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MAKING A FLOW CHART
ACTIVITY 12
Skills you will learn or practice:

· Inserting a text box

· Using the drawing toolbar for arrows

· Formatting Word Art

· Clip Art

1.  Open a Word document.  Type your name.  Hit ENTER once.  Type Activity 12.  Hit ENTER twice.  Scroll the cursor to the bottom of the page and back up to make life easier later! 
2.  You will need your Drawing toolbar for this activity.  Click on View – Toolbars – and make sure the Drawing toolbar is checked.  Make sure the Drawing Frame has been removed. 
3.  Decide on some process you do daily that takes five or more steps.  Brushing your teeth?  Making the bed?  Making your lunch?  Washing your hair?  Your choice. 

4.  You will make a Flowchart that includes the following:

· At least 5 text boxes

· Arrows showing the order of the steps

· Large clip art picture

· Word Art Title

5.  Click on Word Art in the Drawing toolbar.  Select one of the options presented and click OK.  Type in the title of your Flow Chart (eg. How to Make a Bed)  Be sure to “text doggie” the title when you are finished so you can move it around.  

6.  Using the Text Box icon in the Drawing toolbar, open a text box.  Type #1 and then type the description of your first step.  You will adjust the font size later.  

7.  Repeat step 6 until all the directions have been given.  You may want to click on the line style and dash style icons on the Drawing toolbar to change the text box lines.  

8.  Move the boxes around until they make a pleasing arrangement and flow from one to the next.  Put the WordArt title in a good location of empty space.  Adjust the font size and box size to fit and fill the page.  See the back side for an example.  

9.  Use the arrow icon on the Drawing Toolbar to add arrows showing the direction of the order of the instructions.  

10.  Add a clip art picture to an empty spot on the page.  The picture should relate to your chart.  

11.  Go to File – Print Preview to see that all of your boxes will completely print.  Hit CLOSE.  Save as Activity 12.  Submit using Edmodo.  Do not print unless directed.   
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1.  Open a Word document.  Type your name.  Hit ENTER once.  Type Activity 12.  Hit ENTER twice





2.  You will need your Drawing toolbar for this activity.  Click on View – Toolbars – and make sure the Drawing toolbar is checked





3.  Decide on some process you do daily that takes five or more steps.  Brushing your teeth?  Making the bed?  Making your lunch?  Washing your hair?  Your choice. 





4.  You will make a Flowchart that includes the following:


At least 5 text boxes


Arrows showing the order of the steps


Large clip art picture


Word Art Title





5.  Click on Word Art in the Drawing toolbar.  Word Art is the large blue A.  Select one of the options presented and click OK.  Type in the title of your Flow Chart.  Be sure to “text doggie” the title when you are finished so you can move it around.  








6.  Using the Text Box icon in the Drawing toolbar, open a text box.  Type #1 and then type the description of your first step.  You will adjust the font size later.  








7.  Repeat step 6 until all the directions have been given.  You may want to click on the line style icon on the Drawing toolbar to change the thickness of the text box lines.  





8.  Move the boxes around until they make a pleasing arrangement and flow from one to the next.  Put the word title in a good location of empty space.  Adjust the font size and box size to fit and fill the page.  See the back side for an example.  





9.  Use the arrow icon on the Drawing Toolbar to add arrows showing the direction of the order of the instructions.  





10.  Add a clip art picture to an empty spot on the page.  The picture should relate to your chart.  





11.  Print Preview. Then Save as Activity 12.  Submit using Edmodo.  
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