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Create a Screen Shot

Prit screen key on keyboard.
Paste in the screen shotas above,

Get the picture tool bar from the view icon.

Make sure the screen shet is highlighted.

Move the picture around usint the toolbar, dog icon.
Adjust the size of the screen shot.

and crop as desired. See below

Crop the picture by clicking on the double 355 icon in the picture
toolbar. Choose awhite bose and crop as desired. Choose a white box
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·  Highlight the area with the bullet 

· Right click on highlighted area

· Select bullets and numbering

· More examples are available under custom
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· Go to view

· Go to tool bars

· Go to Drawing

· Go to A on the tool bar

· Go to draw

· Go to rotate and flip

· Rotate vertically or horizontally
To Merge Cells
· Highlight the cells to be merged

· Click on table

· Click on merge cells
    

· Click on insert

· Click on picture

· Click on Clip art

· Choose a picture

· Double click on the picture

· Click on the top icon (insert clip)

· Click on alignment icons on the tool bar to move your picture

· Click on the 4 cells

· Click on the arrow beside the paint can

· Choose a color

· Left click

· Click on 4 cells to bring up the tool bar

· Click on the pencil with the line

· Draw the cells in

· Click on the border line

· Click on how thick you want the line (example 41/2)

· Draw on the cell that you want darkened


· Print screen key on keyboard.

· Paste in the screen shot as above.

· Get the picture tool bar from the view icon.

· Make sure the screen shot is highlighted.

· Move the picture around usint the toolbar, dog icon.

· Adjust the size of the screen shot.

· Crop the picture by clicking on the double xx icon in the picture toolbar.  Choose a white box and crop as desired.  Choose a white box and crop as desired.  See below



· Click on auto shapes to add arrows to certain things that you want to point out.

· To add color to auto shape click on the shape, click on the paint can and add color.

· To add outline, click on the shape, click on the type of line that you want to add and use the paintbrush to select the color of the outline.
· To add a shadow to your shape, click on the shape, click on the shadow box and choose a shadow 

You can find the smile face etc. that you use when e-mailing under format – auto format – options – auto correct.  Just type in what’s in the first box and you’ll get what’s in the second box.    Example:  colon and shift 0 makes (
Test

Mrs. Miller

Name_________________

If you move the top of the hourglass on the indent line in closer than the bottom line is then it will indent each new paragraph.

If you move the bottom of the hour glass on the indent line in closer than the top of the hour glass it will give you a hanging indent. This works well when making tests.  Example below.

How many pints are in 2 quarts?

A. 4

B. 2

C. 3

D. 5

To create a new document
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