Technology In the Classroom Using Excel
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_______________________________________________________________________

Make a Motivational Poster
You have an idea for a great poster to hang in your classroom, but none of the places where you look have just the right poster. If that describes you, your answer may be to create your own poster in Excel.
Overview of the procedure – You will; locate a picture, turn an Excel worksheet to match the orientation of your picture, reduce the margins of the worksheet page, select a print area to include four worksheets, paste the image into the large print area, add WordArt, then print the four pages. The final step is to do an actual cut and paste, with scissors and tape, and laminate your masterpiece.

Step by step instructions for creating a poster using Excel

Step 1 – Find a great picture. If you do not already have one, try the locations below to find a picture.
1000 pictures - free desktop wallpaper – http://www.1000pictures.com/
Agricultural Image Gallery – http://www.ars.usda.gov/is/graphics/photos/
FreeFoto.com – http://www.freefoto.com/index.jsp
Pics4Learning – http://pics.tech4learning.com/
SurWeb Images – http://www.surweb.org/search/collections_classroom.asp 
Other sources – http://www.internet4classrooms.com/graphics.htm#photos
Step 2 – Launch Excel.

Step 3 – Determine if your picture is in landscape (wider than long) orientation or portrait (longer than wide) orientation. If your picture is in portrait orientation you will only change page margins.
Step 4 – To change the worksheet to landscape orientation, go to the File menu and select Page Setup.

Step 5 – There are four tabs at the top of the page setup window. On the Page tab select Landscape, and then click on the Margins tab, change all six margin settings to zero. Then click OK. 

Step 6 – Some computers open Excel with menu bar and what looks like one toolbar. If your computer has a menu bar and two toolbars, you may skip to Step 8.
Step 7 – To display the Standard and Formatting toolbars on two separate lines, go to the View menu, slide down to select Toolbars, and then slide over to select Customize. 

Step 8 – On the Customize window, select Options, if that is not already selected. 
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 remove the check mark and click OK. If the first option is [image: image2.png][V Show Standard and Formatting toolbars on two rows



 make sure the box is checked, and then click OK.
Step 10 – On the Standard toolbar the zoom selection is currently set at 100%. Click on the down arrow to the right of the 100% and select 25%.

Step 11 – You will see several landscape shaped boxes outlined by dashed lines. Each box would be a separate page when printed. You are going to use a box of four pages in the top left corner of the worksheet. 

Step 12 – Click on the cell at the bottom right corner of the block of four pages. The cell address on mine was AD94. 

Step 13 – Hold down the Shift key and leave it depressed. Click on the topmost left cell of the worksheet. All cells in the top four pages will be selected.

Step 14 – Go to the File menu, slide down to Print Area, and then select Set Print Area.

Step 15 – It’s time now to insert your picture. Go to the Insert menu, select Picture, and then select From File. Navigate to where your picture is located. 

Step 16 – Move the picture so it is in the top left corner of the box of four pages. If you run over the page border a small amount, don’t worry. Those parts of the picture will not print; you have set the print area already.

Step 17 – Look below the worksheet. If you see the Draw menu, skip to step 19.

Step 18 – If you do not have the Draw menu, move your cursor to the View menu. Select Toolbars, and then slide down to select Drawing.
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Step 19 – It’s time to add your message to the poster. On the Draw toolbar, click one time on the 

WordArt icon ( It’s the crooked A). 

Step 20 – Select the style of WordArt you wish to use, then click OK.

Step 21 – In the Edit WordArt Text window you see Your Text Here highlighted.  Begin typing to replace the highlighted words. Caution! WordArt does not word wrap. You provide your own line breaks by pressing the enter key.

Step 22 – Since we are working at 25% zoom, you will see a small WordArt image. Click in the image to drag it onto your picture.
Step 23 – Click and drag on one of the white circles around the WordArt image to make it larger.

Step 24 – If you have additional text to add, go back to step 19 and add another WordArt image. Continue until you have the look you want on your poster.

Step 25 – Send your poster to the printer. 

The next steps can not be accomplished with a computer. (
Step 26 – Carefully trim the edges of your image where they fit together, and tape the four sheets together to make one larger sheet.

Step 27 – Laminate the poster! You worked hard to make it!
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