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Your Local Event

(Playbill Title(
Day, Time

Address Line 1

Address Line 2

Optional telephone/website

Games  Prizes  Hot Dogs  Cotton Candy

How we created the flyer

You might want to print these instructions so that you can read along as you examine the flyer on the first page. Look at the flyer in page layout view (on the View menu). Also, display nonprinting characters by making sure Show/Hide ¶ [image: image7..pict] is selected on the toolbar. 
Border

We created the star border that outlines the flyer by using a page border. 

To create a border:

1. On the Format menu, click Borders and Shading, and then click the Page Border tab.

2. Under Art, click the design you want.

3. Under Width, click a width, such as 20 point, which determines the size of the border. 

4. Under Apply to, indicate the portion of the document to which the border should be applied. We applied the border only to the first section so that it wouldn’t appear on the instruction pages.

Title

We created the title, “The Amazing 3-D WordArt Headline!” with WordArt. WordArt is decorative text — you type it, and Word turns it into a graphical element. 

To insert WordArt:

1. Press RETURN a few times, and place your insertion point above one of the paragraph markers.

2. On the Insert menu, point to Picture, and then click WordArt.

3. Select a style, and then click OK.

4. Select a font (we chose Impact) and a font size (for example, 36), and then type your text. Click OK. The WordArt is selected in your document, and the WordArt toolbar appears. 

You can use the tools on the toolbar to change the way the WordArt looks. For example, we clicked Format WordArt [image: image2.png]


 to display the Format WordArt dialog box. On the Size tab, we changed the height, width, and rotation. On the Layout tab, we clicked Advanced and changed the Horizontal and Vertical absolute positions to ensure that the art stayed where it was placed on the page. 

On the toolbar, we clicked Free Rotate [image: image3.png]


 and dragged the corners to achieve the effect you see in the flyer. You might want to experiment with these tools yourself to see what happens. Remember, you can always click Undo [image: image4.png]


!

Picture
We moved the insertion point to a paragraph marker beneath the WordArt by clicking next to the paragraph marker. We pressed RETURN a couple of times. Then we inserted the clip art (the man with the mustache) from Design Gallery Live. If you want to use a clip in your document, first check out the Clip Gallery, which is installed with Office 2004 and includes a wide variety of professionally designed images. If you don’t find what you want, connect to Design Gallery Live at http://office.microsoft.com/clipart/. This Microsoft website provides additional clips that you can download.
To insert clip art:

1. Under Add Objects on the Formatting Palette, click Insert Clip Art [image: image5.png]


 under Graphics.
2. In the Clip Gallery, select a category, and then scroll through the pictures until you find something you like. Select it, and then click Insert. 
Or, click Online to open your Web browser and search the online clip gallery. For this flyer, we chose the Circuses clip from the Entertainment category.

When you select the clip in your document, the Picture toolbar appears. You can use the tools on the toolbar to change the way the picture looks. For example, we clicked Format Picture to display the Format Picture dialog box. On the Layout tab, we clicked In front of text so that the picture would overlap the WordArt. We clicked Advanced and changed the Horizontal and Vertical absolute positions on the Picture Position tab to ensure that the art stayed where it was placed on the page. Then we dragged the picture into the position you see on the flyer.

Text

The remainder of the flyer text was typed and formatted on the page. First we clicked beneath the clip art and typed the text. Then we selected the text and chose some of the text formatting options under Font on the Formatting Palette. For example, you can see that we used different fonts, sizes, and colors. 

We also made the following adjustments for the text “Your Local Event” and “Playbill Title.”

· We reduced the leading (the distance between the lines) to 76 points so that the lines would be closer together. To change leading, on the Format menu, click Paragraph. On the Indents and Spacing tab, under Line Spacing, click Exactly and then enter a size—for example, 76.

· We added a shadow to the text. On the Format menu, click Font. On the Font tab, under Effects, select Shadow.

· We reduced the spacing between words to 48 points. To reduce the space between words, first select the space. On the Format menu, click Font. Select the size for the space for example—48.

The pointing fingers on either side of “Playbill Title” and the bull’s-eye symbol separating the words in the last line of text are Wingding characters. To insert a Wingding character, on the Insert menu, click Symbol. On the Symbols tab, in the Font box, select Wingdings. Click the symbol you want, and then click Insert.

Printing Considerations

Click Print Preview [image: image6.png]


 to see how the flyer is going to look before you print it. If the border is cropped, it is probably not within the printable area of the page, and you’ll need to increase the margins. The page border in this flyer is located within the document margins. Your printer also sets its own margins, or “printable area” of the page, which means that it will not print to the edge of the paper. The exact measurements vary by printer type.

Instructions for creating this flyer begin on page 2.





To create a page border, on the Format menu, click Borders and Shading. On the Page Border tab, select the options you want.





To insert WordArt, on the Insert menu, point to Picture, and then click WordArt.





To insert clip art, on the Insert menu, point to Picture, and then click Clip Art.





To format text, type and select the text, and then select options under Font on the Formatting Palette.





To change page margins, on the Format menu, click Document.








Photo credits are listed in the Office for Mac 2004 Read Me file.

