Lifelong Access to PC’s Through Training for Older People

LAPTTOP EXERCISES


WORDS: Create a text box
[image: image1.png][Format Text Box

(et ]| e | ot | pre | oo | web |
"

Color: ol

Tensparency: 4

Line

o [ wewe = me [
P s R
s
Begin style: ﬁ End style: ﬁ
seonsgss [ mdsem [

Concel





Click on the Insert menu and click on text box. When you move the mouse onto the page a cross will appear. Click, hold down and drag so the box becomes the size you want it. We can resize it later so don’t worry of it’s not perfect now.
The first thing you can do is put text inside the box. The cursor will flash at the top left hand corner of the text box. Type in ‘Happy birthday’. If you select the text (highlight it) you can change the font, size colour and position within the box. So, select the text, centre it within the box, use red for the font colour, Bradley Hand for the font and size 14, bold.

The first two examples below show the text in a box but the frame is yet to be formatted.
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Now, click on the edge of the text box so you can see the frame around the box. Click the Format menu and select text box. The following menu will appear. If it doesn’t allow you to choose format text box, you may have selected the inside of the box rather than the outside edge.
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Fill – this fills the box with your selected colour. Click on the arrow next to ‘No fill’ and select the colour you want to fill the box. Once you have selected a colour, you can adjust the transparency by clicking on the left or right arrows next to ‘transparency’.

For the box above we chose; Light turquoise, transparency 50%

Line – this puts a line around the box. You can choose the colour of the line, whether it is dashed and you can choose a style of line. 

For the box above we chose: Aqua, small dash, 3 point.

Moving the text box is the same as moving a picture. Click on the frame of the box and find the spot where the mouse becomes a 4 way arrow. Click and drag your box to where you would like it to be placed.
You can resize the box at any time. Again, click on the frame of the box and look for the handles at each corner and on each side. Move the mouse over one of the handles, remembering the corner handles will resize the box in both directions whereas the side handles will only resize the box in one direction. When the mouse turns into a 2 way arrow, click and drag. Release the mouse when the box has resized to your satisfaction.

The first text box on this page has been filled with a graduated effect. To do this click Format, Text Box and click on colour. At the bottom, there are 2 options; More colours and Fill effects.
[image: image6.jpg]


Colours: Choose your colour by clicking on a hexagon. If the box is already coloured, the box in the bottom right hand shows the new colour and current colour as a comparison. Click OK when you are happy with the selection.

Fill effects: For the box at the start of this handout, we chose to grade two yellow colours with a 50% transparency. We chose a horizontal grading. Click on the different settings to see how it looks. The sample box in the bottom right hand will show what it will look like although it won’t change until you click OK. 
Try the other tabs too. You can change the texture and add a pattern or add a picture to the background. Like the box below!


Lastly, you will find if you add text outside of the boxes, like we have done here, the text will move around if you move the text boxes. Delete or add new lines to help position everything where you want it and remember the ‘undo’ button.
And don’t forget to save after every important change!
Text boxes are a useful tool to use to highlight a particular piece of text, or to make sure it stays in the same place on the page. Text boxes can be made quite decorative which makes them ideal for use in posters, invitations, greeting cards or just making the page look good.








Happy Birthday!
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Happy Birthday!





TOP TIP





If you are having trouble getting the box to move, check the layout tab in the format text box dialogue box. Changing the layout to ‘tight’ allows you to place the text box where you like.
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