MSWord

Create a poster

Open Microsoft Word® or other Word Processor and enter the following Text.

At first just enter the text line by line ignoring the Formatting and Alignment.



Horsham Australia Day Carnival

26 Jan 2007
May Park Horsham

Free Admission

· Craft Stalls

· Local Produce Stalls

· Kids Rides

· BBQ

· Live Band

· Face Painting

· Raffles
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Print Your Document

e Choosing File > Prin, from the Menu Bar allows you to choose options such as
o Which printer
o How many copies
o Which pages

CA2006\TrainingiHandOut\Wordprocessing PosterZ.dac
BHKxelle, 17032007

i s |awoshpes N NCDJOH A @A - L- A== adf
Page 2 Sec 1 22 AtotSam Ln2¢ Coli  REC TRC BT OV Englsh(aus DK

stan. | Q€ ® o o




 the required text and change the:

Font (Format > Font)
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- e Live Band

- o Face Painting

- « Raffles

Now you can format the Text by Selecting the required text and:

Font (Format > Font)
« Type Face - Times New Roman, ALGERIAN
e Size (Common Unit 72pt=1 inch)
« Style - Bold, Jialics
o Colowr

Text Alignment
o Left Aligned,
o Cenire
o Bullets or Numbering

Add an Image (Picture File or Clip Art)
Tnsert > Picture > ClipArt
« Search for “Carnival” or “Fair” or similar word
« Chose Image and Insert
© Resize Image

Saving Files (File > Save)
Where do you want to save the document to?
« 4 Drive
e C:Drive
« Networked Drives
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Type Face – Times New Roman, Comic Sans MS
· [image: image6.png]Fle Edt Vew Iwet Fomat ook Table Window Help Type aquestion for help 1+ | X

Gl 9 1o0%

v a
uEm
EEO000EEO
Ve Coors.
v
°
i3

33 Atesm Lnil Coll  REC TRC BT OV Englshaus DK



[image: image7.png]12.doc (Read-Only) - Microsoft Word EEX
PFle Bk Wew Iwet Foma Ios Table Wndow telp Type & question for help

DEHSSRITE SRR S0 008 45
B I

- x

S g =

: Print Your Document

B e Choosing File > Prin, from the Menu Bar allows you to choose options such as
o Which printer

o How many copies

o Which pages
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Size (Common Unit 72pt = 1 inch)

· Style – Bold, Italics
· Colour


Text Alignment 
· Left Aligned, 

· Centre

· Bullets or Numbering

Add an Image (Picture File or Clip Art)

Insert > Picture > ClipArt

· Search for “Carnival” or “Fair” or similar word

· Choose Image and Insert

· To resize image click on the handles and Drag 

Saving Files (File > Save)
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Make a new personal folder to put all your files in within the My Documents Folder.
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Print Your Document 

· Choosing File > Print, from the Menu Bar allows you to choose options such as:

· Which printer

· How many copies

· Which pages

My Documents is a good place to save your work as it is normally the Default Folder on the Hard Disk “C:”





Give your new File a meaningful name.





Give your new folder a name





Click New Folder
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