LESSON

| Step-By-Step ‘
by

o Open the data file Hillside
.docx. Save as: Hillside-

[your first initial and last

name]1.

e Click before Band Tryouts
on Tuesday. Select Page
Layout>Page Setup>
Columns>Two.

0 Click before Bike Week
Continues at the bottom
of the left column. Select
Page Layout>Page
Setup>Breaks>Page
Breaks>Column.

o ()CHECK) Your screen
should look like Figure 5.40.

6 Select the text The
Hillside High Gazette.
Choose Insert>Text>
WordArt. Select WordArt
Style 9.

6 Select the heading Band
Tryouts on Tuesday.
Choose Home>Styles and
select Heading 1.

o Repeat Step 6 for the other
two headings.

6 €)CHECK) Your screen
should look like Figure 5.41.
Save and close your file.

Lesson 5: Practice It Activities

1

FIGURE 5.40 Text in two columns

Follow the steps to complete the activity.
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The-Hillside-High-Gazette

Band-Tryouts-on-Tuesdayf

Showcff-your-schoolspirit-andyour~musical-
laIentby-joining~the-band!Band-tryouts-will-
be-this Tuesday, from-3:30-5:30- inthe-
Northfield.-Please-bring-your-own-

instrument.

ThevHiIlsideHigh-Band-is-in-needofvall-
musicians,especially-trumpet-and-flute-
plavers.-Band-rehearsalswillhe-heldevery-
Monday,-Wednesday,-and-Friday-afterv
schoolduring»foo(ballseasonAOH-season,-
rehearsalswill-be-held-every-Monday-and-
Wednesday-after-school.1

The-tryouts-will-be-judged-by-ou rband-
leaderMr.-Schaefer,-as-well-as-bytwo-

" g

FIGURE 5.41 WordArt added to page
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Bike-Week-Continuestl

The»Biwcle-Club-wouId-like-to~acknowledge~
theefforts-of-Janet-McSimmons,-Steve-
Yuan,Maggie- Estevez,-Jill-Pierce,- James-

Mazur,-Jason-Trevor,-and-‘{olanda»

Washinglon,who-organized-our-ﬁrstvannuab
Bike-Week.-Theevenbwraps-up-this-Friday~
with-the-competition-finals.-

We-had-greal-turnout-for-aIlthe-rides,-from
spectators-and-panicipan(s-alike.-Leaders~in-
each-category-wiIl{ompete-forthe-grand-
prize—a~freevPedalCo-bike,~helmet,-and-
safety-pads.-Good Juck-to-all-the:

compemorslHere-is-a-listof-events-and-
times-to-beat.
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® Band‘Tryoutson-Tuesdayf
| Show-off-your-school-spirit-and-you r-musical-
talentbyjoiningthe-band 1Band-tryouts-will-
be-this Tuesday, from-3:30-5:30- inthe-
North{ield.-Please-bringyour-own-
instrument.q

The-HiIIside-High-Band-is-in-needof-all-
musicians,especialIy-trumpet-and-ﬂute»
pIayers.-Band-rehearsals-will-be-heldevery-
Monday,-Wednesday,-and-Friday-after-
schoolduring-foolballseason.Offvseasun,-

Bike-Week-Continuesy
The-BicycIe-Clubwould-Iike-to-acknowledge-
theefforts-of-Janet-McSimmons,-Steve
Yuan,-Maggie-Estevez,-]ill-Pierce,~James-
Mazur,»Jason-Trevor,-and»YoIanda-
Washington,who-organizedour-first~annual-
Bike-Week:Theevent-wraps~up-this»Friday-
with-the-competition-finals.-

We»hadgreanurnoul-for-all(he-rides,-from'

Spectators~andvpanicipantSvaIike.»Leaders-in-
eachcalegory-wiIlmmpe(e-for-thegrand-




~ Step-By-Step
by

o Open your Hillside-1 file.
Save as: Hillside-[your first

initial and last name]2.

Select the text shown in
Figure 5.42.

Choose Insert>Tables>
Table>Convert Text to

Table %]

Under Number of
columns, key: 3. Under
AutoFit behavior, click
AutoFit to contents.
Click OK.

In the Table Tools
contextual tab, choose
Design>Table
Styles>More E

In the Table Styles drop-
down menu, choose Table
Contemporary (second
column, third row).

0 In the first row of the table,
change the font size to 14.
In the body of the table,

change the font size to 12.

0 Save and close your file.

()CHECK) Your screen
should look like Figure 5.43.

Lesson 5: Practice It Activities

Practice It Activities

2. Create a Table

Follow the steps to complete the activity. You must complete Practice It

Activity 1 before doing this activity.

FIGURE 5.42 Text to select
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Event -+ Type-of-Bike Time-to-Beat{l
HillsRide - Mountain-Bike-1:05:241
Distance-Ride - RoadBike - 1:42:079
Obstacle-Course  — Hybrid-15:321
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Speed-Ride - Racing-Bike ~ 25:301

FIGURE 5.43 Finished table
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Step-By-Step
b

o Open your Hillside-2 file.
Save as: Hillside-[your first

initial and last name]3.

e Click before the text The
tryouts (see Figure 5.44).

Choose Insert>
lllustrations>Clip Art .

G In the Clip Art task pane,

in the Search for box, key:
pand. Click Go.

Select a clip like the one
shown in Figure 5.44. Close
the task pane.

Select the clip. Under the
Picture Tools contextual
tab, choose Format>
Arrange>Text
Wrapping>Tight.

o Click the graphic and drag
it to the left side of the
second column. Use the
sizing handles to resize the
graphic as needed.

6 E)CHECK) Your screen

should look similar to
Figure 5.45. Save and close
your file.

Lesson 5: Practice It Activities

3. Insert Clip Art

Follow the steps to complete the activity. You must complete Practice It

Activity 2 before doing this activity.

FIGURE 5.44 Clip Art task pane
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Create a new document.

Save as: warev-[your first
initial and last name}4.

6 Create a table with five
columns and four rows.

6 Key the text as it is shown
in Figure 5.46.

Insert a new row above the
first row.

row. Key the text: Yearly
Car Sales (in $) into the row.

Apply the style Heading 1
to the first row.

Apply the style Heading 2
to the second row. Center
the text in both the first and
second rows.

6 Merge the cells in the new

e Use Table Tools to Align
Center Left text in the
remaining three rows.

e AutoFit the table text to
contents.

@ E)CHECK) Your screen
should look like Figure 5.47.
Save and close your file.

Lesson 5: You Try It Activities

4. Create a Sales Table

You are the sales manager at a car dealership and are responsible for presenting
information to your boss on car sales for the year. You need to let her know the
sales from each quarter for the three salespeople that you manage. You decide to

display the information in a table.

FIGURE 5.46 Sales table
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o Open your Hillside-3 file.
Save as: Hillside-[your first

initial and last name}5.

e Click after party. at the
bottom g’@e first column.
Press ENTERI‘

Insert a Text Cycle
SmartArt graphic.

Three arrows will remain.

Key the text shown in
Figure 5.48 into the
diagram.

On the SmartArt Tools
contextual tab, choose
Design>SmartArt Styles.
Select Intense Effect.

0 Delete two text boxes.

0 Resize and reposition the
diagram so that it fits at the
bottom of column 1.

()CHECK) Your screen
should look like Figure 5.49.
Save and close your file.

Lesson 5: You Try It Activities

You Try It Activities

5. Insert SmartArt

The Hillside High Gazette advisor likes your newsletter’s design, but he thinks you
should add another graphic. You decide to add a diagram to the Recycling

Challenge story. You must complete Practice It Activity 3 before doing this activity.

FIGURE 5.48 SmartArt diagram
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