Novice Productivity Tools - Word Processor

By default, this font is Times New Roman, size 12, in a plain style, aligned left.  In order to change the font name, size, style, or alignment, it must first be highlighted, then apply the change by selecting the font name, size and appropriate style button (Bold, Italics, Underline), or alignment button (align left, center, align right, justify) from the Tool bar.  If you don’t see the tools, click on View in the Menu bar, click Toolbars, and be sure Standard and Formatting have a check mark (click them if they don’t); if you still don’t see what you want, go the left margin of the toolbar, when the cursor looks similar to a compass rose (four arrows) drag the toolbar down so it becomes two or three bars instead of what it was originally - now you should see the selected toolbars.

This font is Arial, size 16, italics, and centered.
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This clipart was placed in the document by 

1. clicking on Insert in the Menu bar, then

2. Picture - Clip Art

3. locate the picture 

4. click it 

5. click insert

6. close the Insert ClipArt window if it remained open

So I could keep the picture next to the text instead of leaving a large “white space” I had to change its layout to “Tight” (Right click the picture, Format picture, click the Layout tab, click Tight, OK).  This also made the clipart so I could move it around if I wanted to (this is sometimes called “floating” an object).

[image: image2.wmf]This graphic was inserted from the Internet: 


www.cnn.com/2001/ALLPOLITICS/ 02/22/bush.education/  10-22-02

To insert a graphic from the Internet use Internet Explorer (not Netscape), find the graphic you want, right click the graphic, Copy, put cursor where you want the graphic in your document, Paste.  Remember to cite your source and include the date you accessed it (especially helpful if you want to go back to it sometime).
In the footer, I have inserted the filename of this document because I know I won’t remember its name if it is not written down. To do this:  On the menu bar click View, then click Header and Footer. To create the footer, click the Switch Between Header and Footer button 
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.  Then click Insert Auto Text and select Filename, you many enter any additional text by typing it, then click Close.
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