[image: ]Instructions for Graphic Layout Assignment

1. Open the document Graphics Layout Assignment in the s:/stanger drive.
2. Use View/Header and Footer to create a header that includes your name, and the names of the skills you will learn today.
3. Save your document in  your Word folder as your last name, first name and assignment name.  (Example:  Stanger Julia Graphics Layout)
4. You are now ready to Copy and Paste.  
Copy Line 1 (In Line with text)  8 times using one of the following methods:
a. (highlight text) Edit/Copy
b. (highlight text) CTRL-C
c. (highlight text) Right-Click (outside button of mouse)/Copy
This places the words into RAM using the Clipboard.  Once something is placed on the clipboard, it will stay until replaced.  
Now Paste using one of the following methods:
a. Edit/Paste
b. CTRL-V
c. Right-Click (outside button of mouse)/Paste
5. Continue copying/pasting until you have 7 lines of EACH phrase.
6. You are now ready to add graphics.
To add GRAPHICS—Go to Insert/Online Pictures/.  This will open a search window.  
Type in the screenbeans.    You should see many different pictures.  [image: ]

Click on the one you want and then click on the Drop Down arrow which will bring up another menu.  Choose INSERT and the picture will be placed in your document wherever you had your cursor.  You will need to choose 5 different pictures. Choose graphics that have irregular borders—not square borders.
7. [bookmark: OLE_LINK1][image: ]You are now ready to apply picture layouts to each picture and corresponding phrase. 
The layouts will correspond with the phrases you have typed.  Example:  In line [image: ]with text will have a picture that you have aligned with the text.  Behind text will have a graphic behind the text. 
To access the picture layouts:
Click on the picture.  This will show the layout toolbar. It looks like a gray arch.
	
8. You may also need to make your graphics larger or smaller.  To do this, Click on the graphic until it is surrounded by a thin, black line with boxes in the center and corners of each line.  Click on a corner box, hold down the SHIFT and CONTROL keys (this keeps both horizontal and vertical the same without skewing the picture) and DRAG until the picture is the size you want it to be.
9. Your assignment should look very much line mine.  (You may need to delete some words/lines to get the alignments just right.  This should all fit on ONE page.  (Example on back side of this page.)
10. [bookmark: _GoBack]Resave into your Word folder.
11. Print and turn In—In black and white, not color. 
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