EFL 537 Computer Assisted Language Learning


Word Processing Project

Who: students individually 

There are four mini-activities in the Word Processing Project. Please save each activity in a separate Word document and upload all four activities to Blackboard assignment.
Activity 1 
Write a short story about yourself.  The work that you create in this activity will be used for other activities.  In your story, include the following information:

· Your name

· Where you were born

· Information about your family

· Things that you like to do

· Why you chose to be an EFL teacher or want to be an EFL teacher

· What teaching means to you

Once you have included this information, do the following:

1. Use the find and replace function to change all of your “the” words in the document to “(the).”

2. Add one piece of clip art from the Word software to your document

3. Add one photo that you find on the Internet to your document

4. Format the document so that the margins are all .5

5. Switch the page layout to landscape

6. Create a table in the document

· Add checkmark or arrow bullets to the document 

Activity 2: NEWSLETTER
Using the information that you used to complete Activity one, create a newsletter using Microsoft Word.  Creating a newsletter is easy. Complete the following:
1. Open a new Word document

2. Copy and paste the information that you wrote in Activity 1 into the document.  

3. Click the mouse pointer at the beginning of the document and press Enter twice.

4. Move the cursor back to the top of the document and type your title.  Select the title text, set it in 28-point type, bold, and in a different color from the text.  Center the text.

5. Move the cursor down to the line of text that was copied from Activity 1.  Type, A little About Me or Us, if you created the document with a partner. Then, select the text you just typed and enlarge it to 14 points and make it bold.

6. Add another paragraph about your mentor or one that says something else about you.

7. Add another paragraph about why you chose teaching or why you want to be a teacher.

8. Insert a clip art that relates to the topic you are writing on.

9. Select the paragraphs and graphics and go to “Page Layout” > “Columns”.  A drop-down box appears from which you can set the number of columns.  Set two columns by clicking the figure that represents the second column.  Your document should end up with two columns of information.

10. When you are satisfied with your newsletter, save the document
Activity 3: DIAGRAMMING
Create a diagram by using Microsoft Word.  You choose the content and the information that you are trying to share.  Open the drawing tools in Word if it is not already open.  You can either “Insert” > “shapes” or “Insert” > “Smart Art”.  Use the formatting features on the tool bar to create a diagram of some sort.  It can be a Venn Diagram, a cycle of something, etc.  Use at least 2 different colors in your diagram.  Use a textbox to type your name.  
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Activity 4: WEB PAGE

Using Microsoft Word, create your own webpage.  To do so, open Word and create a new document. Then, save the document as a webpage.

Make sure to include the following elements:

1. Your name

2. A link that will allow someone to email you

3. A link to a site external to yours (Ex. http://www.cnn.com)

4. A picture that you found on the internet

Once you have created your website using Microsoft Word, you will need to save it as a web page.  From the file menu, you have the option to save the document as a web page.  Choose save as “web page.”













