Using Word 3

Formatting Text.

Open Word.  Type the heading London Bridge at the top.

Open Internet Explorer. 

go to http://www.zelo.com/family/nursery/london.asp and copy the poem London Bridge. (Highlight the text then Control C to copy or Edit Copy.)

Minimise the internet.

Go back to Word and paste the poem under the title. (Control V or Edit Paste or paste button on the standard toolbar.)

Highlight the title and poem then use the indent tool on the formatting toolbar to move it towards the centre.

Draw pictures

Down the sides of the poem, draw bridge shapes using the drawing tools.  Look in auto shapes for bridge shaped pieces.

Using Paint.

Go to Start, Programs, Accessories, Paint.

Use the tools to draw a bridge.  When you have finished the drawing go to Edit Select all and copy.  Go back to Word and paste it in.  With the drawing selected, click on the Text box tool and this will put the drawing in a text box.  You can now move the image where you want.

Advanced users – Adding a background.

From the website, click on the background image with the right mouse and copy the background.  

Go back to word and paste the background.  Right click on the picture and go to Format Picture.  In Layout select Behind Text.  Now stretch the image to cover the whole background of the page.  

Select the poem again and go to font colour and choose a font colour that best suits the background. (Font Colour- Big A with colour underline on formatting toolbar).

Save.

At the end of your page type your name. 

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