WRITING A WORD FILE / ADDING A WORD ART / ADDING A PICTURE

1. Open Microsoft Word/ Word with 2 clicks.

2. Go to ‘Archivo – Guardar como’ and  go to T/Cicle Superior/5èA or 5èB/English ; 6èA or 6èB/English. Write a name for your file like this: title+name, exemple presentation+carme.

3. Write the text you want to write. (Escriu el text que has d’escriure)

4. Select the text and change colour, type of letter, bold or italic...

5. Write a title for your file with a Word Art. Click 1 time. Write the text. Accept. You can move the the Word Art with your mouse.

6. Put a picture on your file. We must go to Explorer/Google/Imatges. Write  the word you want to find (escriu la paraula que vols trobar) ... and click ‘Buscar imatges’.

7. Select an image. Click the right button on your mouse (‘botó dret del ratolí’) and click ‘Copia’.

8. Go to the word file. Click on the right button on your mouse and click ‘Enganxa’. The picture is on your word file now.

9. Move the picture and place it on a place you like on your file (‘document’).

10. Write your name and surname (‘cognom’).

11. Save it (‘Guarda-ho’) before you leave.
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