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Creating a Letterhead Design
Have you ever wanted your own letterhead design at the top of your writing paper?  Well now you can, and this exercise will show you how to create your own design.  Well, you’ll use clipart actually, but if you truly wanted to, you could create your own image too.  Carefully follow the steps below.  If you make a mistake, freeze!  Right at that point is the time to correct it.  If you keep on working, ignoring the mistake, things will likely get worse, not better.
Exercise 1

1. Start Microsoft Word.
a. Change the font size to 20.  To do this, perform these steps:
Click the move handle on the Formatting toolbar and drag the entire toolbar straight down about a ½ inch, then over to the left.
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Your toolbars should now be arranged like this…
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b. Click the Font Size box arrow on the Formatting toolbar.

c. Scroll down and click 20 in the list.

Changing the Color of Text

We’ll make the color of our letterhead text green.  That’s my favorite color!

1. On the Formatting toolbar, click the Font Color button arrow.  Point to, and click Green on the color palette.  (When your mouse cursor hovers over a color square, a tooltip will display giving the color name.)
2. Type in your first, middle, and last name making sure to use a capital letter at the beginning of each.

3. Press the Enter key on the keyboard.

4. Your cursor should be on the line below your name.

5. Press the Enter key on the keyboard one time.  This puts the cursor on the next line down.
6. Now we’re ready to add a graphic image that represents who you are since this is your letterhead you’re creating.

Adding a Graphic

1. IMPORTANT!  Using the mouse pointer or the Up-arrow key on your keyboard, place the cursor on the line immediately below your name.

2. Click on the Insert menu and choose Picture, and then click Clip Art.

If you’re using Microsoft Word 2002 and above, the Insert Clip Art window may display on the right side of your document window.

3. Click the Search for clips text box on the Insert ClipArt window.  Here you will type in a single word that describes you, or is a favorite topic you enjoy.  
4. When you’ve thought of the right word, type it in the Search text box and press the Enter key.

5. From the list of clip-art images, select the one you like best and click the small black arrow beside it and choose Insert from the short-cut menu.

OR… you can just click on the image directly and it will be inserted into your document where your cursor is located.

6. Now you will need to change the size of the graphic.  When you insert a graphic image you need some way to change its size and location.  In the next section we’ll resize the image.
Resizing Graphics
1. Click once on the graphic using the left mouse button.  Clicking on a graphic selects the graphic, or in other words, makes it active.

2. In each corner and the middle of each side of the graphic you will see small black squares.  These are called “sizing handles”.

3. Left-click and drag the upper-right corner sizing handle diagonally toward the center of the graphic until the size of the graphic is about half an inch in size.

4. You should see a faint outline showing the current size of the graphic as you are dragging the mouse.
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Above is an example of the size you should make your graphic.
5. Left-click to the right of the graphic to de-select it.
6. Make sure the cursor is on the right side of the graphic.

7. Click the Tables and Borders button on the Standard toolbar.

8. Click the Border Color button arrow on the Tables and Borders toolbar and select Green from the color palette.

9. Click the Line Weight drop down list arrow on the Tables and Borders toolbar.

10. Click 2 ¼ pt from the Line Weight list.

11. Click the Border button arrow on the Tables and Border toolbar.

12. The border palette will display.  This allows you to add a border to any edge of a paragraph your cursor is currently located in.
13. Click the Bottom Border button. This adds a border to the bottom of the paragraph containing the graphic.
14. Before we do anything else we want to change the text color back to black (or Automatic).

15. Press the Down Arrow key on the keyboard.

16. Click the Font Color button arrow on the Formatting toolbar and choose Automatic (black) from the color palette.

That’s it!  You’ve created a letterhead.  It’s not that tough is it?
End of exercise.
The vertical grey bar is the move handle.  The move handle separates one toolbar from another.





This is the Standard toolbar.  Only part of it is showing.
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