“ColorMasters, Inc.” Exercise Instructions

1- Go to Start, Programs, Microsoft Office, Microsoft Word (or click the icon on the desktop). Open Blank Word Document. 

2- Type:

 “Increase Your Sales”
Highlight it by clicking the mouse in front of the first letter of the first word and hold the button down as you move across the sentence. Then Center Align it (by using the Center Align icon on the top toolbar—hold the mouse over different pictures and read what they do) . Go to FORMAT on the top menu toolbar, then FONT and change the font to Verdana, Bold, and the size to 26 pts. Click OK
3- Hit ENTER on the keyboard to move down one line and type:

 “Make an Impact with Color”
 Again, Highlight it, Center Align it and change the font to Verdana, Regular and change the size to 18 pts. Click OK
4- Hit ENTER again to move down the page. Go to VIEW on the top menu bar, then TOOLBARS and make sure the “DRAWING” toolbar is checked (showing).

[image: image1.png]| @3 %)

e By g N N O O A





5- When you see the drawing toolbar, click on the “AUTOSHAPES” button. Select BASIC SHAPES option, and pick the 3D box, which is 4 rows down, 3 pictures in from the left.

6- Click on the page about where you want to place the box (see example in finished flyer) and hold down the mouse button and drag a box to about the size you want it. After you let go of the mouse button, you can further edit the box by clicking it again and hold the cursor over the corner till you see the arrows, then click and drag. You can also position it by dragging it to where you want it. It takes a little practice to get it right. Be patient.

7- To add the text, click the RIGHT mouse button inside  the AUTOSHAPE and select “ADD TEXT”.

8- When you see the cursor blinking INSIDE of the AUTOSHAPE, type:

 “ColorMasters, Inc.”
9- Highlight it and again, CENTER ALIGN it and then go to FORMAT, FONT, then make the font “Broadway”, BOLD, and make the size 36 pts. Click OK.
10- Click the LINE button on the Drawing toolbar (next to the AUTOSHAPES button). Click where you want to start the line and while holding down the button, drag the cursor to where you want to end the line. (See example on finished flyer).

11- Hit ENTER to move down one line. Type: 

 “Full color documents have a greater”
 then ENTER, and continue typing:

 “impact on clients”
 Highlight the whole paragraph and CENTER ALIGN it. Then go to FORMAT, FONT, and make it “Tahoma”, 18 pts, Bold, and Italic. Click OK.
12- Repeat step 10.

13- Go to Table on the top toolbar. Go to Insert, Table. When the dialogue box opens up, put in 4 next to “Number of Columns” and 5 next to “Number of Rows”.

14- Click in the first box and type what you see in the example in each box (See finished flyer--Size, etc). Don’t worry that it is too bog or doesn’t look right, we will fix that! To move through the boxes, either click in each one, or use the “Tab” button on the keyboard to move through them. Highlight the whole table and go to FORMAT, FONT and make it TAHOMA, 16 pts, REGULAR. Click OK. Go back and highlight only the first line, make it BOLD and 18 pts. 
15-Hit ENTER to move down the page. Type:

 “Five Reasons to Use Our Service”
Go to FORMAT, FONT, change it to TAHOMA, 16 PTS, BOLD. Click OK.  UNDERLINE it by clicking the little U with an underline on the toolbar. 

16- Hit ENTER. Go to FORMAT, COLUMNS on the top toolbar. Click the picture of 2 columns, then underneath that, click the up arrow to make it “5” columns. Then check the box that says “Line Between” on the right. On the bottom where it says “APPLY TO” make sure “From this point forward” is checked.
17- Click in the the first column and type the appropriate words in each column. Make sure the font is set to Tahoma, 12pts. Regular. The only way to move to the next column is to hit ENTER repeatedly.

18- Go to VIEW on the top toolbar. Go to “HEADER AND FOOTER”. Go to the bottom of the page (in the “footer”) and type the contact info. HIGHLIGHT IT, 

CENTER IT. Go to FORMAT, FONT, and make it TAHOMA, 12 PTS, REGULAR. Click OK
19- Go to FILE on the top toolbar. Click “SAVE AS”. Type your name and click “SAVE”. 

Ta Da!!

YOU’RE DONE!!







