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Choose publication type:   From catalog wizard, click on desired template ( Start Wizard 
Click through Wizard steps: 

· Next ( Choose color scheme ( Answer wizard questions… ( finish.
· Hide wizard

To change text and graphics:

· Click once on text area; begin typing your text.
· Double click picture; choose new picture from gallery. 

Shortcuts:  
· To zoom in/out of publication:  Zoom buttons at top—click + or -

· To move to another page buttons at bottom

To insert a new graphic: 
· Insert ( picture ( clipart
To insert a new text box:
· Click on the large “A” button on the left-hand side tool bar
· Click and drag a box for size of text box; unclick and begin adding text

·                      :  Click on the button with the WA located on the left-hand side tool bar
· Enter text in separate window

· From left to right:  choose text shape, font, size, bold, italic, character size, vertical print, fill text area, justification, character spacing, rotation, shading, shadowing, border.

· Click anywhere outside the word art box to return to regular document editing.

· To return to word art editing, double click word art box.

To insert a table:
· Click on the table frame tool button (grid) located on the left-hand side tool bar
· Click and drag a box for size of table

· Choose number of rows, columns, and format

· Enter text within table

To turn hyphenation off:
· Right-click on text.  Scroll to Proofing Tools – Hyphenation – unclick “Automatically hyphenate...”
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