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Student Writing Center is a nice program for word processing.  It is a level above “KidWorks2”, and a level below Microsoft Word.  It’s a nice transitional software program, and provides a variety of projects.
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When you first open Student Writing Center, you’ll get a window that displays all the options in the program:

· Report: used for writing essays, research papers, poems, book reports, stories, etc.

· Newsletter: used for creating newsletters or newspapers. Options exist for columns and mastheads.

· Journal: used for diaries, “to do” lists, class notes, periodic writings, etc.

· Letter: used for writing personal or business letters.

· Sign: used to create signs, flyers, or greeting cards.

· Saved Work:   lets you open previously saved projects.

MENU BAR AND SHORTCUT ICONS:

[image: image3.png]& Student Writing Center - [Report - Untitled1]




When you begin a report, you have a number of options in the Menu Bar:

· File: new project, open, close, save, print, etc.
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Edit: undo, cut, copy, paste, select, search

· View: ruler, text markers & boundaries, zoom out & in

· Text: fonts, alignment, spacing, bullets, date, bold, italic

· Graphics: picture, textbox, change picture size & orientation

· Report: margins, page numbers, header, footer

· Tools: spell check, thesaurus, tips

· Window: shows the names of “open” projects

· Help: how to use parts of Student Writing Center
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When you begin a report, you have a number of options with the Shortcut Icons:

· New: lets you choose a new type of project

· Open: lets you open a previously saved project

· Save: lets you save a project

· Print: lets you print a project

· Cut/Copy/Paste: lets you cut, copy and paste text and graphics

· Undo/Redo: erases or puts back the LAST thing you did

· Font: changes font style and size

· Picture: lets you choose a graphic to insert

· Spell: spell check

· Zoom: shows you the WHOLE page (like a preview)

· Biblio: helps make a bibliography to go with the project

· Tips: gives help on essays, reports, short stories
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WORKING WITH A PROJECT:
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TEXT OPTIONS

Choose Font:

1. You can either set the font before you enter text, or you can do it after entering the text.

2. If you set the alignment AFTER entering the text, you must first highlight the text, and then select the alignment.
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Pay attention to the SAMPLE  in this window.  This will show you what your text will look like, according to the choices you’ve made.
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Set Alignment:

1. You can either set the text alignment before you enter text, or you can do it after entering the text. 

2. If you set the alignment AFTER entering the text, you must first highlight the text, and then select the alignment.

Set Line Spacing:

1. You can either set the text alignment before you enter text, or you can do it after entering the text. 

2. If you set the alignment AFTER entering the text, you must first highlight the text, and then select the alignment.
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GRAPHICS OPTIONS
Choose Picture: 

1. When you select Choose Picture, the “Choose Picture” window appears.
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The middle window shows you the CATEGORIES of pictures that are available (notice that there is a scroll bar – you have more choices than are shown on the screen).  DOUBLE-click the category that you want to see.
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A list of pictures for that category will show in the window on the left.  Click ONCE on a picture name to see the preview.
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If you want to go back to a different category, DOUBLE-click on the PICTURES file folder in the middle window.

5. Once you have the graphic showing that you want, click OK.

6. You’ll now see the graphic on your report.  Notice that it has a frame around it with black boxes.  This means that the graphic is “selected” or highlighted.  You need the graphic selected to move it or change the size.

7. To move the graphic:  

· Click once on the graphic to show the frame and black boxes.

· Put your arrow on the graphic – notice that it’s now a 4-headed arrow.

· Click and drag to move the graphic where you want it.

8. To resize the graphic:  

· Click once on the graphic to show the frame and black boxes.

· Put your arrow on one of the corner black boxes – notice that it’s now a 2-headed arrow.

· Click and drag AWAY from the center of the graphic to make it larger
· Click and drag it TOWARDS the center of the graphic to make it smaller.
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To delete a graphic:  

· Click once on the graphic to show the frame and black boxes.

· Press the BACKSPACE or DELETE key on the keyboard.

· You’ll see a message appear asking for verification to delete the picture. Click YES.
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10. To modify a graphic:  

· Click once on the graphic to show the frame and black boxes.

· Click on GRAPHICS in the Menu Bar.

· You now have the option to choose a picture border, resize the picture, crop the picture, and flip the picture vertically or horizontally.
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USING UNDO: 

[image: image33.png]Letterhead

0K

il Coteihead

 Without Letterhead Cancel

Sample Help





· Don’t forget the UNDO – click on EDIT, then click UNDO.  This will undo the one last action you performed.
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You can also click the UNDO button in the Shortcut Icons.
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Create Text Box: 

1. When you select Create Text Box, a text box is automatically placed on the screen.
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A cursor is blinking inside the text box, awaiting you to enter text.
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Enter the text you want inside the text box.
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Click away from the text box, and you’ll see the text box with the frame.

5. To change the size of the text box, click once on the text box. A frame with boxes will appear.  Put your arrow on one of the boxes.  A 2-headed arrow will appear.  Click and drag to make the text box smaller or larger.

6. To move the text box, click and drag the text box (with the 4-headed arrow).
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When you are finished resizing and/or moving, click away from the text box.
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REPORT OPTIONS
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There are a number of Report Options you can use:

· A “Header” will appear at the top of the page – it is not part of the body of text.

· A “Footer” will appear at the bottom of the page – it is not part of the body of text (it’s commonly used for a date and/or page number).

· A “Title Page” will add a first page with information entered by the user.

· “Endnotes” are notes listed after the end of the report.
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· “Set Options” lets you make a 
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number of choices.
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· “Create Bibliography Entry” lets you create bibliography entries for cited works.
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Once you’ve selected the type of reference, click on the CREATE ENTRY button. 

· You’ll get a window to fill in information about the reference.

· Once you’ve filled in the information, click on the DONE button.

· You’ll then see the “Works Cited” section at the end of your report, with the information you entered.

TOOLS OPTIONS:

There are some nice tools that you can use in Student Writing Center:

· “Count Words” will give you a count of how many words have been entered (this is useful if you required students to use a minimum number of words in their report).

· “Report, Writing, and Grammar Tips” are help windows that give the user information on those topics.
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· “Change User Setup” will give you a number of options.

· NOTE:  Do NOT make any of these changes on computers in the labs!

OTHER PARTS OF STUDENT WRITING CENTER
NEWSLETTER

When you choose to create a newsletter, you must decide:

· Masthead (the top section of the paper where you usually find the title)

· Number of Columns (if you choose OTHER, keep in mind that the more columns you have, the less space you’ll have horizontally to enter text and/or graphics – I would recommend no more than 4 columns).

· Lines 
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· Once you have made your selections, click OK.

· You’ll see your newsletter setup on the screen.
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· Enter text and graphics just as you would in a report.

JOURNAL
When you choose to create a journal, you will get the following screen:

· A date is automatically entered on the page. 

· If you want to change the date, click on the left & right arrows to modify the date to a close date.

· To choose a different month and/or year, click on the CALENDAR button.


· The “Calendar” window will appear.

· Use the arrow keys to select the Month and Year you want.

· To hand-enter the date you want, click on the “GO TO…” button.  Enter the date you want, then click the OK button.


· You’ll now see the date you’ve chosen showing on the page.

· Enter text and graphics just as you would in a report.

LETTER
When you choose to create a letter, you will get the “Letter Layout” screen:

· Choose whether or not  you want to include a “Letterhead” (a space at the top of the letter reserved for your return address, a message and/or a graphic).

· Click OK.

· If you choose “Without Letterhead”, you will see a blank piece of paper on the screen, ready for you to enter text and/or graphics.


· If you choose “With Letterhead”, you’ll see the “Choose a Letterhead” window.


· Use the scroll bar to see the entire list of  letterhead choices.  Click once on the name of the letterhead to see the sample in the “Preview” window.

· Click OK when you’ve made your choice.

· You’ll see the letterhead appear on the screen.  Modify the text to fit your needs.

· When you click away from the letterhead, you’ll see the cursor blinking, waiting for you to enter text and/or graphics.

· Enter text and graphics just as you would in a report.

SIGN
When you choose to create a sign, you will get the “Sign Layout” screen:


· Use the scroll bar to see the list of border choices.  Click once on the name of the border to see a preview in the “Sample” window.

· If you do not want a border, choose the top choice - <No Border>
· Choose whether you want  tall or wide  “Orientation”.

· Click OK.


· You’ll now see your border on the screen.

· Enter text and graphics just as you would in a report.

SWITCHING FROM ONE OPEN DOCUMENT TO ANOTHER

Student Writing Center will allow you to have more than one document open at a time.  

To switch from one document to another, click on WINDOW in the Menu Bar.

Click once on the document that you want to work on.  That document should now be showing on the screen.

NOTE: You are limited to having 9 documents open at one time.

PREVIEWING YOUR DOCUMENT
1. To see your document as a whole page, click on the ZOOM button in the Icon Bar. 

2. You’ll now see the whole page.

3. To made changes to your document, click on the ZOOM button again.

4. You’ll now be back to the edit screen.

SAVING YOUR DOCUMENT
1. Have the document you want to save showing on the screen.

2. Click on FILE, then click SAVE AS.


3. The “Save As” window will appear. 


4. Make sure that you are saving to your “H” drive.  Use the down arrow to choose the drive if it is not showing.

5. Enter a file name – do not use more than 8 characters, and do not use a period, comma, slash, question mark, etc.

6. Click OK.


7. You should now see the file name you entered showing in the Title Bar on the screen.

PRINTING PREVIEW

Another way to see your whole document before printing is to use “Print Preview”.  

· Click FILE, then click PRINT PREVIEW.

· You’ll see your document showing as a whole page.

· To continue working on the document, click the DONE button.



PRINTING YOUR DOCUMENT
1. Have the document you want to print showing on the screen.


2. If you know that the printer you want is the default printer, click the PRINT button in the Icon Bar.


3. If you don’t know which printer is currently being used, or you want to change to a different printer, click on FILE, then click PRINT SETUP.

4. The “Print Setup” window appears.  

5. If the printer you want is showing in the window, click OK.

6. If the printer you want is not showing, click on the down arrow to see a listing of available printers.  Choose the printer, then click OK.

7. You can now click the PRINT button in the Icon Bar.

NOTE:  To change the number of copies, the print quality, which pages to print, etc. do the following:

· Click FILE, then click PRINT.

· Choose the options you want. 

· Click OK.


OPENING A PREVIOUSLY SAVED DOCUMENT



When you first open Student Writing Center, click on the SAVED WORK button.


The “Open” window appears.  You can click on the button for the type of document you want to open, or you can click on the ALL FILES button.







· Make sure you are looking at your “H” drive.

· Click once on the file name you want.

· Click the OPEN button.

· Your document should be showing on the screen.


If you are already working in Student Writing Center and want to open a previously saved document, click on the OPEN button in the Icon Bar    OR    click FILE, then click OPEN.



AUTO SAVE

Student Writing Center has an “auto save” mode.  The default setting is for every 15 minutes the following message to appear:



If you have already saved the document (the file name will be showing in the Title Bar), then click the YES button.  The file will be saved with your latest work.



If you have not saved the document previously, when you click the YES button, the “Save As” window will appear.

Change the drive to your “H” drive, enter a file name, and then click OK.  


The next time the save question appears, just click the YES button.

CLOSING AND EXITING STUDENT WRITING CENTER


TO CLOSE A DOCUMENT: 
· Have the document you want to close showing on the screen.

· Click on the bottom X in the upper right corner.

· OR   Click FILE, then click CLOSE.


TO EXIT STUDENT WRITING CENTER:

· Click on the top X in the upper right corner.

· OR   Click FILE, then click EXIT.
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When you click on ALL FILES, a listing of any type of file is displayed (not just Student Writing Center files).  If you want to see only Student Writing Center files, click on the document type that you created.
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