Word Scaffold Checklist and Assignments: Word Practicum Skills
	Set margins to 1 inch on all sides
	

	Title (Arial 12 Small Caps)
	

	Line extending across page under title (black 2 ¼ point)
	

	Sentence(s) describing what the scaffold shows (Arial 10)
	

	Two column format with text on the left and screen shots on the right
	

	Clearly written steps to complete the process (numbered list; Arial 10)
	

	Screen shot(s) of appropriate dialog boxes
	

	Arrow(s) pointing to the relevant object or item (black; 3 point)
	

	Figure label(s) (text box; figure number in bold Times New Roman 9 point text; figure name in regular Arial 8 point text)
	

	Screen shot(s) grouped with associated arrow and text box
	

	Group member names in footer (centered Arial 8 point)
	

	Page number in footer (right aligned Arial 10 point)
	

	Describes two ways to accomplish the task if applicable
	


Word Art: 
1. Insert Word Art, resize, set wrapping 

Document Setup: 
1. Change line spacing and add bulleted or numbered lists
2. Set document margins and page layout (portrait or landscape) 

3. Breaks:  next page and section

Graphic Images: 
1. Insert images from ClipArt, an outside file and from the Web
2. Resize images and set wrapping. 

3. Insert a screen shot (whole screen and active window) and crop

Text Boxes: 
1. Insert text box, resize and group with graphic object 

2. Remove text box border and change background color

Headers and Footers:
1. Add page numbers and text, align text (left, center, and right) 

Tables: 
1. Insert table, resize cells and merge cells
2. Format cells (change fill color and font, text alignment in cells)
3. Change cell margins/padding (INSTRUCTOR DEMO)
4. Change or remove borders from cells (line weight & visibility)
