Using Word

Creating a new document.  

When you open Word it starts with a blank document.

Think about a pet you have or would like to own.

Type the name of the animal.  This is your title.  Press Enter.

Go to file and save as, or press the save icon on the standard toolbar.  Give your file a name and save it into a folder of your own.

Type some information about the animal or a story.  Save.

Now go back up to where you began.  Highlight your title. In your formatting toolbar, find the types of fonts and select one from the drop down menu.  Make the heading big enough to stand out.  Then centre the text using the centre tool on your formatting toolbar.

Highlight the rest of the text.  Choose your font style and size for your story. Save.

[image: image1.wmf]Draw a text box at the end of your story.  

(Hint: The text box tool is usually at the bottom in the drawing tools toolbar.  It has a small A in the top left corner.)  Make sure the cursor is in the text box. Now insert a picture in the text box.  
1. Click Insert at top of screen 

2. Select Picture 

3. Select Clip Art or From File 

4. Select picture and click Insert 

You can move the text box with  the picture anywhere you want on the page.  

Right click on your text box. Format Text box.  In colours and lines, choose a colour for you text box border.  Go to layout and select square.  Then click OK.  This makes the text sit square against the picture, and not hidden.

In the drawing toolbar below, click on the shadow tool. (Hint: It is the small square towards the right with shadow.)  Choose your shadow. Then click on shadow settings and change the colour of the shadow.

Now list some important facts about your animal, one underneath the other.  Highlight the facts.  Go to the formatting toolbar and select the numbering tool. Save.

At the end of your page type your name.  

Highlight your name and use the formatting tools to underline, bold and make it italic.

Spell Checking Your Document 

1. Click Tools in the menu toolbar.

2. Select Spelling and Grammar 

Print your page by selecting the print icon on the standard toolbar.
�








