Using Word 2 

Word Art Heading.  
You are doing a project about bridges.  Open up Word and on the new blank page Insert WordArt by clicking on the big blue A in the drawing toolbar at the bottom.  (OR You can also go to Insert WordArt from the  Menu Bar).

Choose the style of font. Type the title Bridges. OK.

Save.

One click on the word art opens the word art menu. Click on Format (Bucket and brush). Make the layout square. Change the fill colour.  

Try more colours.  Click on the down arrow beside the colour and click on fill effects.  Choose 2 colours and then a shading style.

You can stretch the word art by pulling on the corner tabs.

Bullet Points

There are 6 types of Bridges. Girder, Arch, Truss, Rigid Frame, Suspension and Cable Stayed.

Retype the sentence above but put each type of bridge on a different line by pressing the enter key.  Highlight the 6 types of bridges then click on the bullet point tool in the format toolbar.

Insert a Table

Table, Insert, Table. Make your table 3 columns and 4 rows.

Minimise Word.

Copying and pasting.  
Open up Internet Explorer.

Go to http://www.matsuo-bridge.co.jp/english/bridges/index.shtm 

Right click on each image one at a time, and copy the pictures.  Switch back to word after each copy and paste the pictures into the cells of the table, leaving the space under each picture to put in the type of bridge.  Then right click on each picture in the word table, click on hyperlink, remove hyperlink.
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Choose one of the bridge types. Using the internet, click on the bridge type you chose. Find the text that describes the bridge.  Highlight the text.  (Only choose a few sentences)

On the menu toolbar, click on Edit, then Copy

OR 

Hold down the control key (Ctrl) at the bottom left of the keyboard with the little finger of your left hand. As you hold it down use your index finger to press C.  

Now go back into Word. Place your cursor under the table.  Then paste what you copied.  

Either  Edit, Paste OR Control V. 

Save.

At the end of your page type your name. Spell Check Your Document  

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






