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Microsoft Word 2010 

Work Order #1 
Complete After Lessons 1-4 

 
Work Order #1: 
 
Using the skills you have gained in lessons 1-4, you will be creating a poster. Please use the 
following features to create a document like the one shown below.  
 

 Art Borders 

 Font size and style (your choice of font) 

 Insert picture 

 Text Effects 

 Custom bullets 

 Insert clipart (type in race flag and race car to get similar or same clipart as the 
example) 

 Custom bullets 

 Table 

 Shading 

 Merge 

 Distribute columns 

 Text box 

 Text box shading 
 
 
When finished, print and 
turn in to the basket. 
 
**Make sure to add a 
header! 
 
 


