Design a Gift Certificate
You will design a gift certificate to be given to any person of your choice (parent, sibling, grandparent, other family member, friend, etc.).

1. Open Word.

2. Draw a rectangle 6 x 3.5 inches.
3. Change the line style, color and thickness using the drawing toolbar.

4. Color the rectangle auto shape using the drawing toolbar.
5. Format the rectangle as behind text. (Right click—Layout—Behind Text)
6. Use word art and type Gift Certificate.  Change the font, color, shape, you can add 3-D or a shadow by using the word art toolbar and drawing toolbar.
7. Format the word art as in front of text. (Right click—Layout—In front of text)
8. Draw a text box to add the following information:
Date: __________________

This Certificate Entitles _____________________

To ____________________________________

Presented by ____________________________

Authorized Signature ________________________

Change the font color and font style.

9. Change the text box line color or click on no line using the drawing toolbar.
10. Change the text box fill color or click on no fill using the drawing toolbar.

11. Add an appropriate graphic. Format it as in front of text.

12. Group all pieces of the certificate. (Hold down the shift key and click on the graphic, word art, text box, and the rectangle.  Let go of the shift key.  Click on Draw—Group) located on the drawing toolbar.

13. Right click on the gift certificate and click copy.

14. Right click and paste under the gift certificate.

15. If you want to change the graphic of the second gift certificate you will need to ungroup, delete the graphic, and add a different one.

16. Be creative.

