[bookmark: _GoBack]Lesson 3 How to use Microsoft Word Name __
1. Type your name at the top of the sheet
2. Click on DESIGN and to the far right click on page boarders and place a color border around this sheet.
3. Next line click on Insert and Date & Time choose todays date and click on date & time again and choose the time now allow you to place the date and time together.
4. Hit your enter key twice.  Look at what I placed at the bottom you create the same way right below.


5. Click on Insert and then Text Box (Draw Text Box) Make your text box as big as the example below type in the text box font size 20 Font Comic Sans This an Introduction to My Story
6. Click on the line around the text box and right click on the mouse and look for small menu box that appears.
a. Click on the fill bucket and change the color to YELLOW click on the out-line and change it to BLACK.  Click on the outline again and the small arrow and change the size by weight to 6pt.
b. Rt Click on the text line again and a pull-down window will appear.
i. Click on FORMAT SHAPE a second window will appear to the right. Click on the PENTAGON shape and then choose 3D rotation Click on the PRESETS icon
ii. Choose the icon located at the perspective bottom second one from the left called “Perspective -Relaxed-Moderately”.  This will position your text box.
7.  Look at the paragraph below and click on the first letter on the first line the letter O.  Go to INSERT look to the right and look for DROP CAP.  Choose Dropped and this will allow the letter O to become larger and cover two or more lines.
[image: ]Once upon a time, there was a peasant who, in spite of his poverty, had a small far, a vegetable garden and a single ox. His very ramshackle farm was made of old boards of wood which mildewed.  It had two rooms.  The first one as where, formerly, there was the shed which could receive about ten oxen.
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