Click on the Microsoft Word icon. 
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Make sure that “Word Document” is highlighted and then click “Open”
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Center your cursor
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Type what you would like your sign to say at the top of your sign. For example, “Hickory’s Room”

Highlight your text and change the font size and style. You may also change the color if you would like to.
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Save your changes so far – File, Save As

Save the file to the network and rename it “your name bedroom sign.doc”

For example “Mrs Van Dyke bedroom sign.doc”

Skip a line by pressing “return”

Insert a picture from Clip Art – Insert, Picture, Clip Art
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Type in the clip art image that you would like and press “return”.  Browse through the results. When you find one that you like, click “Insert”
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Resize the image to the size that you would like by clicking on it and dragging the black corner dots.
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Save your work – File, Save or click the computer disk on the menu bar
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If you need to center your image, click on it and then click the “center” button. 
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Skip to a new line and enter your text for the bottom of your document. For example, “Bark before entering”

If you need to center your text, highlight it and click the “center” button.

Save your work – File, Save or click the computer disk on the menu bar

[image: image12.png]



Add a border – Format, Borders and Shading (on the menu bar)

Click on Page Border at the top of the box
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In the Art dropdown box, select which border style you would like and then click OK.
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Adjust the size of your clip art and text in order to make everything fit onto one page. 

Save your document once more.

Print your document and close Word.

