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Horse Camp Brochure Assignment 
 
 

The purpose of this assignment is: 
a. Insert WordArt 
b. Insert a picture 
c. Insert a text box 

 

Preparation:  (Review these terms and readings) 

 Tables Information 

 Inserting and Adjusting Tables 

 Merge cells 

 Choose a new symbol for bullets 

 Dialog box launcher 

 Format Painter 

 WordArt Information (this is new information) 
 
 

New terms:  (Terms are bolded in the steps) 

 Change text to Uppercase (Step 17-18, page 1-2) 
 Change line spacing (Step 23, page 2) 
 Change orientation (Step 33, page 3) 
 WordArt (Step 37, page 3) 
 Text Box (Step 39, page 3 -4) 
 Insert an Image (Step 40, page 4 using Insert Image Information document) 

 
 

Horse Camp Brochure Assignment 
 

1.  Download the file Horse Camp from Blackboard and save it as Horse Camp. 

2. Scroll down to the two tables. 

3. On the first table, select the entire row of the top line, which is the title, (Basic Horse Camp) and 
merge the cells.(HINT:  SEE PAGE 7 OF TABLE INFORMATION HOW DO I ADD A TITLE?) 

4. Change the font of the title to Calibri 16 pt, Bold, and Center 

5. Select the headings:  Weeks, Type, Time, Cost.  Bold and Center the headings 

6. Change the next three lines of the table to Calibri 12 pt.  

7. Adjust the spacing between columns so that there is very little space between the columns, but 
keep all the information on one row. (don’t adjust so much that any column has two rows of 
text in it.) 

8. Apply Steps 3-7 to the second table 

9. Below the first table, Basic Horse Camp, find four lines that start with Supplies Needed. 

10. Bold the first line:  Supplies Needed. 
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11. Select the three items below “Supplies Needed.”  You are to create a bulleted list using a star 
bullet.  A star symbol is found under the font called Wingdings 2.  It is on the 12th row down 
from the top.  Choose one of the star examples.  (HINT:  CHANGING THE BULLET SYMBOL CAN BE FOUND ON 

PAGE 4 OF THE COLUMNS, BREAKS, BULLETS, SYMBOLS, NUMBERS INFORMATION THAT IS IN THE EXTRA HELP FOLDER FOR 

WEEK 3.) 

12. Apply the star bullet to the three items. 

13. Below the second table, Advanced Horse Camp, is a similar list of Supplies Needed.  Bold the 
heading “Supplies Needed”.  

14. Select the list of five items below the heading.  Apply the same star bullet to this list.  Since you 
added the star to the bullet list, just select your choice from the Bullet Library by clicking on the 
down-facing arrow next to the bullet icon and choosing the symbol you want. 

15. Find the phrase “About our horse boarding” just below the second table’s supply list 

16. Select the title and apply Trebuchet 14 pt. Enter after this text. 

17. Change text to UPPERCASE. To quickly change to all capital letters without having to retype and 
with the phrase still selected, click on the HOME tab and find the Font group.  On the top row of 
icons in that group find the capital letter “A” and the lower case letter “a.” (Aa).  (See illustration 
below and to the right.) 

18.  A pull down menu displays. Notice the options in this  
pull-down-menu as they may be handy in the future.   
Click on UPPERCASE option.  The title will now be all in  
capital letters.  (Click anywhere in the white space of the  
page to remove the highlighting of the text.)” 

19. Select the line “Responsibilities of boarders.” 

20. Underline, Bold and change the font to 12 pt.  Enter once after the text. 

21. Select the four items following the text.   

22. Apply a bullet of your choice to these items. 

23. Change line spacing to 1.5 inches.  Continue to have this group 
selected and apply a 1.5 inch spacing.  To do this, click on the HOME 
tab, find the paragraph group and click on the dialog box launcher.  
(See illustration to the right.)   This is the paragraph dialog box. 

a. Find the “line spacing” box about 2/3 of the way down. 
b. Click on the down facing arrow on the right edge of the box. 
c. Choose 1.5 lines. 
d. Click OK at the bottom of the box. 
e. The listing is now spaced without having to enter after each 

line. 

24. Select the title once again “Responsibilities of boarders.” 

25. Click once on the Format Painter. 

26. Apply this same formatting to the text:  “We supply.” 

27. Enter after that line. 

Down-facing 

arrow 

Upper case 

option 

Down facing arrow 

Icon for Uppercase 

Click OK 
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28. Apply the Format Painter to the list following “We Supply.”  First select one line from the 
bulleted list following “Responsibilities of Boarders.” 

29. Click on the Format Painter.  When the ‘paint brush’ appears use the mouse to select all the nine 
lines below “We Supply.”  All those lines should now be bulleted. 

30. Next return to the top of the page. 

31. Select all the information in the first three paragraphs.  (Do night include the paragraph that 
begins with “Below are charts.... 

32. Apply a Calibri 12 pt. font to the paragraphs and apply lines spacing of 1.5 inches to all three 
paragraphs (See step 23). 

33. Change orientation.   Click on the PAGE LAYOUT tab and find the Page Setup Group.  
a. Click on the icon labeled “orientation.” 
b. Choose landscape. 

34. Select the entire document – all three pages. 

35. . Put the selected text in two columns. When completed, there should now only be two pages. 

36. Turn on the Show/Hide key. 

37. It is important at this time to look at the WordArt Information. 

38. WordArt.  On the second page at the top of the third column, click on INSERT tab and find the 
Text Group on the far right side. 

a. Find the icon for WordArt which should be labeled. 
b. Choose any of the designs that appear.   
c. A box appears with the words “Your Text Here.” 
d. Type:  Rolling Winds Farm in the box.  The phrase may take up two lines but you will be 

making changes to that box. 
e. Your WordArt might end up on the first page.  Click in the top right corner after a four-

headed arrow appears and drag the WordArt to the position at the top of column two 
on page 2. 

f. A Drawing Tools toolbar appears.  From the information in the WordArt Information, 
create WordArt at the top of the second column on page two  You may have to adjust 
the size, you can use any color or effects for the text and/or the text box.   

g. Rolling Winds Farm must be within the margins of the column and should be on one 
line, not two lines. 

39.  Create a text box.  Click on the INSERT tab and find the Text group.   
a. Click on the icon labeled Text Box. 
b. From the pull-down menu, choose Draw Text Box near the bottom of the list. 
c. As you move the insertion point to the page, a large plus sign appears.  This is the text 

box feature waiting to know where to put the text box. 
d. Click underneath the letter “R” for Rolling and begin to extend the text box drawing 

down the column until it is about 2/3 of the way down.  Release the mouse.  A text box 
appears. 

e. The text box has circles on the sides and on the corners.  These circles (just like the text 
box for WordArt, allow you to adjust the shape of the text box. 

f. From the WordArt Information, find the section on Height/Width.  That section 
indicates where this feature is and how to adjust the size of the text box. 



CAPS 111 Horse Camp Brochure by Fran Wells is licensed by CC –BY 4.0 Page 4 
 

g. With the text box selected, make the Height about 3.74 inches and the width 4.07 
inches. 

h. Insert a second text box by following the step 39 a.-c.  This text box placement will be 
directly below the previous text box.   

i. See illustration below.  This is the second page of the brochure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

40.  Insert an image.  Follow the steps in the Insert a Picture Information document to add a picture 
to the brochure. 

41. Place the following information in the 2nd text box.  You may need to adjust the two text boxes 
to make everything fit.  Additionally, use “NO SPACING” from the HOME, styles menu for all of 
these lines. 

Rolling Winds Farm 
Owners:  N & J Brown 
234 Horse Alley Lane 
Groton, NY   13073 
Phone:  607-329-3456 
Email:  RolingWindsFarm@gmail.com 

42. Select Rolling Winds Farm and increase the font size so it is larger than the rest of the 
information. 

43. Select Rolling Winds Farm, to the end of the email address and change the Font Color to Blue. 
44. Select Phone: and Email: and make them green 
45. Center the information in this text box. 
46. Using Shape Outline (See WordArt Information) make the outline of the text box thicker by 

using the Weight of 1 l/2. 
47. Using Shape Outline, change the outline around this text box to a color of your choice.  
48. Remove the outline around the picture using the Shape Outline feature.  (See WordArt 

Information for removing lines.) 
49. Re-save this document as “Horse Camp” to your storage device and submit it through 

Blackboard by following the instructions in Overview 4 for submitting assignments. 
50. If this brochure was printed front to back, it could be folded in half and it would become a 

brochure. 
51. If your instructed to print this document, or if you just want to see how it looks, Click PRINT. 

Placement of 1st text 

box.  Size approximately 

Ht. 3.74” and width. 

4.07” 

2nd text box. Ht. 1.25”, 

width 4.05” 

mailto:RolingWindsFarm@gmail.com
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52. Hint:  Sometimes when pages are printed front to back, the information is upside down on one of 
the pages.  Usually there is a choice of flipping either the long side or the short side.  For this 
project, you would use the short side.     

 
 

Rubric 
Check the rubric below to be sure you have completed all the tasks. 

 
 Section of 

Brochure 
Description Points 

Possible 

Basic and Advance 
Horse Camp Tables 

Merge cells for title 2 
Headings centered and bolded 2 
Font change to 16 pt. 1 
Columns size adjusted 3 
Headings bolded  1 
Bulleted list, headings bolded 2 
Star bullet used on lists 3 

About Our Horse 
Boarding 

Font change to Trebuchet 14 pt. 1 
Heading in all capital letters 1 
Two headings changed to Font Calibri, 12 pt  1 
Lists bulleted with your choice of symbol 2 
All information spaced 1.5 inches 3 

Three paragraphs 
about Rolling 
Winds Farm 

Font change to Calibri 12 pt. 1 

Line spacing changed to 1.5 inches 
2 

Overall 

Orientation changed to Landscape 3 
WordArt added 3 
Two text boxes added 3 
Picture in one text box 3 
Contact information in other 3 
Overall appearance of brochure as far as 
balance and placement 

3 

Total 45 


