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Certificate

Objective:  Learn word processing skills that include entering text, inserting clip art, and drawing lines.  When finished, you should have a certificate that looks like our example.

1. Open a new document

Click-and-type and ruler settings

1. From the tools menu, choose options.
2. At the options dialog box, click the edit tab.
3. Select the enable click and type checkbox and click ok.
4. If the ruler is not visible, from the view menu, choose ruler.
Inserting a picture from the clip art gallery

1. Insert an “award” picture (ribbon).
Moving and resizing clip art

1. Click on the award, and from the format menu, choose picture.
2. From the format picture dialog box, click the layout tab.
3. If the in-line with text has been selected, select tight and click ok.
4. Resize your picture.
Copying clip art

1. Click on the award clip art.
2. From the edit menu, choose copy.
3. Now from the edit menu, choose paste.
4. A copy is placed on top of the original graphic, slightly offset from the original.
5. Click on the copy and drag it to the bottom of the document.
Insert word Art

1. Insert word art that says:  Student of the day – size 48.
Place a picture in the word art title

1. Select the word art, and from the format menu, choose word art.
2. From the format word art dialog box, click on the colors and lines tab.
3. From the colors and lines dialog box, click on the color drop-down menu and select fill effects.
4. From the fill effects dialog box, click on the picture tab and then click the select picture button.
5. From the select picture dialog box, select a picture, for this example, winter and click insert.

6. Click ok twice to return to your screen.
7. You should now see your word art with the picture inside it’s letters.
Change font size
Double click under Student of the day word art and type your name.  
Use Font:  Arial Black Font Style:  Regular   Font Size:  24 and center your name.
Creating a line under a heading:

1. From the tools menu, choose options.
2. Click on the general tab and uncheck automatically create drawing canvas when inserting auto shape.
3. Double click under the name you just typed.
4. On the drawing toolbar, select the line tool.
5. Hold the shift key down and click-and-draw a horizontal line.
Changing a line’s color

1. If you do not like the color of the line, click on the line color arrow to select a different color.

2. Move and adjust the length of your line if it is too short.
Entering text:

1. Double-click underneath the line.  Type: “has been given this award for being an excellent student!” Press enter when necessary.

2.  If you make a mistake, press the undo button.
3. Copy your name and the line you created again.
4. Double click a couple of lines under “has been given this award for being an excellent student!”

5. From the edit menu, choose paste.
6. Double-click a couple of spaces underneath this line and type:  “deserves respect from all of his/her colleagues!”

7. Reposition the award clip art by clicking-and-dragging it to the bottom of the document.
8. Click on the document to deselect the award clip art.
SAVE TO YOUR JUMP DRIVE AND PRINT ONE COPY

