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You can insert decorative text by clicking on Insert - Picture - WordArt 
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Once the WordArt Gallery is displayed, click on the style you wish to use. Click OK. The Edit WordArt Text box will appear. Replace the “Your Text Here” with the words you would like to use. Click OK.
Note: Spellcheck does not work with WordArt.

Your text will appear on the screen. To enlarge 

your text, click in the lower right corner of

the textbox and drag. 

When you click on your WordArt text the 

WordArt tool bar will appear (see below). 

You may use this toolbar to customize your WordArt.
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When formatting your WordArt you can change the inside of the text (fill) by
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To format your WordArt, click on the Format WordArt icon on the WordArt Tool
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When formatting your WordArt you can change the inside of the text (fill) by adding color, gradient, patterns, texture or pictures. You can change the outline (line) by adding color, pattern or weight (thickness of the line). 
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To format your WordArt, click on the Format WordArt icon            on the WordArt tool bar. The Format WordArt box will appear. Click on the dropdown arrow next to Color in the Fill area.
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To use a solid color for your fill, click on
a color sample or choose More Colors.

In More Colors, choose from Standard or
Custom colors.

To use a gradient, texture, pattern or picture 

as your fill, click on Fill Effects.


Depending on which type of fill effect you would like 

to use, click on the Gradient, Texture, Pattern or 
Picture tab. 

Gradient allows you to use one or two colors of 

your choice. You can change the shading styles or 

variants.


Texture allows you to use fills that look like various textures such as marble, wood, water, etc.

Pattern allows you to choose from a variety
of patterns for your fill. You may pick the

foreground and background colors.


Picture allows you to put a picture of your 
choice in as the fill. The picture must be previously saved for this to work. Click on 
the Select Picture button and locate your picture.


WordArt Shape allows you to change the shape of your

text. 
Text Wrapping allows you to place the
WordArt where you want on the page.

(In Line With Text, In Front of Text, Behind Text, etc.)
Edit your text





Format WordArt text





Change Style





To change the fill of the WordArt





To change the color and pattern of the line.





To change the thickness of the line.





Change Shape





Text Wrapping








