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Fall Ball
Home tab-font size, font type, alignment, format painter features
Page layout tab-margins, page borders

1. Open the Fall Ball file template.

2. Save it in your user folder as Fall Ball.

3. Select the title and change it to:

a. Centered

b. Font type:  Chiller

c. Font size:  20 pt

4. Select the ballroom, date, and time lines changing them to:

a. Centered

b. Font type:  Bell Gothic Std Black
c. Font size: 20 pt

5. Select the “Music by line” and change it to:

a. Bold

b. Font type:  Bell Gothic Std Black
c. Font size:  18 pt
6. Paint the “Music by” format onto the entire “Admission:  $5” line using the format painter feature.
7. Paint the “Music by” format onto the entire “Costume Contest Judging” line using the format painter feature.

8. Select all the lines in the Costume Contest Judging section and change them to:

a. Align right.

9. Select the Sponsored by lines and change them to:
a. Justified Alignment.

10. Insert a page border to the whole page that compliments the theme—page layout tab:  page border, page border tab.  Change the border to a color if it is not already in color.
11. Insert a piece of clipart, from the clipart gallery--Insert tab:  clipart
a. Select a color piece of clipart and click it to insert it into your document.

b. While the picture is selected go to text wrap square.
c. Adjust the size of the picture by using the corner grabber boxes—this will keep the image in proportion.

12. Insert tab-header: 
a.  Include your name, hour, and date in the upper right-hand corner of the document. 
b.  Double check that your information is not covered by the page border.  If necessary go back to the page border window and decrease the width to about 15 pt.
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