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The attached assignments will cover using the draw tools and inserting graphics, text boxes and borders in MS Word.  You will learn how to:
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· Cut, Copy and Paste

· [image: image4.wmf]Using the Draw Tools

· Inserting Borders and Shading

· [image: image5.png]


Inserting Graphics (Clip Art)

· Inserting Text Boxes
· Watermarks
Directions: 
1. Complete each assignment by following the directions.

2. Complete assignments in the order given.

3. [image: image6.wmf]Save to your student number

4. Do not print until told to do so.
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EXERCISE 1-USING SHAPES
1. Open a new document in MS Word.

2. Type your name, the hour and date at the top using a header.

3. Go to INSERT > SHAPES and locate the rectangle and draw the outline of the flag.
4. Stars can be drawn by clicking the INSERT Tab and then clicking SHAPES in the ILLUSTRATIONS Group.
5. Create the drawing below by using the tools on the SHAPES drop down menu.  NOTE:  Your drawing does not have to be identical… you may add more stars or the flag may be larger.




6. Save your document as Flag Drawing on your student number.
7. Keep this exercise on your screen.

EXERCISE 2 – ADDING COLOR TO SHAPES

Directions:  (Note:  If you have already added color to your flag you may skip this exercise).

1. Open the Flag drawing if it is not already on your screen

2. Select the first stripe by clicking on it.  
3. The FORMAT Tab appears.  Click DRAWING TOOLS

4. Click on the Fill Bucket in the SHAPES STYLES Group and choose the color red.

5. Shade every other stripe as red.

6. Click on the box where the stars are located and fill the area with Blue.

EXERCISE 3 – ADDING A TEXT BOX

Directions:

1. Open the Flag drawing if it is not already on your screen

2. Move your cursor below the flag.

3. Go to INSERT Tab and then select TEXT BOX from the TEXT Group.
4. Draw a rectangular box below your flag drawing.
5. Type in the text in all caps:  UNITED STATES OF AMERICA

6. Click out of the text box to deselect it
7. Select your box and move it so that it is centered under the flag.

EXERCISE 4 – ADDING CLIP ART

Directions:

1. Open the Flag drawing if it is not already on your screen.

2. Make sure your cursor is outside of your flag drawing.
3. GO to INSERT>CLIP ART

4. In the SEARCH box type in Eagle.

5. Insert an Eagle picture on your page.  Move the picture to an appropriate place on your page.

 
AFTER INSERTING YOUR PICTURE, THE FIRST STEP IS TO:


EXERCISE 5 – PAGE BORDER

1. Directions:

2. Open the Flag Drawing

3. Go to PAGE LAYOUT.

4. Locate PAGE BACKGROUND Group and select PAGE BORDERS.

5. Click on the Page Border Tab
6. Click the down arrow next to ART

7. Choose an APPROPRIATE Border Art page border.

8. Click OK.

9. Print Preview your document

10. SAVE your document on your student number. 
11. DO NOT RENAME THE DOCUMENT.  Save your changes over the old document.

EXERCISE 6 -ADDING FOOTERS & WATERMARKS


Music Mall stores stock more than 15,000 selections, including new releases, classics, and rare recordings.  If you have time to linger, grab a java from our coffee bar, and find your groove.  For fast and easy shopping, search our intranet database to see if we have your selections in stock.

Our music specialists provide full research services to locate and order the selection of your choice – at no extra charge.  We work directly with the leading music providers on the Web, giving you not only access to thousands of additional titles but also the ability to create custom music mixes in CD or Minidisks format.

Music Mall pays top dollar for your used CDs and LPs! (No cassettes, please.)


· Place your cursor at the beginning of the first paragraph and press enter ONCE.

· Highlight the first paragraph and put a border around it. (Around the entire paragraph).

· Bold the word “coffee” in the first paragraph.

· Underline the word “thousands” in the second paragraph.

· Cut and paste the last paragraph (Begins with “Our music specialists”) and make it the first paragraph.

· Select the Insert Tab, click FOOTER and then enter a Blank 3-Column footer with your name (left align)
· While still in the footer, select Header & Footers Tools from the Design Tab.
· Locate the Insert Group and insert the date (center align) and then insert the time (right align).
· Place a clipart picture on your page that has something to do with music.
·  Right Click on the picture and click on the TEXT WRAPPING tool and click “In Front of Text”.

· Move your picture on top of your text, resize your picture to an appropriate size and center it over your text.
· With the picture still selected, click Format > Picture Tools

· Locate ADJUST Group

· Click Recolor

· In the COLOR MODES section, click WASH OUT
· Save as Music Mall on your student number.

· Print one copy.

EXERCISE 7 – ADDING BORDERS & SHADING TO TEXT BOXES


Step 1 - Open a new document in MS Word and type the following:


Classes Offered by Dierbergs

The following classes will be offered by Dierberg’s Cooking School:


Holiday Cookie Workshop






Fillo & Puff Pastry







A Sampler of Summer Entrees

Lazy Day Suppers

Mocha Delights

Entrees for Entertaining

Pacific Northwest

The Comfort Zone

Fall Celebration Menu

Pie Classics

Pasta Dinners

Country French

Soup and Beyond

Harvest Supper Party

Bread Made Easy

Step 2 - Highlight the words “Classes Offered by Dierbergs” and click the Page Layout tab, locate the Page Background Group and select Page Borders. Select the Border Tab and then click Shadow Border (on left hand side of dialog box).  A border should now surround the words.  Click on the Shading Tab.  Choose a light gray color and click OK.  

Step 3 - Highlight the sentence, “The following classes will be offered by Dierberg’s Cooking School” and click the Page Layout tab, locate the Page Background Group and select Page Borders.  Select the Border Tab and then click the box border.  Click OK.

Step 4 - Highlight the entire list of classes offered.  Click the Page Layout tab, locate the Page Background Group and select Page Borders.  Click on the Shading tab and select the color BLUE, ACCENT 1, LIGHTER 80% and click OK. (You can see the color name by letting your mouse rest on the color.)


Step 5 - You should now have 3 borders on your page and shading.  

 

EXERCISE 8 – CREATING A POSTER

You will be completing a poster using a new document on MS Word.  The poster may be about any subject of your choice (i.e., favorite sport, hobby, book, movie, place to visit, etc.).  The poster must contain the following items.

· Title for your Poster

· Contain 4 sections

· Section Titles

· 2 Fonts (Type and Word Art)

· 2 Styles (Bold, Italics, Underline)

· 2 Type Sizes

· 2 Colors

· 2 Clip Art Pictures

· Borders

· Shading

· Page Border

· Text Boxes (NOTE:  This might be the easiest way to divide your page)

· At least 1 shape using the draw tool bar



I AM SHADED!





USING GRAPHICS, 


BORDERS, SHADING 


AND TEXT BOXES





This is an example of a picture used as a WATERMARK!





I am a Divider!





I am a text box!





I am an Arrow!





I am a Star!





TIPS TO REMEMBER





HEADER/FOOTER –A “Header” is typing that is placed in the margin at the top of the page.  A “Footer” is typing that is placed in the margin at the bottom of the page.  Headers and Footers are often used for page numbers or footnotes.  To place a header:


Go to INSERT and select the Header & Footer Group.  Select HEADER > BLANK


Type your name, the hour and date at the top of the page in the header box.


Click Close








 





APPLYING A PAGE BORDER


Click Page Layout Tab


In the Page Background group, click on Page Borders


Borders and Shading Dialog Box appears


Click on the Page Border Tab


Choose a SETTING, STYLE, COLOR, WIDTH or ART Border.


Click the down arrow next to “APPLY TO” and choose ENTIRE DOCUMENT or THIS SECTION OR PAGE ONLY.	


Click OK.








APPLYING A BORDER


Click Page Layout Tab


In the Page Background group, click on Page Borders


Borders and Shading Dialog Box appears


Click on Border Tab


Click on a Line


Click on a Color


Click on a Line Width


Click the down arrow next to “APPLY TO” and choose PARAGRAPH.


Click OK.








INSERTING A TEXT BOX


Click Insert Tab


In the Text Group, click Text Box


Click Draw Text Box


Click and hold down the left mouse button and draw a text box (Draw from the top left to the bottom right).


Type in your text.





CUT, COPY AND PASTE


Cut and Paste-(Cut and Paste removes selected text or graphic and moves it to a new location) 


Select text or graphic


Click on the HOME Tab and go to the CLIPBOARD group 


Click CUT (scissors)


Move cursor (click mouse) in the NEW desired location of the text or graphic and then go back to CLIPBOARD group and click Paste.


Copy and Paste-(Copy and Paste makes a copy of the selected text or graphic and also pastes the same info in a new location.)


Steps are the same as above except you choose the two pieces of paper in the CLIPBOARD group to copy your info.








APPLYING SHADING


Click Page Layout Tab


In the Page Background group, select Page Borders


Borders and Shading Dialog Box appears


Click on the Shading Tab


Select a Color (light colors have the best results)


Click OK.








WATERMARKS


Insert Clip Art picture


Select Picture


Click Format > Picture Tools


Select Color


Locate ADJUST Group.


Click Recolor


In the COLOR MODES section, click WASHOUT





LINE SPACING


Click HOME Tab


Locate Paragraph Group�


Change Line Spacing by selecting down arrow next to Line Spacing icon OR�


Click arrow in Right Corner to expand group�


Select desired Line Spacing from Paragraph dialog box








These should be drawn as rectangles and NOT as individual lines





Read This!!








1.   MOVING PICTURES


Select the Picture by Clicking on it.


Right Click.


Choose Text Wrapping.


(It looks like a dog with lines behind it). 


Click on the Text Wrapping Tool and click “In Front of Text”.


Click and hold the mouse button and drag your picture to the desired location.





2.   RESIZING PICTURES


Select the picture by clicking on it


Click on one of the handles (small squares) 


Drag the handles in or out to resize the picture to an appropriate size.








Follow these steps EVERY time you insert a new picture!!





DIRECTIONS:  Type the paragraphs below SINGLE SPACED but include a double space in between each paragraph.  You will type your name, the hour and date later...so don’t do that step right now. (





FOLLOW THESE STEPS AFTER TYPING THE ABOVE PARAGRAPHS





Title is on type size 20, centered, underlined, and bolded.





Double Space





Left Align 


Type size 14.





Left Align


Type size 14 


Italics





Add a header with your name, the hour and date at the top.


Save the document on your student number as DIERBERGS.  





































































































EXAMPLES OF POSSIBLE LAYOUTS





You did it!





PROOFREAD AND SPELL CHECK YOUR DOCUMENT





PRINT PREVIEW YOUR DOCUMENT





SAVE YOUR POSTER ON YOUR STUDENT NUMBER AS POSTER








