

“Specializing in Training and Safety”
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Training Objectives
· We strive to achieve the highest level of education.

· We provide Comprehensive Training in Regulations and Requirements of the Commercial Vehicle Safety Act.

· We provide professional attitudes.

For more information contact us at:

5922 20th Avenue

Brooklyn, NY 11024

718-256-3233

Graphics Exercise Instructions (National Vocational School)

1-Go to Start, Programs, Microsoft Office, Microsoft Word (or click the icon on the desktop screen). Open a Blank Word Document.
2- If not already showing, open the “Drawing Toolbar” by going to “VIEW” on the menu bar at top, then “Toolbars” and click “Drawing”.
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3- Click “Insert Word Art” Icon (a block letter “A”, or hold mouse over each option to see names)

4- Select a word art style by double clicking on one that you like (or click OK).

5-A dialogue box asking you to type the text you want will open. Type “National Vocational School, Inc.”. You can further customize it by changing the font, size, etc.
6- Then type the next line:
 “Specializing in Training and Safety” 
and highlight it to edit it. You highlight it by clicking the mouse in front of the first letter (“S) and holding the mouse button down, scroll over the sentence. It should appear with a black border around it. Once highlighted, you can change the alignment, font, size, etc. First, Center Align it by clicking the “Center” icon on the toolbar above. If you hold the mouse over the icons without clicking it, a box explaining what they are pops up. Use this if you can’t find the right icon. Then go to “Format” on the top toolbar, then click “Font”.  Change the font to Tahoma, Bold and Italic, 20 pts. Click OK. Hit Enter on the keyboard  to move down the page. 
7- Next, Place the cursor where you would like to insert the picture. On the menu bar, go to “Insert”, “Picture”, “From Clip Art”. When the dialogue box opens, type “trucks” or “driving” in the search bar. Once you have found a picture you like, click on the arrow on the right of the picture, then “Insert” or just double click the picture itself.

8- To edit the picture, highlight it by clicking on it once inserted. The “Picture Dialogue Box” will open. From there, you can further edit the picture, crop, etc. To move the picture, drag it to the desired location. To re-size it, hold the cursor over the corner of the picture and when you see a little arrow, you can click and drag the corner to the desired size. 

9- Then type:

 Training Objectives
Highlight it. Center Align it. Go to Format, Font and change it to Tahoma, Bold, 20 Pts. And Underline it by clicking the U with the line underneath it on the toolbar. 

10- Then type:

We strive to achieve the highest level of education.

We provide Comprehensive Training in Regulations and Requirements of the Commercial Vehicle Safety Act.

We provide professional attitudes
Highlight it to edit it. Right Align it. Then go to Format, Font, and change it to Tahoma, Regular, 20 pts.
Add bullets by leaving it highlighted and clicking “Format”, “Bullets and Numbering”, then click on the desired bullet. Click OK. 
11- Skip a few lines, then type:

For more information contact us at:

5922 20th Avenue

Brooklyn, NY 11024

718-256-3233

Highlight to edit it. Go Format, Font and change it to Tahoma, Regular, 14 pts. Center Align it. Then add border by leaving it highlighted, go to “Format”, “Borders and Shading”. Make sure it says “Apply to: Paragraph” on the bottom right. Under the “Border” tab, chose desired border and color. Then under the “Shading” tab, pick a desired style and color. Make sure it is light enough to be able to see the text on top of it. 
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