
 

 

 
*In the Styles group under the Home tab, choose the No Spacing Style option. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
∙∙  TTiimmeess  NNeeww  RRoommaann,,  Center align, Size 36. 

 ∙∙  Font effect Shadow.  

 ∙∙  Press enter twice, to get to new paragraph. 
 
 

 

 
 

 To get to the Font Effects… 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

To use Font Effects, type the 

whole sentence, then go back 

and select the word or letter, 

then apply the effect. 



 

 
  

  

 

 

 ∙∙  Make sure the Shadow effect is off. 

∙ Left align, Size 14 

 ∙∙  ½............................Just type, it will automatically change. 

 ∙∙  H2O .......................2 = Font effect Subscript. 

 ∙∙  Press enter twice, to get to new paragraph. 

 

 

 

 

 

 

 

 

 

 
 
 

 

 
 

 

 ∙∙  Center Align, Size 36. 

 ∙∙  Press enter twice, to get to new paragraph. 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 ∙∙  Left align, Size 14. 

 ∙∙  Success
3
........

3 
= Font effect Superscript. 

 ∙∙  Press enter twice, to get to new paragraph. 
 

 

 
 

 

 
 

 

 
 

 



 

 
 

 

 

 

 

 

 ∙∙  Center align, Size 36. 

 ∙∙  Font effect Emboss. 

 ∙∙  Press enter twice, to get to new paragraph. 
 

 

 
 

 

 
 

 

 
 

 

 

 

 
 

 

 
 

 

 
 

 

 
 

 ∙∙  Left align, Size 14. 

 ∙∙  Mountain Stream All-Natural H2O Spring Water Bold, Italic. 

 ∙∙  H2O .......................2 = Font effect Subscript. 

 ∙∙  ® ...........................Click the Insert tab, Click Symbol, or 

type (r), the Font effect Superscript. 

 ∙∙  www.mountainstreamwater.com  To make a hyperlink, 

just type the web address, press space bar when finished, 

backspace a period. 

 ∙∙  Press enter twice, to get to new paragraph. 

 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

   ∙∙  Center align 

 ∙∙  Size 36 

  ∙∙  Font effect Engrave  

 ∙∙  Press enter twice, to get to new paragraph 
 

http://www.mountainstreamwater.com/


 

 
 

 

 

 

 

 
 

 

 
 

 

 
 

 

 

 ∙∙  Left align, Size 14 

 ∙∙  Mountain Stream All-Natural H2O Spring Water Bold, Italic 

 ∙∙  H2O .......................2 = Font effect Subscript 

 ∙∙  ® ...........................Click the Insert tab, Click Symbol, or 

type (r), then Font effect Superscript. 

  ∙∙  Press enter twice, to type your name, grade, and section. 

 
 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 Double-click the empty space between the titles and 

paragraphs and change the font size to 14. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Finished product! 


