
Desktop Publishing Lesson 
in MicroSoft Word 

 
Skills you’ll need to know and practice: 
 
9 changing font, style, and size  

 
Type the line: 
 
Word Processing/Desktop Publishing 
 
Highlight the line you just typed.  Change the font to Arial 18, bolded 

 from the toolbar (or from Format menu, choose 
Font) 
 
9 justification 

 

Center the line from above by clicking  
(If you don’t see the toolbar, from the view menu, choose toolbar) 
 

9 Bullets 
 

click on  and type the following words: 
 
apples 
Oranges 
Bananas 
 
9 NUMBERING 
 

Click on  and type the following words: 
 
blue 
red 
white 
 

 

9 tables 
 

From the table menu, choose insert, then table.  Input the number of 

rows and columns needed  click OK. 
type any information (such as names and phone numbers) into table 
cells. 



 
9 clip art  

 
From the insert menu, choose picture, 
then clip art.   Click on a category, such 
as  
 
 
 
 
 

choose a picture and insert .  Resize it by grabbing a handle (black 

box) and drag to the desired size.  To make a graphic easier to place, 
make sure the picture is selected then format/picture/layout/tight, 
then click OK.  The handles are now white and graphic should be easier 
to move and place. 
 
9 footers 

 
From the view menu, choose Header and footer.  Scroll down to the 
bottom of your page to the footer area.  tab twice to get to the right-

hand side and type your name, return/enter once, Click on  to 
insert the date.  Click close on the toolbar when done.   

 
 
(What you just typed will appear in gray after closing, if you do not see 
if from the view menu, choose print layout) 
 
9 tabbing 

 
Tabs are preset every .5 inches.  Use your tab key on your keyboard to 
tab over to 4 inches on your ruler and type the line: 
 
this is tabbing. 



 

 Practice Test 
 1/29/2004 

Recreate this whole document from Practice Desktop…to 
the footer, exactly.  Use  Arial 12 pt, unless otherwise 
noted. 

 
 
 

Practice Desktop Publishing Test 
 
• If you can do this practice test, you will be able to do the Phase II Test
 

Identify the following pictures 
 

 
 
 
 
 
 
 
 
 
 
 
Are these pictures of: 

1. Mountains 
2. Towers 
3. Skyscrapers 

 
Words of Wisdom: 

Inserting clip art/pictures Type all text first on the page
back and insert clip art (pictu

Justifying text (Centering) Type the line first, highlight t
centering tool, OR make sur
back on the left justifying too
finishing typing. 

Changing font styles and sizes Type the line first, highlight t
change. 

 
Test will include: 
• Changing font styles and sizes 
• Changing justifications 
• Inserting clip art/pictures and adjusting sizes. 
• Creating bulleted & numbered lists 
• Creating a table 
• Tabbing 
• Inserting a footer. 
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