Creating a Simple Worksheet
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· Changing font, style and size of text.

· Creating text boxes.

· Inserting simple graphics.

· Copying and pasting text and an image  

from a Web Site (www.africana.com).
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Making a simple table.
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Dates:


What happened:

1797




1828




1850




How to Create a Worksheet

Type your title and the five bullet points. Just type, don’t worry about the format.

Now highlight the title. To highlight click and drag the mouse across the title. It will go black. If it doesn’t work try again.
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opying and Pasting

Copying and pasting is an incredibly useful facility. Tt can be used in the
same document or from one application to another. Highlight a piece of
text From the web site wyow.africand . To highlight click and hold and drag

until the text is black. If it doesn't wark fry.again, Go to edit-copy, then
minimise the web site

Maximise your word document
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How to do it

1.Type out your title and five senfences. Just type don't worry about
changing anything,

2. Now highlight the fitle. To highlight click and drag the mouse across

the title. Tt will go black. If it doesn't work fry again,
3. Change the size, font, and underline. Do this by clicking and draging
down 1o the font and size of your choice,
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Change the size, font, and underline. Do this by clicking and dragging down to the font and size of your choice. 
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Now highlight your five bullet points. 

Change the font and size in the same way. Click here to make bullet points.
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Saving  your Work
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Change he font and size i the same way.
Let's save your work

o to File-Save a

and this dialague box will appear.

In the file name box type worksheet,
Then click and drag the small arrow

e |
and find the Floppy (4) drive.

You can see that I have wa word files already saved on my floppy.
Now you have names your work and identified a place fo save it you can
use the save shorteut]
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Go to File-Save as and this dialogue box 
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will appear. In the file name box type 

worksheet. 

Then click and drag the small arrow 


in the save in box and find the Floppy (A) drive. You can see that I have two word files already saved on my floppy.

Now you have named your work and identified a place to save it you can use the save shortcut on the toolbar from now on. 

Switching between programs


Click on the minimise button 


on the top right corner of the Microsoft Word Window. This will make the Word application shrink down and just be visible on the status bar.

Now we will go to a web site and copy some relevant text for our worksheet. Open the web site by clicking on the task bar.

Copying and Pasting

Copying and pasting is an incredibly useful facility. It can be used in the same document or from one application to another. Highlight a piece of text from the web. To highlight click and hold and drag until the text is black. If it doesn’t work try again. Go to edit-copy, then minimise the web site. 
Creating a text box

Maximise your word document. Click on text box in the bottom toolbar.

You will see a cross. Click and drag to create a text box. If you make a mistake click on the edge with the arrow tool you will see a four  pointed arrow 

and then delete.

Your text box will have a curser (flashing line) where your text will appear. Go to Edit-Paste and the text you copied will appear in your text box. 


Repeat this process at least once more. You can then highlight the text and change the font, style, size as you want.

Inserting graphics

Click on the arrow on the bottom toolbar. Go to Insert-Picture-ClipArt click on the Clip Art Tab you will see a limited selection of graphics. Highlight the graphics you want and click on insert. The graphic will appear on your page usually at the top but if you click on the handles and drag you can move it.

Making a Table
It is very easy to make tables in Word. Make sure the curser (flashing line) is where you want the table to be. Go to Table-Insert Table, a dialogue box will appear. Say the number of columns (2) and number of rows (4) and click ok. 

Your table will appear and the curser will be in the top left hand box. You can start typing. To get to the next box you can click on the tab key.













Sojourner Truth was born in 1797. She was an  African  American abolitionist, women's rights advocate, and religious visionary. She was freed from slavery in 1828, Sojourner Truth became the first black woman to crusade for abolition. Truth embraced the women’s rights movement in 1850; from that time her speeches promoted equality for blacks and for women.
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