SOFTWARE APPLICATIONS 





WORD PROCESSING UNIT

Broadway

1. Create a new file

2. Change all margins to .5” (leave Gutter alone)

3. Insert 3 separate Word Art objects
4. Word Art #1: New York City
a. Once created, right-click, click Format WordArt. On the size tab, change the rotation to 270 degrees on the size tab and the width to 5”

b. Change the text wrapping to “In Front of Text”

c. Move the object to the lower left-hand corner of the page
5. Word Art #2: Broadway Shows
a. Once created, right-click, click Format Word Art. On the size tab,

b. change the width to 6.5”

c. Change the text wrapping to “In Front of Text”

d. Move the object so it stretches from margin to margin and is just above the Y in City from object #1.
6. Word Art #3: Guide
a. Once created, right-click, click Format Word Art. On the size tab, change the rotation to 270 degrees on the size tab and the width to 2”

b. Change the text wrapping to “In Front of Text”

c. Move the object to the upper right-hand corner of the page

7. Draw a textbox using the Drawing toolbar

8. Turn off the line around the textbox

9. Enter the following text using Times New Roman 20-point font, centered

The City of New York

Chamber of Commerce

1234 S. Midway

312.345.6789 ~ http://www.newyork.com

10. Replace newyork (in the web site address) with your first initial and last name
11. Replace the ~ with the music symbol (()

12. Insert two pieces of clipart that relate to the topic

a. After inserting the clipart, change text wrapping to “In Front of Text”

13. Adjust the layout as needed

14. Save the file to your X drive and call it Broadway

15. Set your header

16. Run Spell Check, proofread for any errors, and save it again.

17. Use Print Preview to be sure that the document looks professional and fits on one page. Compare your document to the example on the next page.







