
Lesson 4 How to use Microsoft Word Your Name:
1) Type your name at the top of the sheet.
2) Click on DESIGN and to the far right click on page boarders and place a color border around this sheet.
3) Highlight the word Lesson above.  Under the HOME TAB look for the icon with Aa click on it and convert this word to all capital letters.  LESSON.
4) Add Page numbers to your document. – Select INSERT from menu bar – Click Page numbers from the pulldown menu.  Select top of page - SELECT PLAIN NUMBER 2 
5) Go to INSERT and choose shapes (1) RECTANGLE – (2) CIRCLE – (3) TRIANGLE.  Create each  shapes individually  in the area called 	WORKING AREA.
a. Click on the following: (1) shape RECTANGLE and change the color to RED and the Outline to BLACK and the with weight to 6pt. --- (2) CIRCLE CHANGE TO YELLOW outline BLACK 6PT. --- (3) TRIANGLE CHANGE TO ORANGE outline BLACK 6PTS.
6) Right click the first shape with your mouse and at the bottom of the pulldown menu choose FORMAT SHAPE click on the Pentagon and choose 3D Format Adjust the width & height to 45.  Repeat this same procedure for the other two shapes.  All three shapes should have width & height to 45.

7) SHADOW:  Right click on the First (1) shape RECTANGLE with your mouse again and at the bottom of the pulldown menu choose Format shape click the Pentagon and choose SHADOW Transparency 21% Size 103% Blur 20pt angle 90 Distance 15 pt. 
8) REFLECTION: Right click on the 2ND shape CIRCLE with your mouse again and at the bottom of the pulldown menu choose Format shape click the Pentagon and choose Reflection Transparency 12% Size 51% Blur 0 pt. Distance 4pt. 
9) GLOW:  Right click on the 3rd (3) shape TRIANGLE with your mouse again and at the bottom of the pulldown menu choose Format shape click the Pentagon and choose color RED Size 25 pt. Transparency 0%
---------------------------------------WORKING AREA-----------------------------------------------
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Examples are shown below
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