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Use the Insert object Equation Editor when typing math problems or fractions.
· Choose Insert – Object

· Select Equation option in the ribbon
· In the box type the Math problem you want to include.  In the ribbon you may choose what type of equation you would like to use. Fill in the boxes 
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Now click on the tab on the right of the equation and change to inline. From there you can move the equation to anywhere on the page. 
Insert images from either a disk or Internet
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If your image is on a floppy or your hard drive – 

· From the Insert menu – choose picture 

· Browse to where you have the image stored and select it – insert

· When it appears you should format it so it will fit nicely on the page – click on the image – format (in the ribbon) - text wrapping-tight.  Now that you have done this you have several options…you can add a border and resize by dragging from the corners.

· To add a border – click on the image and then select picture border in the ribbon – select the color desired. You may change the weight of the border by selecting weight from the same menu and choosing the desired line.
· If you want to add an image from the Internet – Go to the site

· Now right click the image and go to copy 
· Come back to your word document and right click and go to paste.  

· Don’t forget to also get the resource.  Back in the website…click once at the end of the address (the entire web address should turn blue).  Right click – copy

· Right click paste and you have the imaged cited.  Remember to set a good example for your students.

  

· To use the picture tool bar… First insert a picture. If it is clip art you can alter your clip art by following these steps.  

· You should first select the image.

· Select any of the numerous options from the ribbon under picture tools. You can change anything from the colors to the reflection, to the edges of the picture. The possibilities are endless!
Use WordArt to create fun Headings for handouts or flyers

· Insert- Word Art.  Follow the prompts to insert text and select a format.  Don’t worry about shape and color it can all be altered.

· To alter your Word Art use the tool bar that appears in the ribbon when you click the WordArt, Word Art Tools.  
· Use SmartArt to create cool graphics of your own.



Use the Insert toolbar in the ribbon 

· Select the shape you want to create
· Now click and drag.

· With the AutoShape selected, in the drawing tools toolbar in the ribbon – you can experiment with the tools to paint the shape, or create a shadow.  

· The call outs come with textboxes already but the other images need text added separately.

· To rotate the shape – select the shape, and click and drag on the green dot on the top to rotate.

If you need to create a hand out or workshop, you can take a screen shot of your computer screen. 

· To capture your screen click on the Print SCRN key next to the F12 key (its position varies on many computers).

· Now select paste.  Your image will come in quite large.  

· Click on the image and first you must crop out what you don’t need.  The crop tool looks like this…                                           it is in the Picture Tools in the ribbon. 

· You must click on the selection squares                                                                                       and drag them in to cut off part of the                                                                               image, this is very handy.
Using Word Processing extras

· To insert a Header or Footer – 
· From the Insert Menu – select - Header (or Footer) 

· A box appears – Type what you want in the Header or Footer and also include the formatting like centered – or right.

· To Insert page numbers From the Insert menu choose page numbers – 

· then select a placing for them

· To change your bullets – 

· Use the home screen – Click the drop down menu on the bullets icon: 
· To Double Space

· From the Home window – click the button in the corner of the Paragraph window
· Now select indents and spacing – under line spacing – choose double

· In order to change the Hyperlink colors on a document 

· From the Home menu – select drop down menu for Styles  

· Now scroll to hyperlink color and click on it- modify.  Select a different color – Don’t forget followed hyperlinks
· To add a page border or horizontal line

· From the Page Layout menu – select Page Borders– 

· Under select images you want around the page.  You can also choose a horizontal line.
Create a collage of images by grouping.

· From the Insert tools choose a shape and also text box with text

· Now holding down the shift key…click on each image

· Now with the shift key still pressed, right click and go to GROUP

· Move over to group.  This joins the image together as one for moving.

Making a Table and using the table toolbar

· Choose Insert – Insert a table and decide how many rows and columns you want.  

· In order to shade part of the table look for the table toolbar after it is created…
· Now experiment with the different tools. Change the borders, Right click several highlighted cells and merge them.

Get free ClipArt through Microsoft

· Choose Insert– clipart

· Look at the bottom right corner of the new window on the right

· Click on Clip art on Office Online – it will take you to Microsoft’s website for clipart.  Select the images you want by checking the boxes and when you are finished – click download clips
· Click open at the prompt – 

· You can either right click and copy  - and paste it into Word or click and drag it into Word.



Go to www.google.com
· Click on the images tab

· Type in the prompt for the search of image you are looking for.

· When you see the image you want – click on it – The click “full size”.  Once the image comes up - Right click on the image – Copy and then Paste
· Don’t forget to document where the image came from.
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This whale with background can become this…





Experiment with these tools and see what they do.  Be sure your WordArt is selected.
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