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Working with Desktop Publishing


Working with Desktop Publishing

Overview

In this lesson, students will work with a variety of graphic objects to enhance their work. They will learn how WordArt and drops caps can add special effects to text and how the Format dialog box allows them to make changes in the size of, add colors and lines to, and set the position of objects. In addition, they will use AutoShapes to add a variety of fun shapes to their documents. Students will use the Drawing toolbar to further enhance their work by changing the colors of lines, fonts, and fill areas as well as incorporating different line, dash, and arrow styles. Students will explore ways of placing text anywhere on a page through the use of text boxes and layering objects to further improve the presentation of their work. At the end of this lesson, students will use diagrams to more easily convey concepts in business documents.
Lesson Topics

	Drawing Object Concepts

· The Grid
· The Drawing Canvas
	Using WordArt

· Adding Special Effects to Text
	Using Drop Caps

· Adding Special Effects to the Beginning of Paragraphs 

· Inserting a Picture

	Formatting Objects
· The Size Tab

· Selecting, Moving, and Sizing Objects

· The Layout Tab

· Advanced Text-Wrapping Options

· Object Anchors

· The Remaining Tabs
	Working with AutoShapes and Other Shapes
· Constraining Objects

· Deleting Objects
	Formatting Buttons on the Drawing Toolbar

· Sizing, Layout, and Positioning of Drawing Objects

	Working with Text Boxes

· Positioning Text anywhere on a Page
· Superimposing Text
	Layering Objects

· The Placement of Objects
	Creating Diagrams
· The Diagram Gallery

· Creating a Pyramid Diagram 


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min
	15 min
	40 min
	20 min
	4 hrs 


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

	Drawing Object Concepts

	· The Grid 
· The Drawing Canvas 
	Notes
· Discuss the various types of objects.
· Review the elements of the Drawing toolbar.
· Explain object layering.
· Display the grid used to align drawing objects and explain its purpose.
· Display the Drawing canvas and explain its use.
Questions

· Ask: What types of documents could you graphically enhance using Word’s drawing tools?

	Using WordArt
	· Adding Special Effects to Text


	Notes
· Display the WordArt Gallery.
· Insert WordArt text.
· Edit WordArt text.
Questions

· Ask: Why use WordArt?

· Ask: Can you think of any situations for which using WordArt is better than using different fonts?

	Using Drop Caps
	· Adding Special Effects to the Beginning of Paragraphs 
· Inserting a Picture 
	Notes
· Explain the drop caps feature.
· Create a drop cap.
· Remove and restore the drop cap.
· Insert a picture. Explain that, by default, pictures are inserted in line with the text.
Questions

· Ask: In what types of publications have you seen drop caps?

· Ask: Do you think you will use the drops cap feature? When?

	Formatting Objects
	· The Size Tab

· Selecting, Moving, and Sizing Objects 
· The Layout Tab

· Advanced Text-Wrapping Options

· Object Anchors

· The Remaining Tabs 
	Notes
· Demo the two ways of opening the Format dialog box.
· Point out the various Format dialog box tabs and discuss the type of object each is associated with each.
· Size an object using the sizing handles and the Size tab on the Format Object dialog box. Discuss the differences in these two methods.
· Select a single object then select multiple objects.
· Move an object with the mouse then move an object using the keyboard.
· Size an object using sizing handles to maintain the original shape and proportion.
· Explain and demo the different wrapping styles.
· Explain and demo object anchoring.
· Set advanced text-wrapping options.
· Explain the purpose of the Colors and Lines, Pictures, Text Box, and Web tabs.
Questions

· Ask: When might you want an object to float above or behind text?

· Ask: How does the placement and size of an object affect your document?

· Ask: Why would you apply an anchor to an image?

· Ask: Why would you adjust an image using its sizing handles instead of the Format Picture Size tab? 

	Working with AutoShapes and Other Shapes
	· Constraining Objects 
· Deleting Objects 
	Notes
· Explain AutoShapes and how they are organized.
· Explain and demonstrate constraining an object to a specific shape.
· Draw a starburst AutoShape.
· Draw a callout AutoShape.
· Delete an object then use Undo to reverse the action.
Questions

· Ask: How can AutoShapes enhance your work in ways that pictures cannot?

· Ask: Can you overdo AutoShapes?

· Ask: What is the difference between a starburst and a callout?

	Formatting Buttons on the Drawing Toolbar
	· Sizing, Layout, and Positioning of Drawing Objects


	Notes
· Review the Drawing toolbar buttons and their functions.
· Add text to a callout then format the text.
· Format the callout using buttons from the Drawing toolbar.
Questions

· Ask: When would you choose the Shadow button over the 3-D button?

· Ask: Think of examples in which you would use each button on the Drawing toolbar.

	Working with Text Boxes
	· Positioning Text Anywhere on a Page 
· Superimposing Text 
	Notes
· Explain the use of a text box.
· Compare text boxes to rectangles.
· Draw a text box.
· Format text within the text box.
Questions

· Ask: Why would you use a text box rather than a rectangle?

· Ask: Why would you use a rectangle rather than a text box?

· Ask: Do you see the benefits of using text boxes?

· Ask: Where in your work do you think you will use text boxes?

	Layering Objects
	· The Placement of Objects 
	Notes
· Explain the concept of layering of drawing objects.

· Change the layer style of the text box.
· Remove the text box border.
· Nudge the text box and explain what you are doing.
· Format the starburst.
· Apply paragraph spacing.
· Add a page border.
Questions

· Ask: When might you want to layer an object in front of text? Behind text?

· Ask: When might you want to use a text box border?

	Creating Diagrams
	· The Diagram Gallery 

· Creating a Pyramid Diagram 
	Notes
· Explain that it is often easier to grasp concepts in business documents if information is presented in a diagram rather than in plain text.
· Show how to access the Diagram Gallery.

· Create a pyramid diagram.
Questions

· Ask: Do you have a need to create diagrams in your work? Explain.

· Ask: Which diagrams do you expect to use most often?
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