSHAPES button, then “Stars and Banners”, and then pick the banner that is 2nd from then left on the bottom row (called Horizontal Scroll). 

4- If a bigger “AUTO SHAPE box” appears, go to EDIT, then “Undo”. The cursor should be a little X. Now click the cursor where you want to begin your banner. Hold down the mouse button and drag the banner to the size and shape you want. 

5- Click the mouse in the middle of the banner and then RIGHT click the mouse and click on “ADD TEXT”. 

6- Type “Career Blazers”. Highlight it by clicking the mouse in front of the first word and holding the button down as you move over the words. Then go to FORMAT on the top toolbar, then to FONT. You will see an alphabetical list of “fonts” (types of handwriting). Scroll down to the “B’s” and find “Bodoni MT Black” (if that font is available. If not, pick one that you like) and click on it to change the font. Then change the size to 48 pts., change the color by clicking on the drop down arrow next to “Font Color” box below the “Font”. Click on a color box. Then click OK. CENTER ALIGN it by clicking the icon on the toolbar. 
7- Go to INSERT on the top toolbar, then to PICTURE, then to CLIP ART to find a picture that expresses your document (for instance, if your desired career is a chef, use a cooking picture, etc). In the Clip Art dialogue box, type a keyword that describes the picture (Careers, ex. Cooking, drivers, computers, etc) you are looking for in the “SEARCH FOR:” field. Click GO.

8- Scroll down to find a picture you like and double click it to insert it in the document. 

9- Click on the picture in your document to “Highlight it”. Resize and move it to where you want it. Resize it by holding the cursor over the corner boxes till you see the arrow. Click and drag the picture. 

10- Hit ENTER to move down the page. Type: “Thousands of Successful Careers”. Hit ENTER and type: “Individual Training Programs”. Hit ENTER and Type: “Our Graduates Succeed”. Hit ENTER and Type: “Direct Experience”.

11- Highlight this little paragraph, Go to FORMAT, FONT, then click TAHOMA, 24 PTS, BOLD, and make the color PURPLE. Click OK. Then make sure it is LEFT ALIGNED.
12- Leave it Highlighted. Go to FORMAT, BULLETS AND NUMBERING. Then click on the numbers tab. Pick a style you like. Click OK. 

13- Leave it highlighted. Go to TABLE on the top toolbar. Click SORT. Check ASCENDING. This will alphabetize your list.
14- Hit ENTER a few times. Type the contact info. Highlight it. CENTER ALIGN it. Go to FORMAT, FONT, make it Tahoma, BOLD, 12 pts., and make the color white. Click OK. CENTER ALIGN it. 

15- Go to FORMAT, BORDERS AND SHADING. Click on the SHADING TAB. Pick a color (purple). Then under that, where it says “STYLE”, scroll down the list and pick one you like (Trellis maybe?) click OK. 

