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Create your own personal letterhead!

Directions:  
1. Begin by keying your name on the first line, then your address on the second line.  Please add your e-mail address and your phone number.
2. Then select your name and change the font, font size, and even font style.  

a. Explore! (  I used a larger font for the first letter in the first and last names.

3. Try out the Small Caps feature.  It’s one of the Effects in the Font dialog box. 

4. To add a decorative line, place your cursor anywhere in the first line.  Then select the down arrow next to the borders and shading tool in the Paragraph Ribbon, and select “Borders and Shading” from the bottom of the menu. 
a. Choose a style you like.
b. Select an appropriate width.

c. Click on the buttons in the Preview section so that your line is only at the bottom of the line your cursor is on.
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Apply to the paragraph.
e. Click OK.

5. Add an appropriate graphic.
6. Align your text appropriately.

7. Change the top margin to ½”.
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