TRANSFORM AN ARTICLE

From: -

Format the Title: The title should stand out, to do this...
From the Home Tab Page:
e Select the title
e Change the Font
e Change the Font Size, the font size should be larger than the rest
of the text in the article
e Make the title Bold
e Add an Underline to the Title

Insert the Date:

e From the Insert Tab Page, choose the Date and Time Command
) Date & Time

e From the Home Tab page - Right Justify the Date and Time

Format the first sentence in the article:
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e From the Insert Tab Page, choose Drop Cap - Dropped £ oreeceostion.
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Change the layout to two columns:
o Select the text you want to include in the two column layout (Note: not
the title or date)

e From the Page Layout Tab Page - Choose the Column command and then
choose two
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Format the Facts:
o Select the list of facts

e From the Home Tab Page add bullets to the list

e From the Home Tab Page give the list a 'box out’ effect by using the

Shading command:
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+ The dolphins around each pier were
designed to withstand the impact of
an 87,000-ton ship.

* Twenty-one steel cables support the
roadway.

+ The cables are coveredin steel
pipes, nine inches in diameter.

+ The pipes were painted a brillant
yellow to reflectits location: the
Sunshine State.

+ Forty-foot-wide roadways run on
elther side of the cables. This design
allows drivers o have unobstructed
views of the water.

+« Tampa is a busy shipping port. To
ensure that navigation would not be
blocked, engineers designed the
bridge to soar 190 feet above the

Example of "box out” effect: water.



