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Use the Drawing Toolbar to add a rectangle behind the existing graphic in this document. After creating
the draw object, fill the object with dark blue, and add shadow style 6.
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Answer:
Step 1: Select the rectangle button from the Draw Toolbar.

 

Step 2: Draw a rectangle at the graphical object (Acme Publishing).

Step 3: Adjust the size of rectangle

Step 4: Select Dark blue background color.

Step 5: Select shadow style 6.
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Step 6: Place it behind the graphic object

End Result (can vary):
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Change the page orientation to Portrait.
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Answer:
Step 1: Select the File menu.

Step 2: Select the Page setup command.

Step 3: Select the Margins tab (if not selected).

Step 4: Set the Orientation property to Portrait .

Step 5: Press OK.
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Add bullets to the italicized text and a numbered list to the underlined text.
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Answer:
Step 1: Select the three rows with italicized text.
Step 2: Select the bullets button.

Step 3: Select the underlined rows (you may have to scroll down to see all underlined rows).
Step 4: Select the numbering button.

End result:
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