Word1_Tutorial for Fourth grade students, by Connie Barnes for ITEC 501 
American Documents and Famous Virginians
You will be using both Microsoft Word and Power Point to create a presentation on the important documents and the Virginia leaders who helped with those documents. Follow the written directions on the left. The pictures on the right are there to help you. We will do the first two pages of the Power Point together. As we go through each step put a small check in the circle to show you have done that step. After we have finished the first two slides you and your partner will complete four other slides by following the directions again.
Your grade will depend on the accuracy of the information in your Power Point.

	· Go to start and open the Power Point icon.
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	· Type in the title of the document where is says “Click to add title” the title is “American Documents”
· Click in the box that says, “Click to add sub title”. Type in your name and teacher’s name.
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	· Go to “File” and “Save As…” 
· Go to address bar and go to home drive. Save to your homer drive. (Now you can just click the Save in file menu as you go through this process.)
	

	· Go to Insert and select new slide Your page will say “Click to add title” and “Click to add text”
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	· Go to start and open Microsoft Word. (You will need to keep both of these documents open.)
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	· Go to File > Open > and pull down the address bar. 
· Scroll down and find the J: drive.
· Open the J drive. Find the folder labeled “Barnes Class” and double click.
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	· Open the folder that says “Folder to make Presentation”. 
· Then open the “Title of Documents” folder. 
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	· 8.   Double click on the Word icon. 
· When the folder opens. Highlight the first title. 
· Right click and copy the title.
·  Minimize the folder. 
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	9.  Place your cursor in the title box and right click > paste.
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	· 10. Go to the bottom of your screen and reopen your word folder.

·  Undo the highlighting of the word if it is still there. 
· Go to “File” and “Open.”
·  Open the “Folder to make Presentations”

· Click on Folder” Statements about documents”.
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	· Open new Microsoft Word Document.doc
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	· Find the statement that goes with the Declaration of Independence

· Highlight the statement 

· Right click and copy
	
[image: image11.png]




	· Go to the bottom of the screen and reopen the Power Point.

· Put the curser in the box that says “Click To Add Text”
· Right click and paste
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	· Go to Insert > picture > from file

· Find the J drive ( If needed,)
· Go to Barnes Class folder

· Open “Folder to make Presentations “ 
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	· Open the folder “Pictures of Famous Virginians”

· Highlight Picture of  Thomas Jefferson

· Click “Insert”

· Drag picture to either beside the text or under the text
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	· Go to bottom of your screen, reopen your Word document.

· Return to “Folder to make Presentation”
· Open folder “Names of famous Virginians

· Click on the file that opens “Names of Famous Virginians”
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	· Highlight  Thomas Jefferson 

· Right Click and copy

· Open your Power Point 

· Right click and paste

· Move name under the picture
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	· You should now be done with the first two slides

· Begin again at the top and create four more slides using all the names, pictures, statements and document titles

· HAVE FUN!
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