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Place Card


Place Card

Objective: Students practice using word art and inserting and rotating graphics while creating their own place card.
Create a page border

1. From the format menu, choose borders and shading

2. At the borders and shading dialog box, click the page border tab

3. To find some attractive borders, in the page border dialog box, click on the triangle next to art

4. Select the trees border and then click ok

Inserting word art

1. Insert word art, font: comic Sans Ms and type your name size of 60.
2. The name now appears on the card.
3. Select the name, and from the word art toolbar, click the text wrapping button (dog) and then from the drop-down menu, close tight.
Copying word art

1. Select your name and from the edit menu choose copy then paste.
2. Drag underneath the original.
Using the ruler

1. From the view menu, choose ruler.
2. Drag the copy of your name over 1 inch and down so that the top of your name is at 5 inches.
3. The original should be over 1 inch and down so that the top of your name is at 3 inches.
Rotate word art

1. Click on the original name.
2. The name should have a green rotate handle.
3. Click on a green dot and drag the word clockwise so that it is upside down.
4. Deselect the name by clicking outside it.
Inserting clip art

1. Click above the upside down name.
2. Insert a clip art of “horses”.
3. Click on the horse and from the format menu, choose picture.
4. Click layout tab.
5. If in line with text has been chosen, select tight and click ok.
6. Resize clipart.
7. Copy clipart so you have two copies on page.
Rotate the clip art

1. Select the original horse.
2. From the drawing toolbar, click the draw button and point to rotate and flip.  Then choose flip vertically.  

3. Click outside of the image.
Position the elements

1. Click-and-drag the upside down horse 1 inch from the top of the page and center it.
2. Click-and-drag the right side up horse beneath the second name and center it.
3. Move the elements around until you are satisfied.
SAVE TO YOUR JUMP DRIVE AND PRINT.
