Word 2013: In Practice (Chapters 5-8)
Integrated Word Project 4
For this project, you use Word 2013 to create a multipage report for American River Cycling Club. You use many of the styles, building blocks, advanced tables, graphics, and desktop publishing features used in Chapters 5-8.
[Student Learning Outcomes: 6.1, 6.2, 6.3, 6.5, 7.1, 7.2, 7.3, 7.4, 7.5, 8.1, 8.2, 8.3, 8.4]
Files Needed: SeasonalCyclingTraining.docx and ARCC-logo.png
Completed Project File Names: [your initials] Word Project 4.docx
Skills Covered in this Project
Apply a style set.
Apply a theme and theme colors and create a custom theme.
Apply a style.
Change font size and formatting.
Change line and paragraph spacing.
Modify a style.
Create a new character style.
Select instances of a style and replace with a different style.
Insert and modify a picture.
Modify a bulleted list.
Create a Quick Part and Text Box building block.
Insert an AVERAGE formula in a table.
Add a row to a table and merge cells.
Customize text alignment in a table and AutoFit Contents.
Create, customize, and apply a new table style.
Modify cell margins in a table.
Insert a line chart and customize the data range.
Apply a chart style and colors and add a chart element.
Change chart size.
Create, resize, and position a text box.
Insert a custom text box building block and customize the content.
Apply a drop cap and customize drop cap options.

Open the SeasonalCyclingTraining document from your student data files, save it as [your initials] Word Project 4.
Apply a style set and create a custom theme.
Apply the Minimalist style set.
Apply the Circuit theme.
Change the Theme Colors to Green Yellow.
Save the current theme as ARCC theme.
Apply the Title style and modify the Normal style.
Apply the Title style to the title of the document.
Select the title, change the font size to 30 pt., apply bold formatting, and center the title.
Change the Before and After paragraph spacing on the title to 12 pt.
Modify the Normal style to change the font size to 11 pt. and the line spacing to 1.2.
Apply, modify, and update the Heading 1 style.
Apply the Heading 1 style to each of the underlined section headings throughout the document.
Select the first section heading, “Winter Training (Building Base Miles)” and change the font size to 16 pt.
Change the Left indent to -0.2” and the Before paragraph spacing to 12 pt.
With the first section heading still selected, open the Borders and Shading dialog box.
Change the width of the border to 4 ½ pt. and apply to the left side of the paragraph.
Change the width of the border to 1 ½ pt. and apply to the right side of the paragraph.
Click the Options button to open the Border and Shading Options dialog box and change the Left and Right from text spacing to 0 pt.
On the Shading tab in the Borders and Shading dialog box, change the fill to Lime, Accent 1, Lighter 80% and click OK to close the Borders and Shading dialog box.
With the first section heading still selected, update the Heading 1 style to match the selection.
Save the document.
Create a new style and apply to selected instances of a style.
Select “Winter Training” in the first body paragraph (not heading) on the first page.
Use the Font dialog box to apply Bold Italic formatting and change the font color to Green, Accent 2.
On the Advanced tab in the Font dialog box, change Spacing to Expanded by 1 pt.
Open the Styles pane, and with the “Winter Training” text still selected, create a new style.
In the Create New Style from Formatting dialog box, use the following settings for the new style:
Name: ARCC Emphasis
Style type: Character
Style based on: Strong
Font size: 11 pt.
Make sure the Add to Styles gallery box is checked and the Only in this document radio button is selected and then click OK to finish creating the new style.
Select All instances of the Strong style (there should be six instances selected) and apply the ARCC Emphasis style to the selected instances. Close the Styles pane.
Insert, resize, modify, and position a picture.
Place your insertion point at top of the document and insert the ARCC-logo picture [Insert tab, Illustrations group].
Change the width of the picture to 6”; the height automatically adjusts.
Add a Green, Accent 2 picture border and change the border weight to 1 pt.
From the Picture Effects drop-down list, apply the Offset Diagonal Bottom Right shadow.
From the Colors drop-down list, change the Color Saturation to Saturation: 66%.
Apply the Film Grain artistic effect.
Change the text wrapping to Top and Bottom.
Click the Position button [Picture Tools Format tab, Arrange group] and select More Layout Options.
Change the horizontal placement to Alignment to Centered relative to Margin.
Change the vertical placement to Absolute position to 0.3” below Page.
Modify the bulleted list and create a Quick Part building block.
Select the bulleted list on the second page.
Change the bullet to a bicycle (Webdings font, character code 98).
Change the font size of the bullet to 14 pt.
With the bulleted list selected, change the line spacing to 1.0 (Single).
Save the selected bulleted list as a building block in the Quick Part gallery.
Use the following properties for the Quick Part building block:
Name: ARCC Sample Week List
Gallery: Quick Parts
Category: ARCC (Create new category)
Description: Inserts sample week bulleted list
Save in: Building Blocks
Options: Insert content only
Save the document.
Add formulas and modify a table.
Position your insertion point in the second column of the last row, insert a formula to average the values above, and use the #,##0 number format.
As you did in 8a, create and format average formulas in the last row for the third, fourth, and fifth columns.
Select the first column and Align Center Left.
Select the second through fifth columns and Align Center Right.
Insert a row above the first row in the table.
Merge the cells in the new first row and type ARCC Weekly Mileage Guide. Delete the blank line if there is a paragraph mark after the text in this cell.
Change the alignment in the first row to Align Center.
Select the table and AutoFit Contents.
With the entire table selected, change the line spacing to 1.0.
Create a new table style.
Create a New Table Style, name it ARCC table, and select Grid Table 5 Dark, Accent 2 as the Style based on.
Apply formatting to Header row and change the font color to Black, Text 1.
Apply formatting to Total row and change the font color to Black, Text 1.
Apply formatting to First column and change the font color to Black, Text 1.
Apply formatting to Whole table and open the Table Properties dialog box.
Click the Options button and change the cell margins to the following: Top and Bottom, 0.02”; Left and Right, 0.1”.
Click OK to close the Table Options dialog box and change the table alignment to Center.
Click OK to close each of the open dialog boxes and create the new style.
Apply a custom style to a table.
Select the table in the document and apply the ARCC table style.
Check the following table style options: Header Row, Total Row, Banded Rows, and First Column. All other table style options should not be selected.
Select the column headings in the second row and apply italic formatting.
Save the document.
Insert a chart based on data in the table.
Select the second through sixth rows of the table and copy them.
Place your insert point on the blank line below the table and press Enter.
Insert a Line with Markers chart.
Delete the existing data in the Chart in Microsoft Word window, click cell A1, and paste the copied data from the table.
Adjust the chart data range so all data is selected (A1:E5) and close the Chart in Microsoft Word window.
Customize the chart.
Change the chart title to ARCC Weekly Mileage Guide.
Apply the Style 2 chart style and change the chart colors to Color 2.
Add a chart element and insert the Primary Vertical axis.
Select the chart border and change the height to 4.5” and the width to 6.5”.
Insert and modify a text box.
Select and copy the second sentence in the first paragraph of the “Winter Training…” section.
Place your insertion point at the end of the second paragraph in this section.
Insert the Grid Quote text box (this text box might be named Grid Pull Quote).
Paste (Ctrl+V) the copied text to replace the placeholder text in the text box.
Select the text in the text box, change the font size to 10 pt., apply italic formatting, and change the font color to Lime, Accent 1, Lighter 80%.
Open the Format Shape pane and change the Left, Right, Top, and Bottom margins of the text box to 0.05” (Text Options, Layout & Properties). Close the Format Shape pane.
Change the height to 1.5” and the width to 1.7”.
Change Position to Position in Middle Right with Square Text Wrapping.
Create a text box building block.
Select the text box, click the Text Box button, and Save Selection to Text Box Gallery.
Use the following properties for the Text Box building block:
Name: ARCC text box
Gallery: Text Boxes
Category: ARCC (Create new category)
Description: Inserts ARCC text box
Save in: Building Blocks
Options: Insert content only
Insert and modify a text box building block.
[bookmark: _GoBack]Select and copy the first and second sentences in the first paragraph of the “Spring Training…” section.
Place your insertion point at the end of the first paragraph on the second page and insert the ARCC text box.
Select the text in the text box and use the Merge Formatting paste option to replace the selected text with the copied text.
Change Position to Position in Top Right with Square Text Wrapping.
Apply a drop cap to the first letter in the first paragraph of each section.
Place your insertion point at the beginning of the first body paragraph on the first page (in front of “In”)
Apply a Dropped drop cap letter. The drop cap is applied to the first letter only.
Change the drop cap options so the Lines to drop is 2.
Repeat the above process to apply a drop cap to the first letter of the first paragraph in each section.
Save and close the document (Figure 1).
Figure 1 Word Project 4 completed
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