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MS WORD 2000 Endangered Species Pamphlet Instructions

1. Click on MS Word icon.

2. Format the file:

a. Click on “file”, “page set-up”, paper size”, then “landscape”, “ok” so that the paper will be typed oblong instead of portrait       .

b. Click on “file”, “page set-up”, then “margins”.  Change the top, bottom, left, and right margins to “0.75”, “ok”.

c. To set-up like a pamphlet there needs to be three columns.

i. Click on “Format”, “columns”, “three”, “ok”.

ii. The spacing should work out.  However, the width and spacing can be adjusted later by manually dragging the tabs left or right with the cursor, at the top of the column.  This will allow the column to be widened and shrunk.

iii. Keep in mind as you type the columns of the pamphlet will be folded.  To move to the next column, simply place cursor under last sentence typed and continue to hit “enter” until your cursor is at the top of the next column.

3. Format the typing.

a. Click on “format”, the “font” to determine the size of letters and font style.

i. The font color can also be changed at this location.

ii. The information can be centered by highlighting text (click and drag) and pressing “Control E”.  “Control L” will set it back to left justified.

1. Bold is “Control B”

2. Italics is “Control I”

3. Underline is “Control U”

b. To type enlarged, stylish words click on “insert”, “picture”, and “word art”.

i. Choose a style and click on “ok”.  Choose the “font” and “size”.  (Keep in mind that your words need to fit in one column of the pamphlet).

ii. Type the word or phrase, then, click on “ok”.

iii. This can be made larger or smaller by grabbing a corner with the cursor and dragging.

iv. Clicking on the middle and dragging can move the whole word.

v. If this is not the desired effect, simply click on “edit text” in the tool bar and repeat steps A-D again.

vi. To turn the word art message sideways, click on curved arrow with green dot located in tool bar.  The, click on green corner and turn the word around.

vii. When finished, click on area outside of word art message and continue.

4. Inserting pictures or clip art.

a. Click on “insert” and “picture”

i. Choose “from file” if the picture is saved on a disk or hard drive.

ii. Choose “clip art” if the possible clip art is wanted.

5. Suggested order of information in pamphlet.

a. Page 1/column one-Where does the species live (geographical range, use picture if possible)?  Give some history (if possible).  Give type of biome if possible.

b. Page 1/column two-What type of habitat does it live in?  Use picture if possible.

c. Page 1/column three-What niche (role) does the species play in the ecosystem?

d. Page 2/column one-What are the causes for the species being endangered?  Why is it important to save the species?

e. Page 2/column two (back of pamphlet)-What can be done to protect the species from extinction.  Also give Internet references.

f. Page 2/column three (front of pamphlet-Give common name and scientific name of species.  Print picture of species.  State that pamphlet is provided by:  “Courtesy of Mardela High School Environmental Science.”

6. Print out pamphlet.

a. Print out page one.  The re-insert the paper in paper try with the printed side up and where it can be read from the right..  Print page two.

b. Fold pamphlet into thirds.

c. Remember to save pamphlet before exiting MS WORD.

Grading Rubric for Endangered Species Pamphlet Project

Counts as 100 points

Content:

· Common Name of Species
3 pts

· Scientific Name of Species
3 pts

· Geographical Range of Species
6 pts

· Habitat of Species
6 pts

· Causes of Extinction
6 pts

· Protection of Species
6 pts
__________



30 pts

Following Outlined Directions:

· Worked on project seriously during lab time
6 pts

· Used MS Word to make pamphlet
6 pts

· 3 columns for pamphlet format on each side
6 pts

· Printed 6 pamphlets
3 pts

· One pamphlet with name printed.
3 pts

· 3 Resources
6 pts



30 pts
__________

Easiness to Understand:

· Spelling
8 pts

· Grammar/sentence structure
8 pts

· Does it make sense:  how pamphlet is put together?
4 pts
__________


20 pts

Neatness/Originality:

· Format/How pamphlet is designed.
4 pts

· Columns lined up and centered in pamphlet?
4 pts

· Clipart (pictures and/or word art)?
12 pts
__________


20 pts




__________




100 pts poss.
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