
Lab Work – September 20, 2004
Modifying a Flyer

Purpose: To demonstrate your ability to modify a publicity flyer by formatting text, importing and resizing clip art, spell checking, saving, and printing.

Problem: As publicity chairperson of the Wrightsville Model Airplane Club, you have been asked by club members to use your word processing skills to modify an existing flyer to promote an upcoming model airplane show.

Instructions: Start Word. Use the guidelines below to modify the flyer. You are to format the flyer by making the changes listed below.
Perform the following tasks:

1.
Type the entire text in the flyer below in the document window.

2.
Left-align, bold, and italicize the first title line. Change its font to Times New Roman, and its font size to 28.

3. Right-align, bold, and italicize the second title line, change its font to Times New Roman and its font size to 28.  

4. Change the date in the third title line from Saturday, July 27, 2002 to Monday, September 20, 2004. Change its font to Times New Roman and its font size to 20. Center and italicize this line. Find the next occurrence of the date and change it.

5.
Below the date line, insert an appropriate clip art graphic. Change its height to 2.87 inches and width to 5.53 inches. Center the picture on the page.

6.
Add bullets to the first five paragraphs below the graphic. Change the font of all five paragraphs to Arial and the font size to 12.

7.
Center and bold the sentence that begins, Admission is, and underline the word, free. Change the font to Times New Roman and change the font size to 20. 

8.
Center the last line, which contains the words, For more information call 555-1213. Change its font to Times New Roman and its font size to 14. Bold the telephone number.

9. 
Check the spelling of the flyer.

10. 
Near the bottom of the document, type your name 
11. 
Save the flyer with the file name, Lab Work 1– September 20 in a floppy disk and write your name on the label.

Wrightsville Model Airplane Club…

…Annual Model Airplane Show

Saturday, July 27, 2002

The Wrightsville Model Airplane Club will hold its Annual Model Airplane Show on Saturday, July 27, 2002, in the parking lot at Liberty Hall. The show will include a number of rare collectible toy planes from nearby museums. Model airplane accessory desplays and a swap meet also will be featured.

The show begins at 9 a.m. and will last until 4 p.m. All participants will be eligible for door prizes and comemorative T-shirts. 

Food and beverages will be available.

Join the fun in the “Propeller Race” contest.

Proceads from the show will go towards engineering scholarships at Wrightsville University.

Admission is $2.00 for adults, children 12 and under get in free.

For more information, call 555-1213.

2. The owner of your apartment building has asked you to prepare an announcement about an apartment she has for rent. The name of the apartment complex is Country Walker Apartments. The available apartment is a one-bedroom unit with an eat-in-kitchen.  Air conditioning, heat, and water are included in the rent, which is $600 per month. Pets are allowed.  The unit has a one-car garage.  The complex has laundry facilities on site.  The apartment is located near a large shopping mall, community college, and train station. For more information, call 555-9878.  Use the concepts and techniques presented in this project to create the announcement.  Include a clip art image from the web by connecting to the web before searching for clip art in the Insert clip art task pane.  Use a decorative underline in the announcement.  Use decorative bullet for the body text. Be sure to check spelling and grammar in the announcement. (Page WD 1.71 Cases and Places 5)
NOTE: Your announcement should include headline, clip art graphic, body title, decorative underline and decorative bullets. 
Near the bottom of the announcement type your name. Save the announcement with file name, Lab Work 2 – September 20 in a floppy disk and write your name on the label.[image: image1.png]
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