Making Myself a Name Plate

This project will help you learn to play with WordArt, show you how to format WordArt, and teach you a few basic skills you can use in Microsoft Word.

Let’s begin!

1. [image: image1.jpg]


To start, you should open up MS Word at your computer. The MS Word icon on your desktop looks like this: 

2. Now that you have a blank document in front of you, let’s first change the way the page looks. We’re going to change the paper from going “top to bottom” and make it look “side to side” on your screen.

3. Up in the top left corner, click on the word “File” and scroll down. Look for the words “Page Setup” and click on them. When a box pops up onto your screen, look in the very center for the word “Orientation”. It will show two papers labeled with the words “Portrait” and “Landscape”. Choose the paper labeled “Landscape”; click on it to highlight it. Click “Okay” in the bottom right of the box.

4. Congrats! You’ve just change your page layout! Now we’re going to add some WordArt. Look for a left-leaning blue letter ‘A’ at the top or bottom of your screen. Click on it, and another box will pop up on your screen. It will look like this: 
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5. Now this is where we make our nameplates! Choose any WordArt design you like! If you look at Mrs. G’s example, I chose the brightly colored rainbow WordArt. Once you’ve decided on your WordArt, click it to highlight it and at the bottom of the box, on the right, click “Accept”.
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Now another box is going to pop up on your screen. This box will look like this: 

7. Erase the words “Your Text Here” and enter your first and last names. Once you have entered your name, click “OK”. 

8. Now all the boxes have disappeared and your WordArt is on your screen!

9. Now here’s where it gets interesting! If you click on your WordArt, there are black dots or boxes around it. Use the right button on your mouse to RIGHT CLICK on your WordArt.  

10. A new menu has popped up on your screen. Choose the option “Format WordArt”.

11. Now you are looking at another box. At the top of the box there are a number of different “tabs” or options. Choose the option/tab labeled “Layout”.

12. Now you see a number of different options for the layout of your WordArt. These are represented by pictures of a dog. Choose the option “Behind Text”, or the image of the dog behind lines of text. Click on it to highlight and then click “OK”. 

13. Now your WordArt has lots of white/clear dots around it and one green dot at the top. You may practice manipulating your WordArt around the page. Also, you may drag your WordArt from one of the corner dots to make it larger.

14. Center your WordArt in the middle of the page.

15. Move the cursor below your WordArt, and select the “Center Text” option in the toolbars at the top of the screen.

16. Below your WordArt, you must choose 3 descriptive words about yourself. If you look at Mrs. G’s example, you see that she picked the words short, funny, and silly to describe herself. Your descriptive words must be positive, not negative words (ex: ugly).

17. Be sure you’re picking descriptive WORDS, not descriptive phrases like “likes to play sports.” 

18. Example words: funny, goofy, blond, brunette, tall, short, crazy, calm, oldest, youngest, quiet, loud, smart.

19. Once you have your three descriptive words, you may adjust the font style, size, and color, but your descriptive words cannot be larger than your WordArt.

20. When your name plate is how you like it, print it out—in color—and turn it in.
