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This tutorial will show you the steps to create this siniridal Pageant BoutiqueFlyer using

theBusiness Applicationi Microsoft Word

Steps

01: Document Setup @&

02: Margins \ ? 5

03: Page Orientation " < 7))

04: Insert Ovh \ 3);;‘/7’5 :fg’;‘; Z”g' o4 / 5
05: Shape Fill ‘ 7@1"?6"7.43;.4;:8 A -
06: Fill Effects Window Q Fax 567.552. 4655 /’/
07: Fill Effects- Two Colors R
08: Shape Outline Full Sepvice 5
09: Royalty Free Image P”g’ff‘ffé’;"' ly

10: The Text Group Bridal Sales

11: Insert Text Box .

12: Insert Picture Flower Girl

13: Flip Pictue Dresses \ Twenty Five
14: Transparency and Line Prom Gowns Moﬁfg,”éﬁhe
15: Insert WordArt Evem’ng Bride Lines
16: Format WordArt Attive

17: Change WordArt Shape Shoes

18: Fix Truncated Text Tuxedo Rental
19: Fill Effects Window Jewelry o Pl
20: Gradient Filled Text Accessories "

21: Text Box Line Invitations |

22: Shadow Effects 5 \

23: Shadow Color / '.

24: Change Word#A Shape - \

25: Add and Format Text e

26: Save File Em—
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For Printing Flyers we RecommeiitkzenPrinters
iTezen Phaser Printer & Repair

Their high volume low cost per page printers

are perfect for producing flyers at low cost!

If there is anything that is unclear to you, or you spot any mistakes,
please send email feedback@flyertutor.comSuggestions are always welcome.
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Step 01: Document Setup

Haome Insert Page Layout References Mailings Review View Letter
3.5 x11°

Executive
To begin, go to th&ibbon and select thPage Layout Tah 720
Ad

Click on Sizeand selectetter from the drop down menu. 8.2 1169
AS

5.83" x8.27"

O J OO (L

#10 Envelope
412" x9.5

Monarch Envelope
387175

#6 3/4 Envelope
362" xA.5

DL Envelope
433" x8.67

C5 Envelope
.37 x9.01

Choukei 3 Envelope
472" x9.25

Choukei 4 Envelope
3.54" x5.07

More Paper Sizes...

Step 02:Margins

;“jﬂpﬁma' . Botiom: 1- Click onMargins and selecNarrow from the drop
Left: 1 Right: 1° down menu.
L
Marrow
Top: 0.5° Bottom: 0.5°
Left: 0.5 Right: 0.5
Moderate
Top: 1’ Bottom: 1°
Left: 0.75° Right: 0.7%
Wide
Top: 1’ Bottom: 1°
Left: 2 Right: 2
L
Mirrored
Tap: 1’ Bottom: 1°
Inside: 1.25 Cutside:1”
Office 2003 Default
Top: 1 Bottom: 1°
Left: 1.25 Right: 1.2%
Custom Margins...
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Step 03: Page Orientation

Go to thePage Setup Groupand click on
Orientation. SelectPortrait from the drop

down menu.
é Portrait
— Landscape

Recently Used Shapes
ENNOOODAL LG
LIRS

Lines

SNSNTLL T LG g
Basic Shapes
EOOUCO®AMNO OO
OfOO0OO@AY G
€ ~O)oa0 )4 >

Block Arrows

DAL SLrR IS
€ dvnpD » RN
4{} {} d:‘_&

Flowchart

OO0 ay
ODCNRP X ¢ AVED
QEOO

Callouts
(N 0 o 0 o P Iy O e T
AT AT g 10 A0 AD dO

Stars and Banners
nERE A v @ 8 8 g AR )
TERI

c{} Hew Drawing Canvas

Microsoft Word 2007 Tutoriat, Bridal Pageant Boutique Flyer

Page Layout

L Ir=5] |
Margins Orientation Size Columns

- v

v-—;{ Breaks ~
=) Line Numbers ~
b~ Hyphenation ~

Page Setup

Step 04: Insert Oval
We will draw an Oval Shaped Background.

Go back to th&kibbon and select thénsert Tab.

Go to thelllustrations Group . SelectShapesto
open up th&Shapes Window

elE [
Vial| L] 2 ik
Picture Clip  Shapes Smartart Chart
Art -
lustrations

Select theDval
underRecently
Used Shapes

Hold down the Left mouse button and wdrthe Oval
on the Page. You will notice that tRebbon has
changed to th€ormat Tab which showcases the
Drawing Tools.

. The Oval should take up
most of the page.

. 8 Blue Shapesppear
\ around the Oval. You can
| use any of these to resize
the Oval if needd.
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Step 05: Shape Fill
2 _ While the Oval is still
Shape Fill =

o Shane Outiine ~ selected, go to the
. . . . . - T ="ERe R Format Tab > Shape

* ¥ change shape - grvias Group

Shape Styles P
Theme Colors
Click on theDown Arrow on the right side of th8hape Fill Icon i EEENEE
ER I
No Gradient
A drop downColor Menu will I I I I I I I I I
appear. Seledéradients, which :‘;““a“‘ C°'°'5. e
Light Variations will open aGradients Presets _
' [ ] ‘ Window. fe Fil
‘ . 22 More Fill Colors...
=1 From here seled¥lore Gradients | k&l Bicure..
I _ I which will open up théxill |] Gradient _
Effects Window. & Tedure v
Pattern...
k I ‘
Dark Variations
More Gradients...
Step06: Fill Effects Window
You should automatically be in the | 7" &ees
Gradient Tab, which is the first tab of | |{cradient || Texture | pattern | Picture |
this window. Calors
) One color
In the Color SectionselectTwo ) Two colors
Colors. ) Preset
This will change the&olor Sectionof Transparency
theFill Effects Window to include2 From: ¢ [] Vo B
Drop Down Color Menus. o i S o =

Shading styles Variants

() Horizontal

() Vertical

i) Diagonal up

() Diagonal down Sample:
() From corner ElZl

() From center

Rotate fill effect with shape
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Step 07: Fill Effects- Two Colors
Select theDown Arrow for

Fill Effects L% =Sl color1 and selectwhite” from
‘Gradient | Texture | Pattem | Picture | Theme Colors and select the
Colors Down Arrow for Color2 and
) select'Yellow" from Standard
() One colar Color 1:
(@ Two colors E Colors.
e Coler 2 In the Transparency Section set
=] From to "100%" andTo to
Transparency "0%" .
From: « v 1009 |2
T <[ v o = In theShading Styles Section
selectDiagonal Down
Shading styles Variants
) Horizontal To theRight of this will be the
) Yertia Variant Section. Of the4
| s E::gz::: iwn Sample: Variants, select the one on the
 From cormer Bottom Right. You will notice this
- change reflected in th@ample
() From center BOX. o
Rotate fil effect with shape
Then select the
o« || cnel || Check Boxfor |

"Rotate fill
effect with shape”. Click OK.

The Gradient Filled Oval should look like this:

Step 08: Shape Outline
Now to remove th&hape Outline select thé@val and go back to th&ormat Tab > Shape

Styles Groupand select th®own Arrow to the right side of th&hape Outline Icon =

Theme Colors

This will open theColor Menu. SelectNo Outline. B EEEEEE

There you have it, &radient Filled Oval Background.

Standard Colors

HE EEEEN
Mo Cutline
18 More CQutline Colors...
= Weight 3
=22 | Dashes 3
[
Pattern...
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Step 09: Royalty Freedmage
Next add an Image to the document.

Here | downloaded the Image oBaide from www.Clker.com, which is a
site where you can downlo&byalty Free Clipart.

You can also check omtww.Public-Domain-lImage.com
OpenClipArt.org , andwww.PublicDomainPictures.net

Step 10: The Text Group
In Adobe lllustrator , Adobe Photoshop OpenOffice Draw, Inkscape, Corel Draw and
Microsoft Publisher, you are able to freely move an Image anywhere on the canvas. Tt
also possible iMicrosoft Word as long as you first place the Image withihext Box.

To Insert aText Box, go back tolte Ribbon

and select thinsert Tab. Then go to th&ext

Group and se

lecText Box.

Step 11: Insert Text Box

ARJRE

Text
Box~ Paris~ x

Built-In

[
—
S
—
e

Simple Text Box

Alphabet Quote

Alphabet Sidebar

Annual Quote

Annual sidebar

Austere Quote

Austere Sidebar

Drraw Text Box

=

Braces Quaote

Eraces Quote 2

| v

b

‘ﬂ &% Signature Line -

Quick WordArt Drop
':_'__::\- bﬂ ':Il':l_ll:_'ct 2

Text

j?:j Date & Time

TheBuilt -In Text Box Window
appears.

To the bottom of this window, you will
seeDraw Text Box.

Select it, then hold down the Left Mou:
Button and draw th&ext Box on the
screen.
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Step 12: Insert Picture EE =)
TheRibbon will change to thd-ormat Tab. Go back to <all | Kb I‘I}" Zﬁ n
thelnsert Tab and click on thdicture Icon in the Picture| Clip Shapes SmartArt Chart

lllustrations Group . o i t, 1
LSTrations

This allows you to insert a Picture from File. It opens upnisert Picture Window, where
you can select your file and then clizisert.

Be certain that your images are in a format that will be
recognized by Microsoft Word. These images are savet®

r,f'f k (Portable Network Graphics) Format.
ﬁ@&’{?ﬁ Once the Image has been inserted, Resize it by selecting on
) - | theCircles and holding down th&Ctrl* and"Shift" Keys

| together, so that you don't get a disproportionate Image.

- You will notice that the image f&cing the wrong direction. To
. ) correct this we need to Flip it.

Step 13: Flip Picture
With the Image selected, go to thermat Tab > j

% “.:,J; Bring to Front = |= Align -
Arrange Group. By send to Back - 12 Group

Pasition
Click on theRotate Iconto open a drop down menu. ~ B Text Wrapping - | Sk Rotate -
SelectFlip Horizontal . Arrange
Sk | Rotate Right 90° N
42 Rotate Left 90° The Flipped Image will look —
= | Flip Vertical like this: ﬁf
Jh
4k Flip Horizontal Ir,..f_ ?““_\.
Mare Rotation Cptions.., H{L I,A
wz ’
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% Cut Step 14: Transparency and Line
22l Copy Select theText Box, then Right click over it to reveal another
A paste menu. Seledformat Text Box. This will open thé=ormat Text
e Box Window.
Grouping *
i d Format Text Box T@'
i'a:fn‘:',-‘-:f,;:_': sce | Layout | mcnre | Textsox | AxText |
Set AutoShape Defaults =
9, Format Text Bax... o el
In theColors and Lines Tah go '_‘ =T o 7]
: : I - | e -
to theFill Section and set g B e, =
Transparencyto "100%" . — I
In theLine Section click on the
Down Arrow for Color and
selectNo Color from theColor
Window. Click OK.
The Image now has a
Transparent Background.
L [ O ] Cancel |
=~
Selecting the Image for moving may battd tricky, since you can only
T move it when itsText Box container is selected, which should look like

" this.

Step 15: Insert WordArt

Go back to thénsert Tab, to insert anothefFext Box. Once this is done, remember the

Ribbon will change to thé-ormat Tab.

A =
Go back to thénsert Tab again, look for the J g

Text Group and select thgvord Art Icon ,
which will open up aVord Art Style Menu.

el gortAT wordae Wordhel Woraard ;T
Whrdirt WordArt Wordhrt moraace Weellied £ W
Hﬂl"m werdan -Worclet Vo A

Woddrt WinlAre Mardlt Wil sl ;%

!JMFE‘NWIW ;h |

4

Text Quick WordArt Crop
Box~ Parts~ v C
Text

SelectWord Art Style 1.
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Step 16: Format WordArt

Edit Worddrt Text
Eonkz

T Arial Black

Text:

Your Text Here

This will open up thd=dit

S5 Word Art Text Window .

Size:

w

# B start typing the text
"Bridal Pageant

Boutique".

Click thelst Down
Arrow to choose &ont.

In this case thé&ont is
"Advert" which is a Free
Font that was downloade
atwww.FontFreak.com

Click on the2nd Down
Arrow to change the

| Font Size Set it to "48".
Click Ok.

TheWord Art Text should look like this:

Bpidlal Pagednd Feninng

To make thel'ext Box appear invisible, repe&tep 14for Transparency and Line.

Step 17: Change WordArt Shape
Select the Text, click th€hangeShape Iconfrom theWord Art Styles Group.

& Change Shape ~

ge Layout References Mailings Review View Format
I't " W <4 Shape Fill =
o o -
Wl M pordd,, w.I‘III'[ Wordart = - [ shape Outling -
v
= _,':','._l."h.ﬂ.ngr Shape -

Wordart Stydes

Follow Path
Warp

l o M N e A
AR A @ P W PN
R
AV @#NY N\
COAVAY
@GO

This will open up a drop down menu.

Select theArch Up (Curve), which is the second shape
underFollow Path.

Some of the Text will appear to be cut off.

Don't be alarmed, we will take care of it irethext step.
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Paged of 15

e,
“= Futor.com

www.flyertutor.com


http://www.fontfreak.com/

Step 18: Fix Truncated Text
The Text will be surrounded byRectangle
that has? Squaresand4 Rectangleson it.

Move your cursor above the Rectangle unti
you see & Pointed Arrow.

Click again and th&®ectanglearound the
Text will change to jusé Squaresand4
Circles.

Move the cursor over th®quareto the
Right.

When you see 2 Sided Arrow, hold down the mouse button and drag outward to widen
Rectangle

The Text will now be all visible. This step will have
to berepeated whenever any change is made to th
Text.

S

Step 19: Fill Effects Window
To add theGradient, right click over theNordArt Text and
selectFormat WordArt from the menu that appears.

This will open thé=ormat WordArt Window .

In theColors andLines
Tab, in theFill Section,
click onFill Effects, which
will open theFill Effects
Window.
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