BBG 114 Section 5

Word Project 2
Due: Tues. 3/02/2010, 10 pm
Setup:

· Using Internet Explorer on a Windows XP computer, go to www.bbg114.com and click on the Word Project 2 File link on the left. 

· Click Save to save the file to a USB flash disk in My Computer.

· Click Open to see the file.

· Save the file in the “.docx” format, with a different name, replacing the word “Draft” with your name.

· Save your work often. See attached to see how the project should look.
Directions:
1. Convert the title at the top of the document into a WordArt graphic.

2. Adjust the size of the WordArt graphic so that it spans the width of the document.

3. Set the three paragraphs below the title in a 2-column format.

4. In the first paragraph, insert a small clip-art graphic showing some type of shirt.

5. Size the graphic so that it is small, about 1.5 inches wide.

6. Set the text-wrapping of the image as Square.

7. Insert a small caption below the figure, saying: Figure 1. Our shirts are certified organic.
8. In the Current Selection list, adjust the price of the second shirt with a right Tab Stop and a dotted leader to match the other shirts.

9. Below the Current Selection list, insert a Wingding Symbol of a pair of scissors.

10. Apply a dotted border below the scissors symbol.

11. Replace every occurrence of “Eco-Tiko” with the name of the company you selected.

12. Delete the blank column at the right of the order form table.

13. Insert a row in the table below the first shirt and add the price data for the second shirt (“Vamping in the Veldt”).

14. Merge the first four cells in the last row of the table. Be sure it says Grand Total.

15. Adjust the alignment of the first row (the column headers) so that the text is centered horizontally and vertically.

16. Apply medium blue shading to the first row and change the text color to white.

17. After the word Street: insert a tab character and a Right Tab Stop with a solid leader so that it matches the lines above and below it.

18. Insert a Shape (Stars and Banners, Down Ribbon) above the right side of the table.

19. Add the following text to the shape: Certified Organic

20. Apply a light gradient Text Box Style to the shape.
21. IMPORTANT: Put your name on the left side of the footer and the date on the right.

How to Submit Your Project:
· Check your work carefully to be sure all the steps were completed.

· Attach the file to an email message and send it to richmalloy@gmail.com before the deadline. Put your full name and the words Project 2 in the Subject line. (If you cannot send email, give the USB drive to your instructor in class.)

Your project should look approximately like this:
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Our T-shirts are made of 100 percent certified
organic cotton. This is a special type of that is
grown the way nature
intended, without the aid
of any pesticides,
herbicides or other
harmful chemicals or
pesticides. Few people
know that approximately
25 percent of the world’s
insecticides and 10
percent of the pesticides
are used in conventional
cotton farming. For each T-shirt you see,
consider that more than a quarter pound of

Figure 1. Our
shirts are certified
organic.

pesticides and fertilizers have been used,
poisoning and altering the environment.

According to fellow retailer Edun Live,
organic cotton farming not only reduces
environmental damage and health risks, but
also helps produce such valuable byproducts
as honey and sunflower seeds. Also, because
organic cotton can command a higher price,
farmers who adopt this technique can raise
their standard of living.

All Eco-Tiko organic shirts are produced in
Africa using cotton that is grown and dyed in
the local environment. When you wear our
shirts, you are not just making a fashion
statement, but a political one as well.

Eco-Tiko T-Shirts — Current Selection

Running thru the Rain Forest, red on brown design, sizes L, XL XXL ....ccccocvvvevriieeernnnennnne $24.99
Vamping in the Veldt, red on green design, sizes M L, XL XXL.....ccccccevveerieenneernneenneennne $27.99
Dancing with Baby Animals, brown on red, $izes S, M, L.....c..cccevvieiieiieciieiieieeieeieeveeeen, $9.99
S

Send this form along with your check (payable to Eco-Tiko) to:

Eco-Tiko Shirts, Inc.
188 Richards Ave.
Norwalk, CT 06854

Please send me the following shirts:

Certified
Organic

Design Price Size Quantity Total
Running thru the Rain Forest $24.99
Vamping in the Veldt $27.99
Dancing with Baby Animals $19.99
Grand Total
Name:
Street:

City, State, Zip:

Rich Malloy, 203-862-9411

February 23, 2010




Word_Project_2_Instructions.doc
2/23/10
Page 1 of 2

