Computer Awareness Programme (Module 5) ─ Word Processing
[bookmark: _GoBack]Unit 3：Poster and Greeting Card Design

Introduction:
· In addition to formal writing, pupils can try to create useful documents using word processing functions. By making posters and greeting cards, pupils will learn about different types of documents and develop skills in expressing and communicating their ideas.

· In this unit, pupils will design their own posters. A number of learning objectives will be illustrated by examples:
· Changing font style and colour
· Using the emphasising tools
· Using tabs
· Adjusting paper orientation
· Adjusting text orientation
· Inputting text using a keyboard or a handwriting recognition device 
· Inserting clip-art into a text document
*Enrichment: Inserting symbols / special characters
Using WordArt

· Teachers may make use of the activities suggested herein or create their own activities to help pupils achieve the learning objectives.

· Activities can be organised around different themes. For example:

	Theme
	Example

	Christmas
	Making a Christmas card

	Environmental protection
	Making a poster on environmental protection

	Looking for New Owners
	Writing an advertisement

	Learners’ Awards 
	Design an award certificate

	Riddle Time
	Guessing a riddle



· This unit will detail the steps of creating a document, using a Christmas card as example. More examples of similarly created works can be found.



Example of an activity:

· Theme: Christmas
· Steps:   	Pupils design a Christmas card on the computer after learning about Christmas or during an art lesson.
	Teachers encourage pupils to add pictures and colours to the Christmas card.
· Pupils print out the Christmas card, fold it and give it to a teacher or classmate.
Example of a completed card:
[image: ]

Below are the steps to create this card:
· Adjusting paper orientation
i. On the “Page layout” tab, click “Orientation”.

ii. Select “Landscape” from the “Orientation” menu.

[image: Module 5 U3 P]	i
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· 
Creating a caption with WordArt
i. Click “WordArt” on the “Insert” tab.
ii. Select a WordArt style from the “WordArt” menu.
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iii. A dotted-line text box with “Your text here” will appear.
[image: Module 5 U3 P]
iv. Point the cursor to the edge of the dotted-line text box and press “Delete” to delete the text “Your text here”. It should look like below:
[image: ]
v. Place the cursor inside the dotted-line text box and type “聖誕快樂”. The text appears in the document.

[image: ]



vi. To change the orientation or position of the text, click on the “聖誕快樂” text box: click the edge of the dotted-line text box so that the dotted line becomes a solid line.
[image: ][image: ]
         
vii. Then click “Text Direction” on the “Page Layout” tab.
viii. Select “Vertical” from the “Text Direction” menu. 
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ix. To adjust the font size, select the “聖誕快樂” text box with the mouse: point the cursor to the edge of the dotted-line text box and click to turn it into a solid line. Then on the “Home” tab, in the “Font” group, select the desired font size.
[image: Module 5 U3 P]ix


x. Where necessary, select the “聖誕快樂” text box with the mouse: point the cursor to the edge of the dotted-line text box and click to turn it into a solid line. Then drag any of the sizing handles to re-size the text box.
[image: ][image: ] 



xi. For more effects, select the “聖誕快樂” text box with the mouse: point the cursor to the edge of the dotted-line text box and click to turn it into a solid line. Then click “Text Effects” on the “Format” tab.
[image: Module 5 U3 P]xi

xii. Select a text effect.
[image: Module 5 U3 P]xii

 	For example:
[image: ][image: ]




· Inserting a clip-art                                                                                  
i. Point the cursor to the desired position. On the “Insert” tab, in the “Illustrations” group, click “Clip Art”.
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ii. Select a desired clip-art and it will be inserted automatically.

· Editing a clip-art
i. To adjust the size of a clip-art, drag any of the sizing handles on the corners to re-size the picture in proportion.
[image: ]

ii. To make changes to any part of the clip-art, first select the picture by pointing the cursor to it. Select “Ungroup” from the right-click menu to break the clip-art into drawing objects.
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iii. Select the part to be changed.
[image: ]

iv. After ungrouping, make changes to the drawing object as desired. For example:
Re-sizing the object		Changing the colour		Adjusting the position
       [image: ]   [image: ]    [image: ]



v. To re-position a drawing object, select it with the mouse: point the cursor to the edge of the object and click to see a light grey, thick line appear around the object. Next, point the cursor to the line, then press and hold the left-click button to drag the picture to desired position.
[image: ]

vi. To group the objects back together, first select the drawing objects: point the cursor to the edge of an object and click to see a light grey, thick line appear around the object. Then, on the “Home” tab, in the “Edit” group, click “Select” and then click “Select All”.
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vii. Place the cursor inside the picture. When the cursor becomes a    , select “Group” from the right-click menu.
[image: Module 5 U3 P]vii


viii. The ruler can be of help when moving and resizing objects. If the ruler is not displayed, go to the “View” tab and select “Ruler” in the “Show” group. Two rulers should appear. Pupils may re-size and move drawing objects and text boxes with the ruler’s help. The drawing object should be placed parallel to the text.
[image: Module 5 U3 P]viii



[image: Module 5 U3 P]At half the width of the paper
At half the length of the paper


· Rotating the clip-art and the caption
i. Select the picture: Point the cursor to the edge of the drawing object and click to see a grey, thick line and sizing handles appear around the picture.
[image: ]
[image: ]









ii. On the “Format” tab, in the “Arrange” group, click “Rotate” and then select “Flip Vertical”.
[image: Module 5 U3 P]ii


iii. Go again to the “Format” tab, in the “Arrange” group, click “Rotate” but select “Flip Horizontal”.
[image: Module 5 U3 P]iii


iv. Swap the picture and the text box. Select the text box, then point the cursor to a blank area near the “聖誕快樂” text. When the cursor becomes an arrow, click to see a solid line appear around the text. Next, repeat the steps of rotating the picture: click “Flip Vertical”, then click “Flip Horizontal”.
[image: ][image: Module 5 U3 P]

· Entering and positioning the text
[image: ]Click and drag the triangular marker    on the ruler to the half the width of the paper. Enter the text in the lower-right corner.
[image: Module 5 U3 P]
· 
Inserting symbols / special characters
i. On the “Insert” tab, in the “Symbol” group, click “Symbol” . Select “More Symbols...” to open the “Symbol” dialog box.
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ii. Select     in the dialog box.
iii. Then click “Insert”.
[image: Module 5 U3 P]ii
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· Embellishing of the document
i. Select the text with the mouse and change the font to bold, italic or underlined.
ii. Select the text or a symbol with the mouse. Then go to the “Home” tab and click  
[image: ]      to change the font colour.
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· 
Folding the Christmas card

i. Fold the left-half with the upside-down picture backwards. 
[image: Module 5 U3 P]  
                           
ii. Then fold it forward.

[image: Module 5 U3 P]

iii. Finished.
[image: ]


Remarks: Other suggested activities (Refer to the previous examples for the word processing techniques used. Below is a brief description.)
Example (1)
· Theme: Environmental protection
· Description: Pupils make posters on environmental awareness, which are then posted on a notice board to remind pupils to protect the environment.
Recycling helps the environment


[image: ]




Work together to make Hong Kong a better home



Send unwanted paper to the recycle bin



Example (2)
· Theme:	Looking for new owners
· Description: 	Learners design posters to get the things they want.
 (
is wanted by a P5 girl
Please Contact 
Wong Siu May (5B)
) (
Any story books for exchange ?
Interested schoolmates may contact :  Paul Yeung (
5A
) 
)












Example (3)
· Theme:	Learners’ Awards
· Description: Learners design award certificates for classmates with outstanding performance.
[image: Module 5 U3 P] (
KAREN
IS A
SUPER WRITER
)











Example (4)
· Theme:	Riddle Time
Description: Pupils post riddles on a notice board for the class to solve. Hide the answers on the back side of the riddles. 

[image: ]
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