Exercise Sale
1. Start Word if necessary.

2. Create new document.

3. Save the file as “Sale”.

4. Insert new WordArt. Click on Insert, point to Picture, click on WordArt.

5. Chose WordArt No. 3 (Click on 3rd in the first row).

6. In Edit WordArt Text type: Sale
7. Select font Courier New, size 80, click OK

8. Click anywhere on your new WordArt, observe new WordArt toolbar that appeared at the bottom of the screen

9. Click on Edit Text,  change to Bold face, click OK 

10. Align Center (click on Center icon on the toolbar)
11. Right click on WordArt, click Format WordArt, 
a. Fill red color, 
b. Line Blue, 
c. Weight 2.25 pt.
12. Click on Size tab, 
a. Height 1.88”, 
b. Width 3.85”, (Note: If you cannot select exact size select the closest or type it manually) 

c. Rotation –20, 
d. click OK.

13. Double-click below WordArt to get insertion point blinking in the center, on the Menu bar, click on Table, point to Insert, click Table, number of columns 3, rows 4, click OK.

14. Insert two blank lines between Sale and table (click below Sale and press enter twice)

15. Fill the table as follows:
	Item
	Cost
	Availability

	TV Panasonic 25”
	$300
	October 25th

	Stereo AIWA
	$250
	Immediately

	Car Renault Clio 
	$5000
	End of October

	
	
	


16. Change font for row titles to 22 pt, bold face, Lavender color

17. Add another item of your choice in the last blank row
18. Insert another row (click in the last cell in the last row and press Tab)
19. Add another item

20. Insert two blank lines after the table. Type: All prices negotiable. Change Font size to 14, Bold face, color Green
21. Insert new table with 20 columns and 1 row, in AutoFit Behavior select AutoFit to Contents
22. Click on File, Page Setup, select bottom margin 0”, click OK

23. Type your phone number in the first cell

24. Change text direction to Vertical (right-click the first cell, click Text Direction, select Top-down direction as depicted, 

	Text


25. click OK
26. If necessary resize (increase) table height to fit phone number into one line (by dragging bottom border)
27. Copy and Paste phone number form the first cell to all other cells (Point at the top border of the first cell, when you get down pointing arrow click to select, copy, select all other cells and Paste Cells)
28. Resize by dragging if necessary

29. Drag whole table to the bottom of the page

30. Insert ClipArt of you choice

31. Insert additional text as needed

32. Save changes

