
Viking Runes – 6th Grade

Lesson 1 – Start new document – save in own folder (##vikingfl.doc)

Change font size and name – Comic Sans 14

Line spacing – 1 ½ (CTRL 5)
Footer with filename and path

Type, Proofread, Save in own folder, Print

Lesson 2 – (see reminders on back of this paper)
Graphic from Internet 
Remove hyperlink

Format – layout – square

Keep everything within the margins – not at the edge of the paper

Text box – caption and source (just use page name for now) – size 10 – Arial – center – same width as picture (width can be “nudged” using the ALT key)
Save – Don’t Print

Lesson 3

	     Be sure to  
	     How to

	Center the footer
	see back of this paper

	Font color - Change the caption’s font color to an easily read color
	Highlight caption – Under Home tab drop down at font color

	Page border (2007 instructions on help sheet)
	See back of this paper

	Orientation should be Landscape
	Page layout – Orientation-Landscape

	Margins – top, bottom, left, and right all 0.5”
	Page Layout tab – Margins - Narrow

	Underline the title (Home-Font Group-U) increase font size 3 clicks with ] (right bracket)
	Be sure to highlight first

	Paragraphs should be in two columns, but keep the title at one column (don’t highlight the title, only highlight the two paragraphs)
	Page layout tab – Columns - Two


Be sure to move picture and caption if necessary

  Caption position can be “nudged” by using the CTRL key with an arrow key

You might have to change the font size so it fills the page and to make everything fit on one page – Be sure to use print preview

Final proofread – Save - Print
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