Microsoft Word

Creating an 8 x 11” Certificate

Page Setup (File, Page Setup)

1. Change all margins to 1.5” (do not change the gutter margin)

Border and Shading (select Format, Borders and Shading), 
click the Page Border tab

2. Select appropriate art

3. Change point size to 31

4. Click on Options button

5. Set the border to measure from text

6. Change border margins to 1 - 4 pts

7. Click Ok, Ok

8. Type your text

9. Place your insertion point. Insert an appropriate graphic (Inserter, Picture, From file)

10. After inserting image, (if necessary) resize and format it (Format, Picture. . .)

11. Change line spacing if necessary (Format, Paragraph)

12. Work with text and image until they are nicely arranged on the page.

