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Student Lab Write-up Instructions

TO CREATE THE TITLE

On the Menu Bar;

· Select Insert> Text Box
*Hint:  Move the cursor down a couple of inches from the top of your page to give room for your text box

(contains title.)

· Click and drag diagonally down from left to right approximately 1” square.

· Release mouse button.  The “I” bar should blink inside the box.

On the Format Bar;

· Select Center Text
· Select Font Size to 12 pt.

· Select Font Type to Arial (Arial is exceptional for recopying quality.)

· Select Bold and type in the title:  Muscular System Lab

To Resize and Move the Text Box.

· Resize:
Click a corner block on the Text Box and drag to make larger or smaller.

· Move:
Click on the border of the Text Box where a “+” appears and drag to move to the top of the page.

· Once done, click outside of the Text Box to return to the normal page.

· Press the Enter key five times.  Note that the text box moves with the spacing.  You will have to move the box above the fifth line.  (This way, pressing Enter will not effect the Text Box.)

Add the text to your document below the Text Box.

TO ADD DATA TABLE

On the Menu Bar;

· Select Insert>Text Box  (Create a large box.  You can resize it later.)

On the Format Bar;

· Select Center Text   (Add the table heading.)

On the Menu Bar;

· Select Table> Insert Table
You will be prompted to determine the number of rows and columns that you would like in your Data table.  Select the required numbers and hit OK.

(You can resize the text box and the table now or as you work with it.)

Place the cursor into each individual cell that contains text.

On the Format Bar;

· Select Center Text and type in the information for that cell.

*Hint:  By placing the cursor on a cell wall, you will see the cursor change to a double black arrow.  Click with the left mouse button and hold.  You can then drag the cell wall to change the size of the cell.

Follow the instructions from above on how to position a text box and then position your data table.

TO ADD AN EXCELL GRAPH

Create a large text box under your data table.

With out closing your word document;

· Select Start> Programs> Excell
On the Menu Bar;

· Select File> Open
Open the lab data graph that you created.

· Place the cursor on the graph and click with the right mouse button.  

· Hit copy.

· Minimize the Excell program.  (Do Not Close the Program.)  

On the Menu Bar;

· Select Edit> Paste  (This will place your graph into the text box.)

Resize your text box and position it under the data table.  (You can also click on the graph and resize it within the text box.)

Add the remaining text.

OPTIONS:

· Text Wrapping
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