Lecture Notes

Creating a Flyer


Creating a Flyer

Overview

In this lesson, students will focus on creating flyers, a common business need that requires advanced skills. They will learn to set up pages to exact specifications by changing the orientation, size, and vertical alignment. They will enhance their flyers by creating custom page borders using lines or pictures and searching for and using clip art. Students will learn how to insert pictures from files, thereby increasing their picture collection. Students will create watermarks and use Word’s basic picture editing tools to further customize their work. By the end of this lesson, students will be able to create flyers that are visually attractive and applicable to different situations.

Lesson Topics

	Working with Page Orientation and Size
· Setting the Page Orientation

· Setting the Paper Size


	Setting the Page Alignment
· Vertically Aligning the Contents of an Entire Page
	Creating a Page Border

· The Borders and Shading Dialog Box

· A Useful Unit of Measure: The Point

· Adjusting the Page Border Margins 

	Using Clip Art
· Inserting Clip Art
· Searching for Clip Art with Keywords

· Working with Media Types
	Using the Clip Organizer
· The My Collections Folder
	Scaling Pictures

· Working with Scaling and Proportions
· Setting Paragraph Space

	Working with Basic Picture Editing
· The Picture Toolbar
· Inserting Pictures from Files
· Adjusting Brightness and Contrast
· Cropping Pictures
· Rotating Pictures
· The Picture Format Dialog Box
· Scaling Pictures by Percentage
	Creating Watermarks
· The Format Background Dialog Box
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	35 min
	40 min
	4 hrs 15 min


Preparing for this Lesson
A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Working with Page Orientation and Size
	· Setting the Page Orientation 
· Setting the Paper Size 


	Notes
· Show the page setup dialog box (File→Page Setup).
· Adjust the orientation option on the Margin tab.
· Adjust the size option on the Paper tab.
Questions
· Ask: For what types of documents do you usually use Portrait page orientation? Landscape?

· Ask: When might you want to create a custom paper size?

	Setting the Page Alignment
	· Vertically Aligning the Contents of an Entire Page 
	Notes
· View the vertical alignment option on the Layout tab.

· Discuss the different vertical alignments.

Questions
· Ask: How do the effects of page alignment settings compare with the effects of paragraph alignment settings?

	Creating a Page Border
	· The Borders and Shading Dialog Box 

· A Useful Unit of Measure: The Point 

· Adjusting the Page Border Margins 


	Notes
· Open the Borders and Shading dialog box (Format→Borders and Shading) and point out the different tabs.
· Go to the Page Border tab and show how to add a custom border using lines.
· Show how to add a custom border using art.
· Discuss the point, the unit of measure used in printing.
· Show how to change page border margins. Refer students to the Quick Reference table.
Questions
· Ask: When might you use an art border instead of a line border?
· Ask: Which border style do you prefer?

	Using Clip Art
	· Inserting Clip Art 

· Searching for Clip Art with Keywords 

· Working with Media Types 


	Notes
· Choose Insert→Picture→Clip Art and explain the different parts of the Clip Art task pane.
· Explain the different collections of clip art you can search. 

· Explain the different media types, providing examples of each.
· Look for an item using Search (use furniture, horse, or bell in your search criteria).
· Demonstrate how to insert a clip art image into a document.
Questions
· Have the student describe projects they are working on either at work or at home. Ask: Would using clip art enhance any of them?

· Ask: What type of clip art media do you prefer? Is your preference dependent on certain factors?

	Using the Clip Organizer
	· The My Collections Folder 
	Notes

· Show the Clip Organizer.

· Find clip art by browsing the Office Collection folders.

· Insert the clip art image into the document.

· Copy an Online clip art picture to the personal collection folder.

Questions
· Ask: Do you prefer using the task pane or the Clip Organizer? Why?

· Have students describe a project they are working on (personal or business) in which downloading multiple clip art files to their collections might be useful.

	Scaling Pictures
	· Working with Scaling and Proportions 
· Setting Paragraph Space
	Notes
· Click on a clip art image and point out the sizing handles.
· Contrast proportional scaling versus non-proportional scaling.
· Resize by dragging a corner (proportional) then by dragging the middle handles (non-proportional) of the image.
· Change the alignment of the picture.

· Demonstrate adding paragraph spacing.
Questions
· Ask: When would a non-proportionally scaled picture make sense?

	Working with Basic Picture Editing


	· The Picture Toolbar 
· Inserting Pictures from Files 
· Adjusting Brightness and Contrast          
· Cropping Pictures 
· Rotating Pictures  
· The Picture Format Dialog Box 
· Scaling Pictures by Percentage 
	Notes
· Briefly explain using Word versus specialized image-editing programs.
· Show the picture toolbar and point out some of its controls. 
· Compare inserting pictures from files with using the Clip Art task pane and the Clip Gallery.
· Insert a picture. Refer students to the Quick Reference table for information on how to do it.
· Explain that you must always click and select an image before editing.

· Demo the brightness control.

· Demo the contact control.

· Explain cropping and demo.

· Rotate a picture.
· Reset the picture.

· Open the Picture Format dialog box. Point out the top tabs and their related settings.
· Size a picture using the Picture Format dialog box.

Questions
· Ask: What picture files do you have that you would like to use in your Word documents?

· Ask: Do you see the benefit of inserting pictures from a file?

· Ask: Do you prefer sizing pictures dragging on handles or using the Picture Format dialog box? Why?
· Ask: Are Word’s basic editing tools sufficient for your needs or do you need a specialized image editing program?

	Creating Watermarks


	· The Format Background Dialog Box 
	Notes
· Explain what a watermark is and show an example.
· Open the Format Background Dialog box and create a text watermark. Select diagonal layout and color Gray-25%.
· Create a picture watermark.

Questions
· Ask: Where have you seen watermarks used?
· Ask: In what situations might you use watermarks?

· Ask: Do you feel confident creating a flyer in Word?

· Ask: Under what circumstances do you expect to create flyers?
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