Creating a Flyer

MS  Word Lab Exercise

Scenario or Problem:
Your classroom teacher has asked you to create a flyer for your upcoming “students versus parents” softball game.  The flyer must include an appropriate clip art image.  A sample flyer can be viewed in the document “Softball Flyer.doc”, and on the school web site, www.madisoncampus.org/mce.
Tips for creating flyer:
· Read each instruction carefully and be sure you understand it before performing the steps in that instruction.  If you do not understand it, try using MS Word Help on the Help menu, or press the F1 function key.

· Be sure to choose Edit/Undo if you make a mistake or a change you do not want.

Instructions:

Enter the data (text):
1. Start Microsoft Word.

2. Using your own words, enter the text for the Title of the flyer.
3. Place the Insertion point at the end of the title text.

4. Press the Enter key once.

5. Choose the Font Size box arrow on the Formatting toolbar and then choose 12.

6. Press the Enter key three times to create three blank lines (three empty paragraphs).

7. Enter the text “Madison Campus Elementary” (without the quotes).  This will be the body title.
8. Press the Enter key twice and type a small paragraph giving an overview of the upcoming event.  (e.g. Why you’re holding the event?)

9. Press the Enter key twice and type a small paragraph giving details about the event.

a. Will drinks/refreshments be served?

b. Will equipment be available?

c. Should they bring their own glove?

d. Are there any tips you would like to give them?

10. Press the Enter key twice and type a small paragraph providing the following information: 

a. Date and time the event will be held

b. The location, contact information (who to contact if they have questions),

c. Phone number of the school.

Addling Clip Art:
1. Click the Show/Hide button on the Formatting toolbar to make the formatting marks visible.

2. Place the Insertion point in the second paragraph below the title text.
3. Choose Clip Art from the Insert/Picture menu.
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4. Insert an appropriate clip art image. 
d. Select the image and click the Center align button on the Formatting toolbar.

e. Enlarge the image if necessary to make it proportional to the page.
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5. To save your document, choose the File menu and choose the Save option.  The Save As… dialog window will display.
a. Make sure the Save In: drop down list box, near the top of the window, displays the My Documents folder.  

b. In the Filename text box near the bottom of the window, enter the text Softball Flyer and then click the Save button.

6. Go back over your document to verify you have completed all the steps for this section.

Formatting the Document:

1. Select all of the title text and choose 36 from the Font Size box arrow on the Formatting toolbar.
2. Place the insertion point in the title text and choose the Center align button on the Formatting toolbar, to center the title.

3. Select the body title text and choose 28 from the Font Size box arrow on the Formatting toolbar.

4. Place the Insertion point in the body title text and click the Center align button on the Formatting toolbar, to center the title.

5. Select all of the body text and choose 14, 16, or 18 from the Font Size box arrow on the Formatting toolbar, depending on how well the text fits on the page.  Your flyer will only be a single page in length, so you do not want text continuing onto a second page.

6. Place the insertion point cursor at the beginning of the paragraph listing the phone number for the school.

7. Press the Enter key to create a blank line between the phone number paragraph and the line above.

8. Click the Center align button on the Formatting toolbar, to center the text.

9. Highlight the entire paragraph listing the phone number of the school.

10. Click the Bold button on the Formatting toolbar. 

11. Choose Save from the File menu to save your work.

Your flyer should be complete.  Check your document against the sample document to ensure you have completed all steps.

Detailed instructions:


Click the Insert menu pad on the Menu bar.


Click or hover over the Picture menu option.  A submenu will display.


Click the Clip Art… menu option.





Tip:  Use the Print Preview feature to view the entire document to help with layout.  To do so, choose the File menu, and then select the Print Preview option.  To exit Print Preview and return to your document, click the Close button on the Print Preview toolbar.








