Making Descriptive Cards
 (Microsoft Tips for Teachers: Word) 
Draw a table in Word to design descriptive fact cards. In this activity, students design a small card (about 2.5" by 3.5", or the size of a baseball card) using the table features in Word. Students can use the cards to describe themselves (an autobiography), a character from a book, a favorite author, a president, an animal, a state or country, a parent or other relative, a teacher or principal, etc. The card should contain important facts, a picture, and a nice design/layout. For example, on the front of the card might be a picture of an endangered animal and its name; the back of the card would consist of information about the animal, such as: "number left" , "where found" , "interesting facts." 

This activity can be used when studying nutrition with your class or even as part of a math lesson. The activity can last for just one or two days with younger students or for a week or so with older students. 

How To: 

1. First, working in groups or by yourself, research and then plan your card on paper. 

2. Start Microsoft Word, and make sure a new, blank document is open. 
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To draw a new table for the front of the card, click the Tables and Borders button (it looks like a pencil drawing a line) on the Standard toolbar. In the document, click and drag a small rectangle about 2.5" wide by 3.5" tall. (Use the ruler as a guide as you are dragging. If the ruler is not visible, turn it on by selecting Ruler from the View menu.) 

4. Draw another rectangle of the same size next to the first one for the back of your card. Be careful to leave some space between your cards, especially if you plan to cut them out after they are printed. 

5. Type your words inside each cell. Be sure to use fonts that look attractive, and use the Font Color button on the Formatting toolbar to add color to your words. Try changing the alignment of your words -- for example, by clicking the Center button. Use different styles such as italic and bold. 

6. Add a picture to your card. To resize the picture so that it fits just right, select the picture, and then click a corner box and drag it to the appropriate size. If necessary, control how the text wraps around the picture by using the Text Wrapping button on the Picture toolbar. (If the Picture toolbar isn't visible, click View, then Toolbars, and then Picture.) 

7. Save and then print your card. 

More Ideas: 

· Put a picture behind the text. First, select the picture, and click the Text Wrapping button on the Picture toolbar and then Behind Text. You may need to click and drag your picture to place it where you want it. 

· Lighten the picture by making it a watermark. On the Picture toolbar, click the Image Control button, and then Watermark. If the picture is too light, use the Less Brightness button on the toolbar to darken it up a bit. 

· Fill a cell with color. First, select the cell you want to color. Then, from the Tables and Borders toolbar, click the arrow next to the Shading Color button (it looks like a paint bucket), and choose a color. 

· Add a fancy border around your card. First, select the cell that you want to add a border to. Then click Borders and Shading on the Format menu. Select the Box setting on the left side of the Borders tab, and then choose the type of border you like best. Click OK to apply the style to your card. 
· Add pictures to your card from various sources such as the clip art in Word, scanned images, photos from a digital camera, and also the Internet. When doing research and searching for pictures, try the Microsoft Encarta® Encyclopedia CD or the Encarta Web site. 

