CSE 101 Lab 1 Part II  -- Summer 2001 

To do:

1. This lab is based on the MS Word exercises from chapters 1-5 and Appendix A in the Grauer (big, spiral bound) book.  If you are not very familiar with MS Word you should go through as many of these exercises as possible.  You can do them anywhere, including in our lab.  Please do not print any of these out unless you need to hand them in, or you want to print them for your own purposes.  The following list tells you which exercises you need to hand in.  Read the directions following the list of files to hand in before you get started.  

2. You must fill in a cover sheet for this lab, it is the last page of this handout, detach it and attach the files below according to the instructions given.

To hand in:  Due in class Tuesday, May 29.  Staple to the back of the cover sheet in the order listed.  Paper clips are not acceptable, you must use staples.  

Modified Tips (ch 2 hands-on ex 2-3)

Modified Clip Art and Word Art (ch 3 hands-on ex 1)

Modified Kennedy (ch 3 hands-on ex 2)

Fax Cover Sheet (ch 3 hands-on ex 3)

Ch 4. page 207 ex. 3 (Tips for Healthy Living)

Ch 5. Newsletter (created in hands-on ex. 102)

Appendix A Hands-on ex 1 – Mail Merge

Flyer/graphics project – see the description in this handout

More about the book, practice files, and MS Word: 

Where are the chapters in the Grauer book?  Chapter 1-4 of MS Word are near the front of the book with peach colored tabs running along the bottom of the book.  Chapters 5-7 plus Appendix A and Appendix B of MS Word are near the back of the book with peach colored tabs running along the bottom of the book.

Hands-On Exercises are interspersed throughout the chapter text.  If you haven't read the chapters first, you might be confused doing the exercises.  Some things to note about your book: (1) each section is designed to stand on its own, so there is a certain degree of repetition across sections, (2) the book is geared toward the user of a stand-alone PC not in a networked environment, so when the book says C: you need think about where you are working (e.g. S:), and (3) the book is geared towards an environment where there is only one printer.  The text in orange boxes is NOT part of the exercises, rather, it is additional commentary: sometimes about features you are using, sometimes about additional features that are not part of the exercise.  

Getting the practice files:  You can get them off the Grauer website at Prentice Hall.  To download the files, follow along with the book exercises page. 11 (ch 1 MS Word), you should save the file in S:\ if you are in the lab.  Double click on the icon for this file to unpack all the files and set up the Exploring Word folder.  In the window that pops up click unzip.  Note that all these files fit on a floppy disk (484KB).  When the unzip is done, click on close to make the dialog box go away.  Delete the file called MSWord.exe that you originally downloaded once you have unzipped it. 

FlyerGraphics Assignment:  Create a flyer (1-page advertisement) for an event, it can either be a real event or you can make it up.  It must include text and graphics, including clip art and word art.  

Graphics in MS Word 

I. [image: image1.bmp] Here is a simple example of a flyer.  

· WordArt graphic (see last Word lab for more info on WordArt) -- in the above example the words "Ski Club Bash!" are made using WordArt

· Symbols from ZapfDingbats (go to Insert ( Symbol, click the down arrow next to the word font until you see ZapfDingbats (you may have to scroll down to find it) and click on it.  You will see a table full of little symbols.  To see a bigger version of a symbol click on it, to insert a symbol into your document click the symbol then insert, to get rid of the window once you have clicked insert click on close.  You may want to repeat a symbol, just highlight (select) it in your document, then select copy, then click paste as many times as you want to copy the symbol.  To make a symbol larger or smaller, just select it and change the font size as you would for ordinary text.  The snowflakes in the example are from ZapfDingbats
· Symbols from Wingdings (to find and insert a Wingdings symbol, follow instructions above only the font to select is Wingdings) The telephone in the example is from Wingdings
II.  Graphics in MS Word -- there are a lot of ways of creating graphics in a Word 

document.  Bring up the Drawing Toolbar (go to View ( Toolbars ( Drawing).  Click on AutoShapes ( Lines ( Scribble.  This gives you the ability to scribble with the cursor and create things like this:
[image: image2.bmp]
Make some scribbles in your document.  Try to write your name freehand, it's pretty hard because the mouse is a very imprecise drawing tool.  Check out the other things available in the AutoShapes menu like block arrows
and cool basic shapes like smileys 

and  stuff like this in Stars and Banners                              To get text on a banner or inside other graphic object, create a  text box                                  (see drawing toolbar), type inside it, click outside when done.  To make the edges of the box disappear, select the text box, use format object on the paint toolbar, click Colors and Lines and under Lines, Color, click No Line.  To link the text to the object, you'll have to select them both (white arrow on draw toolbar), then select Draw ( Group.  If they aren't grouped together, the text won't move with the object!

AutoShapes menu.  Select some graphic object you have in your document like a smiley and try shadowing effects (shadowed block 2nd from right on drawing toolbar), like this:


Playing with clip art graphics – Insert a clip art object (an interesting one) into your document and play with it as follows:

· Make a copy of  it by selecting the graphic (click on it and see little white squares around it), then selecting copy, then paste -- at that point you will have two copies kind of on top of each other.  Click and drag on one of them to move it around.  

· Flip the copy of the graphic (select one of the two picture by clicking on it; click on Draw ( Ungroup; click on Draw ( Group;  Click on Draw (Rotate or Flip ( Flip Horizontal (or Flip Vertical)) to flip the selected picture.  Make  sure you leave one of the pictures in its original orientation.At this point you should have something like this:

· Make a third copy of this ClipArt picture from one of the others. Select this new copy and click Draw ( Ungroup.  The different clusters of white boxes around the object show you all the pieces of the object that are individually accessible.  Click the mouse away from the picture to get rid of all the white boxes.  Now click on one area of the picture, for example, on the olive branch in the dove's mouth in this picture.  This selects that area.  Try going to Draw ( Ungroup again to see if this piece of the picture in turn is a bunch of smaller pieces grouped together.  For the dove, initially the olive branch is a group and the rest is a group.  If you select the rest of the dove and Draw ( Ungroup again, you see smaller groups, and so on and so on.  After several rounds of this I isolated the upper wing and pressed delete.  The wing is gone.  Ditto the olive branch.  See below:




You can group stuff back together or create new groups out of pictures by clicking the white arrow next on the drawing toolbar, drawing a box around the objects, then going to Draw ( Group.  The cartoon talking bubbles are called Call Outs and are available on the AutoShapes Menu.  Finally, select part of the object and go to Fill Color (dumping paint bucket on Draw Toolbar), click the down arrow next to the paint bucket, select Fill Effects and check out the selections available.  Pick one of the fill effects for your object.  I filled the dove with squiggles. Experiment with color! 

· Try three dimensional effects by putting something like this star (from Stars and Banners in AutoShapes) in your document, selecting it, and clicking on the 3-d square at the far right of the drawing toolbar. 
· Create animated text:  type something, select it, go to Format ( Font then click on the Animation tab.  Try all the different kinds of animated effects then pick one of them.  You will not see this if you print your document, just when you look at it in Word.
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