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1. Start Word 2007 and open the file 7b_backtoshcool. Save your document as 7b_backtoschool_Firstname_Lastname. Remember to save your file frequently as you work.

2. Insert a footer that contains the file name.

3. Center entire document.

4. Select the five lines below September Dollar Days and convert text to a table, AutoFit to contents.

5. Format using table style Medium Grid 1 Accent 5. Remove Bold formatting from: 24 Count and $1.00 in the first row.

6. Center table and cell contents.

7. Below the last line, insert a table 3 columns x 1 rows.

8. In the first cell, type:
Coupon Special [ENTER] $5.00 off when you spend $50.00
In the second cell, type:
Coupon Special [ENTER] $15.00 off when you spend $100.00
In the third cell, type:
Coupon Special [ENTER] $25.00 off when you spend $150.00

9. Add a second row, merge the cells, change to 12 point, italics and type: *some restrictions apply, see store for details* 

10. Change table border to 1 ½ pt, Blue Accent 1, dashed line. Make sure text color is black, and shade table cells: Aqua Accent 5 80% lighter.

11. Save and print your document.
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