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Topics Covered:

· Creating a blank publication

· Changing margins

· Using autoshapes

· Formatting autoshapes

· Inserting text boxes

· Adding text

· Word Art

Formatting backgrounds

· Week 2

Business card from a blank publication
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Open up the desktop publishing application, select Blank page sizes from the list and then select Business card from the options.
Choose a landscape business card with margins
Close down the format publication menu so that the business card takes up the whole screen

Save this publication to your DTP folder with the name Quickcopy card

Open the Arrange menu, and select Layout guide
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Adjust the margins so that they match the picture above.  They may already be at 0cm, if so, just leave them unchanged
We are going to create vertical and horizontal guides on the card so that we know where to place objects on the card

Step 1:
Position the mouse over the bottom of the horizontal ruler until it becomes a double line with arrows above and below it, hold it down and drag it onto the blank document.  You will see a dotted line
Step 2:
Drag the dotted line until it is at 0.25 cms on the vertical ruler

Step 3:
Release the mouse and the guide will stay on the page

Step 4:
Repeat the steps so that you have a guide 0.25 cms from the bottom of the card, and 2 vertical guides as well at 0.35 cms and 1.5 cms

Your card should look like the figure on the next page
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Now we are going to insert a lightning flash between the 2 vertical guides

In the toolbar along the left of the page, you will see the autoshapes icon.  Click on it, select Basic shapes, and select Ligtning Bolt
Click within the margins, and drag until the shape appears. Then rotate it and change it until it is upright and within the guides

Right click over the shape, select format autoshape and change the colour to grey
With the lightning bolt still selected, go to the shadow icon on your toolbar and select the shadow style 2
Your card should look like the one below
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Insert a text box like the one illustrated below
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Use the wordart tool to type the text QuickCopy, Inc. (select the word art option on the bottom left hand corner)

Drag and resize it until it fits into the text box
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Using the text box frame, draw another frame underneath the title which should be 1 cm wide and 7 cms long.  Type the following text into the frame
1100 LakeFly Road, Oshkosh, WI54904

920-555-8870.  FAX 920-555-6698

sendme@yahoo.com

The text should be size 10 and Times New Roman
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Insert a smaller text box in the middle of the card along the bottom guide and enter the text 

Student Name

Customer Representative

Insert your own name instead of student name, centre the text and make the last line bold
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Finally, change the background of the card so that it has the speckled effect. (go to Format, background and select speckled from the list)
Save your document and close down the publication
Text box should appear here
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