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Microsoft Word Exercise #21: Graphics (WordArt)
WordArt allows you to change the shape and appearance of text in your document.  You may wish to use it to create special effects for your text.  You can make Word Art text appear curved, outlined, shadowed or even three-dimensional.
The creation of WordArt from existing text generally includes the following:

· Selection of text you want to enhance

· Clicking the Insert WordArt button on the Drawing toolbar

· Selecting a style in the WordArt Gallery dialog box

In this exercise, we will be creating a memo from a template in a manner similar to the previous lessons on templates.  We will then format some of it with WordArt.  Let’s pretend that you are an employee in ABC Company, a small company of about fifty people.  All of the senior vice presidents are making plans to throw a surprise birthday party for the company president.  You have been asked to write a memo to all company employees (except of course the president) and distribute it.
1. After booting and logging on to the system, launch Microsoft Word.
2. If the task pane is not currently displayed, select Task Pane from the View menu.

3. Click the link “General Templates” under the “New from template” section of the pane.

4. Click the Memos tab.

5. Select “Memo Wizard” and click OK.

6. Click the Next button to begin.

7. The Professional style in the following screen has been selected by default.  Click the Next button.

8. In the following screen, you are asked to select a title which will appear as the first line (or header) on the top of the memo.  The current title “Interoffice Memo” will suffice so click the Next button.

9. Now we come to the heading fields screen.  Here we insert the date, the memo’s sender and the subject of the memo.  Make sure the checkboxes next to these fields are selected.  Complete the fields with the following:

a. Date: March 1, 2003

b. Name: insert your name

c. Subject: John’s Surprise Party (confidential). 
10. In the Recipient screen, you are asked to identify the people who are to receive the memo.

a. Uncheck the “Cc” (carbon copies) checkbox.

b. In the “To” field, type “All Employees” (without the quotation marks).  Click the Next button when complete.

11. Make all checkboxes in the Closing Fields screen blank.  Click the Next button.

12. Do the same with the Header and Footer screen.  Click the Next button.

13. Now click the Finish button to complete the memo.

14. Click the “Click here and type your memo text” placeholder.

15. Type the following text: “John’s party is scheduled for March 1, 2003 at 5:00 p.m. in the main reception area.  Remember, this is a surprise party so please keep it secret.”
16. Now the fun with WordArt begins.  Type <ENTER> twice.

17. On the Drawing toolbar, find the Insert WordArt button.  It should be along the bottom edge of the screen.  The WordArt Gallery appears.

18. Click the WordArt style in row #3, column #1 and then click OK.  The Edit WordArt Text dialog box appears, displaying the  “Your Text Here” placeholder.

19. Type “Special Guest: His Wife”.

20. Click the dropdown arrow next to size and then select 36.  Click Bold button as well and then click OK.

21. Click just to the right of the word “John’s” in the body of the memo.

22. Type <ENTER> twice.

23. Press <↑> twice.

24. Type the following and pay strict attention to case: “You’ve Been Invited to a Surprise Birthday Party!”

25. Select or highlight this line.

26. Click on the Insert WordArt button again.

27. This time, select the style in row #3 column #4 and click OK.  The WordArt editing dialog box appears.

28. Make the text 12-point bold and click OK.

29. At this point, call your teacher for a grade.

