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The Housing Works, Inc.  ADHC Computer Lab

Certifies that

_________________________

Has been named 
“Student Extraordinaire”
____________

Computer Instructor
Certificate Instructions
1- Open Microsoft Word (Should be an icon on the desktop or go to START, PROGRAMS, MICROSOFT OFFICE). Open a blank word document.
1-Go to FILE on the top toolbar- then to PAGE SET UP- click the “Margins” tab- Under the “Orientation” section, click “landscape”. Click OK. This will turn the paper sideways.

2- Cursor placed at the top, go to INSERT on the top toolbar- PICTURE-FROM CLIP ART-

3- Type “student” or something  to represent what you want on your certificate, a KEYWORD in the search box in the Clip Art Dialogue box and find a picture that illustrates “student of the month” (or whatever you want your certificate to be). Double Click on the picture to insert it in your document. Close the Clip Art Dialog box.
4- Click on the picture to “edit” it. Moving the cursor over the corners, you should see the cursor turn into double sided arrows. While the cursor is an arrow, you can click the mouse button and HOLD IT DOWN while you drag the corners of the picture to size you want. Let go to see the results.

5- Hit ENTER to move the cursor down to where you would like to begin typing. Type:

 “The Housing Works Inc. ADHC Computer Lab” 
and then on the line underneath, type:

 “Certifies that”
Highlight the words and go to FORMAT on the top toolbar- then to FONT-then edit the text (Change the font style, size, color, style to however you want it—have changed mine to Font: Script MT Bold, Size: 26, Style: Bold). Before you “unhighlight”, click the “center” icon on the top toolbar to align the text to the center.

6- Go down the next line and make a line (hold down the “shift” tab and press the “hyphen” key repeatedly.(next to the + sign on the top number row of the keyboard)

7- Underneath that, type:

 “Has been named”

 Highlight it, then center it, and change the font style, size, etc to match the rest

8- Under that, type:

“Student Extraordinaire” 
and highlight it and edit that as well. The font size should be a little bigger than the other text (I have mine Size: 48 pts)
9- Skip a few lines and make another line, then under that type “Computer Instructor”. Highlight this and make it “Left aligned” and slightly smaller than everything else.

10- Then go to FORMAT on the top toolbar- then to BORDERS AND SHADING-click on the PAGE BORDER tab if not already selected. Pick a border and color for your certificate.
11- Go to TOOLS on the top toolbar- then to SPELLING AND GRAMMAR- Spell Check the certificate
12- Go to FILE- PRINT PREVIEW to see how finished product will look.

13- Go to FILE-SAVE AS-—rename and save.

14-Go to FILE- PRINT to print.
