Creating an Interactive Worksheet in Word – Getting Started

Creating a header and a footer which contain a range of document information

Headers and Footers are sections of a page which are separate from the main body of text.  Any items placed in the header and footer will appear on every page.

Viewing the header and footer
Click on View – Header & Footer.

Creating a Fill-in field to identify who has created and printed the document
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With the header and footer open, click on Insert –Field.

2. Select Mail-Merge from the list on the left.

3. Select Fill-in from the list on the right.

4. Type FILLIN “Please type your name” into the box as shown…

5. Click on OK and when asked to “Please type your name” just click Cancel the first time you set up the field.

A Fill-in field has now been inserted into the header.  This will prompt the student to enter their name when they open the document.  The name will be inserted into the header and will appear on every page – Useful for identifying student printouts.

6. The field codes may be viewed by pressing Alt+F9.

7. Type two spaces after the “Please type your name” Fill-in field and create a new Fill-in field which asks the students to type their Tutor Group.
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8. Type the name of your subject into the header.
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Manipulating the image

The image you have chosen may be not be to your requirements at this stage
Ifitis too large or small, you will need to re-size it

If you orlly need part of the image, you will need to crop it

Youmay needto alter the brightness or contrast of the image
You may want to add a border to the image.

Taking the barcode image as an example
Displaying the Picture toolbar

Click on View-Toolbars-Picture o o o
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Now view the footer, by clicking on the Switch between header and footer button on the Header and Footer toolbar.

10. Insert the page number and date into the footer.

Creating an Interactive Worksheet in Word - 1

Inserting text and images into the document

Select some text and at least one image for your ‘Interactive Worksheet’ from any of the following sources…

· An existing Word document in your user area

· Encarta Encyclopaedia

· A web page on the Intranet or Internet

You will need to select the text or image, right click on it, select copy then paste it into your document.

Creating a Cloze exercise with dropdown boxes
1. Save your document before going any further.
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Use the Highlight button to identify key words in the text (The highlight button is found on the Formatting toolbar.  You will need to select a suitable highlighter colour.
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Print a copy of the text showing the highlighted  key words.

4. Click View – Toolbars – Forms to display the ‘Forms’ toolbar.

5. Delete the first keyword you chose and click on the Dropdown Form Field button.

6. Double-click on the field to display the following window…
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Youwill need to selectthe text or image, right click on it, select copy then paste it into your document.

Creating a Cloze exercise with dropdown boxes

1. Save your document before going any further
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7. Copy your completed field and Paste it beside each of the key words you highlighted in the document.

8. Delete each of the highlighted key words, leaving only the fields and the rest of the text.
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Save your document before going any further
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Using the Cloze exercise
For student use, the document should be saved as a template on the network.  For the time being, just make sure that it has been saved as a document.

1. Click the Protect Form button on the Forms Toolbar – Shown as a padlock icon.

2. Click on each of the dropdown boxes and select the appropriate answer from the list.

3. Print the completed work.

Creating an Interactive Worksheet in Word - 2

Creating a ‘True or False’ exercise using check boxes

1. Click on Table – Insert Table.

2. Set the number of columns to (for example) 3 and the number of rows to (for example) 4.

3. A 3 by 4 table will be inserted into the document.

4. Click and drag across the cells in the top row as shown below and click on Table – Merge cells.
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5. Type your instructions for the ‘True or False’ exercise into the top row and the possible answers into the remaining cells.

Task: Click on the boxes where you think the statements are true.

Companies using the EAN are allocated a block of article numbers for its products.
Companies using the EAN are given a number of barcodes to stick onto each product.
Barcodes are read using a data projector.
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Display the Forms toolbar – If it is not already displayed, click on View – Toolbars – Forms.

7. Insert a Check Box Form Field alongside every possible response.  (As with the Dropdown Form Fields, you can view the properties of the Checkbox by double-clicking on it.)

8. Protect the form by clicking on the padlock.

9. Save the document – Again, this should be saved as a template if students are to access the file across the network.

Using the check boxes

1. Load the document (or create a new document from the template).

2. Make sure that the form is locked.

3. Click on the Check boxes to indicate your answer.  Checked boxes are shown with a cross.  You can check and uncheck a box by repeatedly clicking on it.

4. Print the sheet to show the answers.
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Creating an Interactive Worksheet in Word – 3

Creating a self-assessing worksheet

It is possible to create a worksheet which assesses student responses and gives feedback.  For this to work, students need to give numerical responses.  You will use a image collected from the Intranet, Internet or Encarta for this activity.  To prepare for this activity, first choose a suitable image then copy and paste it into your worksheet.

Manipulating the image

The image you have chosen may be not be to your requirements at this stage.

· If it is too large or small, you will need to re-size it.

· If you only need part of the image, you will need to crop it.

· You may need to alter the brightness or contrast of the image.

· You may want to add a border to the image.
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Displaying the Picture toolbar

Click on View-Toolbars- Picture.

Taking the barcode image as an example…
Adjusting the contrast, brightness, border, text wrapping, transparency

The are all very easy to use – Simply select the image and click on the buttons as appropriate.

Re-sizing the image
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Click the handles around the outside of the image and move them in or out as appropriate.
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Cropping the image

Make sure that the crop

button has been selected.

Hint: Clicking on Draw-Grid
and un-checking Snap to grid

will give you more control

when cropping.

Using callouts to label parts of the image

Callouts may be used to label the different sections of the images.

1. On the Drawing toolbar, click AutoShapes.

2. Click on Callouts and select a Callout style.

3. Type a number into the Callout to label part of the picture (see the example below).

4. You may format the number as appropriate – You might want to change the colour of the text – You will find the button to allow you to do this on the Formatting toolbar.

5. When you have created all of your Callouts, hold the Shift (() button down on the keyboard and click on the picture and then each Callout in turn – Keep the Shift key pressed when doing this.

6. Click on Draw – Group to join the Callouts to the image.  A single image has now created, which incorporates all of the Callouts and the main image itself.  If you need to ungroup this at any time, click Draw-Ungroup.

7. You may want to alter the wrapping on this image.

Creating a table of items to label on the picture, including a student response column and a feedback column

1. Add a table to the document – This should be three columns wide.  The number of rows is dependant upon the number of Callouts you created.

2. Type descriptions of the sections of the image that you want the students to label (see diagram below).

3. Display the Forms toolbar.

4. Add a Text form field into each cell in the second column.


Creating the feedback column

For each cell in the third column, do the following…


1. Click on Insert – Field.

2. Select Document Automation from the column on the left.

3. Select If from the column on the right.

4. Complete the Field codes box as shown in the example on the right where…

· Text1 is the bookmark name of the field –To see what this is, you need to double-click on the Text form field.  It will be displayed in the window that appears.

· = 2  is  the condition for the correct Callout label.

· “True” is the feedback given if the condition is met.

· “False” is the feedback given if the condition is not met.

5. Press Alt+F9 if you need to display the field codes at any time.

Brightness





Contrast





Insert page number





Insert date





Swap between header and footer





Check Box Form Field





Click OK when you have finished





Re-arrange the key words into a random order.





Dropdown Form Field





Type each key word her and click on Add – Add all of the key words to the list





Crop





Border





Text wrapping





Transparency





Click and drag corner handle out to enlarge





Click and drag handles inwards to crop





Cropped image
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