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: COnten ' Based Assessments

Wastering Word

Project 4F —Shade Garden

In this project, you will apply the skills you practiced from the Objectives in
Project 4B.

Objectives: 5. /nsert Hyperlinks; 6. Insert a SmartArt Graphic; 7. Preview
and Save a Document as a Web Page.

In the following Mastering Word project, you will edit a flyer about the
design and use of shade gardens. Your completed documents will look

similar to Figure 4.40.

wO4F_Shade_Garden

Vou will save your documents as
4F Shade Garden Firstname Lastname
4F Shade Garden Firstname Lastname.mbt
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Figure 4.40 ‘
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The shady areas of the garden require plants that thnve under such condiions. Befare selecting plants, it's
important 1o assess hiow shady the area is—does it get Just a few hours of sualight per day? Mo sun at all?
Does it receive mare sun during certain seasons of the yeas than others? The answers to these questions wil
help you select the best plants for the area

The et Sidtes Natongl Arboretuin has 3 special section an shade gardens. In addition to sevecal types of
grasses, the folfowing are some of the best plants for areas that ase in full shade

Monkshood—Tall with sharp clusters of blue Howers
Bugleweed— Bronze-urpie fotiage and fills large areas quickly
Uily of the Valley—Fragrant white befl-shaped flowers that are Fallowed by glassy red becries
‘Bunchherry —Green leaves with tiny white dlusters of flowers
Bleeding Heart--Flowers are tiny pink or white heart shapes with drops at the bonlom
Shaating Stac—Can reach up ko 25 wches; has white, pink, o lavender fiowers
Hosta—Wide 1ange of shapes, coloss, and sizes
Christmas Rose—Biooms from late fall 10 early sping; shiny, Gark green leathery leaves and white flowers
Cardinaj Flawer— Two to four feet tall, beautiful red lowers

luebelis—8loom i spring, lavender-blue flowers
Star lasmine—Evergreen vine with perfuried white star-shaped blooms
Astilbe—Long-blooming plume-like Howers in shades of white, pink, and red

18 117058 Honeors

+b_Shade_Garden Frestname_Lastname

(Project 4F-Shade Garden continues on the next page)

Project 4F: Shade Garden | Word
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oh“t'énvt-Based Aslse:.ssments

Mastering Word

(Project 4F-Shade Garden continued)

1.

5.

Locate and open the document
wO4F_Shade_Garden. Display formatting
marks, and be sure your screen displays
both the left and right document edges.
Save the file as 4F_Shade_Garden_
Firstname_Lastname and then add the file
name to the footer. Set all document mar-
gins to 0.5".

In the second paragraph in the document,
select the text United States National
Arboretum. Insert a hyperlink to the
address http://www.usna.usda.gov/
Gardens/faqs/fernsfaq2.html Add a Ferns
in Shady Areas ScreenTip to the hyperlink.

Near the top of the document, select the
picture, and then insert the same hyper-
link: http://www.usna.usda.gov/
Gardens/faqs/fernsfaq2.html Add a
Japanese Shade Garden ScreenTip to the
hyperlink. Save your document.

Be sure you have an Internet connection.
Point to the United States National
Arboretum text hyperlink and read the
ScreenTip. Follow the directions to test the
hyperlink. Return to your document and
test the hyperlink to the picture.

Press + to move to the end of the
document, and then press [nte]. From the
Insert tab, insert a Linear Venn SmartArt

O Vou have conypleted Project 4 -

10.

graphic—located near the bottom of the
Relationship graphics.

If necessary, open the Text pane. In the
Text pane, type Vines and then press ().
Type Flowers and then press (1]. Type
Grasses and press (1], and then type Ferns

Move the pointer to the middle of the
bottom SmartArt border to display the
pointer. Drag up until the SmartArt
graphic moves to the first page of the doc-
ument. On the Format tab, use the
Arrange button to center the SmartArt
graphic at the bottom of the page, and
then click anywhere in the document to
deselect it. Close the text pane. Save your
document, and then submit it as directed.

Display the document in Web Layout view,
and then return to Print Layout view.
Save your document as a Single File Web
Page, and then change the Page Title to
Shade Plants

Close the document, and then Exit Word.
Locate and double-click the 4F_Shade_
Garden_Firstname_Lastname.mht file. If
necessary, maximize the browser screen.
Notice that the title you changed displays
in the browser title bar.

Submit your Web page as directed, and
then Close the Web browser.

Word | Chapter 4: Special Document Formats, Columns, and Mail Merge

™
3

rPArAr-ArZirAr-ir-



