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Introduction 
This program was designed for instructors of any level who 

want to improve their classroom visuals. Before I created this 
program fellow instructors often asked me how I made the visuals 
that I use in my classes. At that time I used Adobe’s PhotoShop, 
PageMaker, or Illustrator to create my overheads, handouts, and 
presentation materials. Unfortunately, most of the instructors in the 
department did not have these programs on their home or office 
computers and they were too complicated for beginners to pick up 
and use. The one program that everyone seemed to have on their 
computers was Microsoft’s Word. Word couldn’t do the job of all 
these other programs, or so I thought. I started to work with the 
program and found that it was extremely capable of dealing with a 
wide variety of challenges. Overheads, handouts, graphs, numeric 
data, even web authoring. The more I worked with it the more useful 
functions I found. Everything in this manual was created using 
Word, Explorer (web browser), a home PC, hp ScanJet 5100c 
flatbed scanner and an Epson Sylus Color 600 bubble jet printer.  
 The objectives of this manual are two-fold. First, it is 
designed to be used as a visual reference on how to make a variety 
of visual aids using only basic computer tools such as Microsoft 
Word, and a web browser (i.e. Explorer, Navigator). Second, it is 
designed to be used as a manual to instruct others on how to create 
effective classroom visual aids.  
 In the first section Using Microsoft Word I will visually 
walk you through the process of using Word to create charts and 
graphs, Illustrations, and pictures. Word will create sharp, clear 
graphs (pie, bar, scatterplot), and organizational flow charts using 
spreadsheet style data. Word has a variety of pre-made shapes and 
clip art that can be used to create illustrations. Word also can be 

used to place pictures into classroom visuals. Photographic mages 
can be brought in from the Internet or from the clip art included with 
Word.  
 The World Wide Web section is one that I think instructors 
will find especially interesting. Web pages about almost any subject 
you can think of are available and easy to work with. Images, text, 
and even whole web pages can be utilized to make visuals that are 
visually stunning and easily created. Again, I walk you through this 
process visually, step-by-step.  
 In the Overhead Overlays section I will show you how to 
use overheads to create images that are active and changing. You 
don’t need an expensive computer projection system and Power 
Point to animate images just a little instruction and your 
imagination. Here I will cover how to use multiple overheads to 
build your ideas from the ground up, how to use background 
overheads as base cells to write on, and how to use overheads to 
create animated question and answer sessions. 
 In the Troubleshooting section I will give you some tips on 
how to use the KISS principle to improve your overall designs, how 
to get technical help for problems that this manual does not solve, 
and how to utilize contingency plans to insure that your 
presentations go smoothly.  
 At the end of this manual I have included Instructor Notes 
that will assist instructors who want to teach others how to create 
better visual aids. Here I have included a number of sample 
overheads and print pieces, as well as overheads of some of the 
images in this manual to assist instructors. I have also included some 
tips on how to apply the techniques that I used in creating this 
manual to other instructional presentations.  
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The Mouse  

   Click (left click) 
Depress the left 
button once here to 
select an item depress 
it twice to select and 
open that item. 

Scroll W
heel

The mouse is your main interface with 
Word. The left click (a.k.a. click) 
illustrated by the blue arrow (below) is 
used to select items, a double click selects 
an item and then, if possible launches or 
opens it. If you click, hold, and drag (move) 
the mouse across the mouse pad you can 
move selected object from one place to 
another, stretch or expand an object or 
menu. Right clicking illustrated by the red 
arrow (below) will bring up shortcuts to 
menu commands like Edit menu commands 
cut copy and paste. Right clicking will also 
allow you to format an item you have 
selected by left clicking on that item. An 
item can be a text box, picture, or graphic. 
Left clicking over text activates the text 
cursor and allows you to edit text in that 
area. The scroll wheel is an optional mouse 
accessory. It scrolls the screen up and down 
when you rotate the scroll         wheel 
forward and back. A nice,          inexpensive 
add on. It isn’t a necessity. 

The Basics
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Right Click 
Right click once to get 
to frequently used 
menu shortcuts. 
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Clicking the dash here will minimize Word. Minimizing a 
program window reduces it to a small segment of the title line 
and places it on the Task bar at the bottom of your Desktop.  

Here the Training for word overheads document 
window is minimized. Click the square (window 
icon) next to the X to enlarge the window. 

The color Blue is used throughout 
this program to indicate the left 
mouse button needs to be used. The 
color Red indicates right mouse 
button usage and the color Green 
indicates keyboard usage.               is 
used to highlight key concepts, 
windows or menu-based functions.  

The yellow square highlights the active program 
window.  In the upper left hand corner of this image 
the title of the active program Microsoft Word.  

Yellow



        

Index 
If you are trying to find specific instances 
of a word in a Word document you can use 
the Find tool, which is in the Edit pull 
down menu. If you are using the electronic 
version of Brighten Your Classroom With 
Visual Aids you can use this function to 
find answers to the problems you might be 
having.  

 Click here & drag the cursor down.  

Click the left 
mouse button 
(click) here to 
open the Find 
function.  

1 
Step 

2
Step 

Understanding pull down menus 
is crucial to using Word. Click 
on a pull down menu function; 
then drag the cursor over the 
submenu you want highlighting 
it, finally click again to activate 
the highlighted submenu. You 
can also click, hold and drag on 
a pull down menu function, then 
release after you have 
highlighted the submenu you 
want to activate. Follow the two 
steps shown here to open the 
Find menu by expanding the 
Edit pull down menu. 
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This solid blue 
line indicates this 
window is active  



        

 

Type the word you want to search for 
in the white area (here the word 
mouse is used) and then hit the Enter 
key on your keyboard. Word will find 
the first page with that word on it. 
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Pull down menus 

Enter activates 
highlighted buttons 
here find next will be 
activated when the 
Enter key is pressed. 

You can also click the 
find next button to start 
your search for the word 
“mouse”.

This solid blue line 
tells you this window 
is active. If more 
than one window is 
on screen at once this 
blue highlighting will 
tell you which one is 
active. Notice how 
the Training for 
word overheads 1.1 
at the top of the 
image is now gray. 



        

Hit Enter again and 
Word will take you to 
the next place you 
would find that word. 

Enter activates 
highlighted buttons 
(Find Next shown here 
in Yellow) find next will 
be activated when the 
Enter key is pressed. 
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Clicking the X in the 
upper right hand 
corner of every 
window will close 
that window. 

The dash here will minimize the window when 
you click it. Minimizing a window will reduce 
it to a small segment of the title line and place 
it within the larger window encompassing it.  
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Keep hitting enter until you 
get to the section you want to 
see then click cancel. Word 
will leave you on whichever 
page is behind the Find and 
Replace window at the time.  



        

 

Click here to return to Word.  
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T
ask B

ar 



        

 

Using Word  
  This section Using Word covers the basics of menu 

functions, as well as how to use illustrations, pictures, 

charts, graphs and tables in Word. Word has a variety 

of pre-made shapes and clip-art that can be used to 

create illustrations. Pictures can be added from the 

clip-art collection, scanned or it can be imported from 

the Internet. Word will create graphs (pie, bar, scatter-

plot), and organizational flow charts using 

spreadsheet style data. Word will also create tables. 

Data can be copied and pasted in Explorer, or saved 

and imported in either Navigator or Explorer) to 

bring information into Word from the Internet. Also, 

different ways to get outside help and additional 

resources will be covered. 
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To open a new document use 
the File pull down menu. 
This is your starting point for 
any new project in Word.  

Click here to start a New File 

The yellow square highlights the active program 
window.  In the upper left hand corner of this image 
the title of the active program Microsoft Word.  
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You can 
click the 
OK button 
to start 
your new 
Word 
project. 
Cancel will 
close this 
window.  

The default here is a blank 
document. If you hit enter here 
without changing the new file tabs 
Word will start you out with a 
blank screen. Word also has a 
number of templates for various 
text document styles and even Web 
page templates.  

New File Type Tabs 
(Click an underlying tab to swap active tabs) 

Active 
Tab 

Notice the yellow highlighting around the active window titled 
New. Notice also that the program window titled Microsoft  
Word-Training for word overheads is gray because it is not active. 
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This is the default 
blank document Word 
creates when you click 
OK or when you hit 
the Enter key in the 
New file window.  
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Use the Open 
submenu to open 
projects that are 
already started or 
finished projects. 

Open Submenu 
(Click Open when it is highlighted) 
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File tree pull down menu 
(Click to find files in other locations) 

The Open submenu looks like this. Here is a search in the  
“My Documents” folder. It has 132 files in it.  If you can’t 
see the one you want there is a scroll bar about 1/3 of the 
way from the bottom of the window that will scroll through 
the items in that file. Click, hold, and drag the bar between 
the two directional buttons to through the items in this 
folder. You can also use the directional buttons to move in 
increments through the files in a folder.  Notice the find 
area at the bottom of the window this can be very helpful if 
you need to find a file.  

Scroll bar 
(Click, hold and drag right to see more 
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The file Overheads Print 
packet is highlighted here. 
Just click the Open button 
once you have the file 
highlighted by clicking it, 
or you can double click file 
you want selecting, and 
then opening the file. 

Open  
Button 

(Click to open  
highlighted 

files) 

Highlighted 
File  
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This is the file 
“Overheads 
Print packet” 

Scroll bar 
(Click, hold and drag 

down to see other 
parts of this 
document) 
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The Save submenu should be used every time you’ve finished 
something you wouldn’t want to have to do again. Saving often 
protects your work from computer crashes. A computer can 
crash at any time without notice so always save early and save 
often. It is also advisable to save both on your computer and on 
floppies. Hold the Ctrl key on the keyboard down and hit the S 
to use the keyboard shortcut for saving. Keyboard shortcuts are 
listed on the pull down menus to the right of the submenu names. 
They can be a real timesaver once you learn to use them. To use 
most shortcuts type and hold the first key listed then hit the 
second. Some shortcuts use 3 keys, for these hold down the first 
two keys then hit the third.  There are keyboard shortcuts for 
almost every menu function. To find out more about shortcuts 
type in shortcuts in Microsoft Word Help. Several of the most 
common shortcuts are mentioned throughout this program.  

Save Button 
(Click to save your work) 

K
eyboard Shortcut C

trl+S

Keyboard Shortcut Ctrl+N 
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Click the File pull down menu then click 
Save As to save your file in different 
name, place, or as a different file type.  

The Save As submenu allows you to 
choose where and how you want to 
save a document. For instance you 
may want to save your most recent 
changes as version 2. To use the file 
on screen now as an example you 
might change this file name to 
Training for word overheads 1.1.  
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Type the new file 
name in here.  

Click here to make a new 
folder to put things in.  

File names can contain up to 255 characters.        File names 
cannot include any of the following characters: forward slash 
(/), backslash (\), greater than sign (>), less than sign (<), 
asterisk (*), period (.), question mark (?), quotation mark (“), 
pipe symbol (|), colon (:), or semicolon (;). 

Click the directional arrow to change file type. 

Click here to 
change where you 
file your project. 



        

Page Setup will take you to where you set up page margins, 
and paper size functions like orientation—whether its tall 
and narrow like a portrait (normal text page) or wide and 
squat like a landscape painting (projected presentation).  
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A good place to start any visual you want to 
do in word is the Page Setup menu. Word 
defaults to a text setup if you don’t make 
changes here. You want to set your margins 
equidistant from all sides, and your Paper 
Size to landscape for most visuals. The 
human eyes are set horizontally giving us a 
wide field of vision making a wider format 
ideal for visuals. Overheads, being a 
projected media, usually look better when 
created horizontally. Horizontal pages also 
make good handouts and can be created to 
match your overheads, reinforcing and 
repeating key messages.  



        

Page Setup Tabs 
(Click an underlying tab to swap active tabs)            Active Tab 
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Notice the margins set for 
this project. They are all 
one inch from the edge of 
the paper. The Active Tab 
is highlighted and on top of 
the others. Notice the 
Preview of my page on the 
right side of the active 
window. You can also set 
your header and footer 
distance from the edges 
here. Hitting the Enter key 
here will accept these 
settings. You could also 
click the OK or the Cancel 
buttons in the lower right 
hand side of the Page 
Setup window.    



        

 

           Active Tab 

Landscape –WIDE PAGES— 

Word will show 
you here what it 
is going to do. 
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Here you can change the 
size of the paper from 
the standard 8 ½” X 11” 
sheet size to legal or 
other sizes.  You also set 
the orientation to either 
Portrait or Landscape. 
These pages are set to 
landscape.  Notice the 
default button in the 
lower left-hand corner 
clicking it will return the 
pages to letter size and 
portrait orientation. 
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Print  
(Click when highlighted to 
open the Print submenu) 



        

  

The Print window is where printing changes are 
made. Hitting Enter here, or clicking the OK 
button will default to printing one copy of your 
document.  You can move into the Printer 
Properties window from here by clicking the 
Properties button in the upper right hand corner. 

Print  
(Click the OK button to print Click 

cancel to exit this window) 
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Print  
(Click to open the Printer 

Properties window) 
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Need to know how 
much space you’re 
taking up? Want a 
word count? You 
will find out these 
in the Properties 
window. 

Properties 
(Click to look at file 

properties) 
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This file is 1.73 
MB--slightly 
more than a 
single floppy 
will hold. You 
can also see 
where this file 
is stored and 
when it was 
created. The 
Statistics tab 
will give you a 
word count. 

Statistics Tab 
(Click to look at file statistics) 
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What Is That? 



        

 

28 

Accidents happen. 
Don’t worry you’ve got 
Undo (shortcut Crtl+Z.) 

Undo 
(Click to undo the 
previous action) 



        

 

Whew… no more crazy duck. 
Undo can really save the day. You 
can undo any change you have 
made. Ctrl+Y will redo an undo or 
you can open the Edit menu then 
highlight and click the repeat 
command. 

29 



        

30 

Copying and pasting is one of 
the easiest ways to move items 
around. You can copy text, 
pictures, graphs, illustrations, 
or files. To select the two lines 
of text highlighted in black 
above you would click, hold 
and drag across the text 
highlighting the parts you 
wanted to copy. 

Click Copy once 
you have selected 
an item to copy.  
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Paste the text into the document you 
want it in (Document 2 in this case) 
using the Edit pull down menu or 
using the keystroke shortcut Ctrl+V. 

Click here to paste a copied item. 
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Here the scanned 
image of a mouse on 
Document 5 is being 
cut in order to paste 
it into training for 
Word overheads 1.1. 
Notice the selected 
image on the right 
has small squares in 
the corners midway 
between each corner. 
These tell you it is the 
active selection.

Active 
window is 

highlighted. 



        

     

On the left a right click brings up 
the paste shortcut. Right clicking 
has many benefits. A right click will 
bring up common actions that you 
can do. These actions vary 
depending on what is selected when 
you right click. Try right clicking 
when your want something done it 
often contains the action you want. 
Also, note the empty page in 
Document5 cutting removes if you 
want to leave the image in its 
original spot you have to copy 
instead. You can double click on a 
title bar to maximize a window.  
Here the training for word 
overheads 1.1 window is active.  

Right 
Click 

On the 
page you 
want to 
paste a 

selection 
onto then 
click Paste 
to place it 

there. 

Active 
window is 

highlighted. 

Active 
window is 

highlighted. 
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Select All selects all of the objects and text 
in a document. If you want to copy the 
document IRB Proposal Submission using 
the Select All command here. Elements 
within boundaries such as text boxes or 
graphs can all be selected when that 
something inside that boundary is selected. 
All of the content in the area you are 
reading now (a text box) can be selected. 
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This whole 
document 
has been 
selected and 
can be easily 
copied or cut 
and pasted 
almost 
anywhere. 
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Page layout is the view 
you want to use when 
you are using Word to 
create graphics. It 
allows you to see your 
work as a graphical 
page as opposed to a 
text document. The 
screen below is zoomed 
out so many pages are 
visible at once. 
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Toolbars are sets of tools 
grouped to work on 
specific elements within 
Word such as formatting, 
WordArt and tables. Many 
advanced elements are 
located in the toolbars as 
well such as the database, 
Web, and picture toolbars. 
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If you select to view the ruler 
you can set tabs and margins 
and see the measurements of 
your project as you work. 
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Ruler 

Ruler 
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Zoom in and out to get a better 
look at what you are working on. 
Zoom in very close to work on fine 
details, zoom way out when you 
want to see more of the document. 

Click here to zoom 
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Click hold and drag this 
triangle to see multiple 
pages on a single screen. 
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You can look at many pages 
at once by zooming out on a 
document. You can check if 
pages are consistent this way 
and find specific elements 
buried within large 
documents more easily. 
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Click here then 
click OK to 
make your whole 
page visible on 
screen at once. 
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Graphic work is often easiest 
when the whole image is visible. 
This perspective allows you to 
see the final pages as they will 
look when they are printed.  
The screen shown here is 
zoomed to fit the whole page.
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To move to your next 
page you click break 
in the insert pull down 
menu. Word will 
move you to the next 
page automatically 
when you fill the page 
you are currently 
working on.  

Click here to insert a page break. 
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Inserting pictures 
into Word is easy. 
Almost any image 
you have stored in 
your computer can 
be brought into a 
Word project. 

Click here 
to insert a 
picture. 

Click here to zoom insert 
a picture from a file. 
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Here the file is being 
imported from the My 
Documents folder. 
Opening this folder by 
clicking on it will show 
you the items inside that 
folder you can use here. 

Click hold and pull down here to 
open up your file tree and choose 
a specific file to look in or open. 

Click here to 
open the My 
Documents 
folder. 
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Here the image einst_3 has 
been selected by clicking on 
it. Double clicking on the file 
would select then insert it. 
Once selected clicking insert 
also place the image in the 
active document. 
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Word will place your 
image on the next 
available line. In this 
example on the blank 
page Word has placed 
this image in the upper 
left-hand corner. 
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Word comes with some clip 
art included. For this 
program a picture of a sun 
is used extensively. 

Click here to access 
Word’s clip-art collection. 
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The sun used is from 
the clip art gallery 
found on the Office 97 
CD-ROM. Inserting 
this disc allows access 
to extra clip art images.
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Select a category and 
an image from this 
screen. Notice you have 
pictures, sounds, and 
videos tabs at the top 
of this window.
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This is the sun used 
throughout this program 
as background. 
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Inserted on a 
blank page the 
sun image looks 
like this. There’s 
a lot you can do 
with an image like 
this though. 



        

Diagonal sizing 
handles expand 
images vertically and 
horizontally at the 
same time hold shift to 
lock the aspect ratio.  

Click, hold, and drag to move 
objects when you see the 
dragging handle. It will 
appear anywhere over solid 
objects and along the edges of  
hollow objects. 
Moving  
over text 
activates  
the text 
cursor.  

Sizing Handles 

Dragging Handle 
When you move your cursor over an object 
other than text you will see dragging 
handles click when you are over the object 
you want to select that object. Once 
selected the object will be highlighted.  
Clicking and holding and dragging the 
image when you see dragging handles will 
drag a highlighted object. Clicking and 
holding and dragging the image when you 
see sizing handles will allow you to resize 
an object. 

Horizontal sizing handles will 
stretch an object horizontally. 

V
ertical

sizin
g

h
an

d
les

w
ill

stretch
an

object.
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Auto shapes 
are also used 
extensively all 
the arrows 
like the one 
above are 
auto shapes.

Click here to access auto shapes.
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Here is a group of arrow 
shapes. Other shapes 
and even freehand 
drawing can be done 
through this menu. 
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Auto shapes can be made 
into any color shape or size 
you want use the sizing 
handles and the format 
menu to make changes to 
the auto shape. 
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WordArt can make an 
interesting title graphic 
or banner graphic very 
easily. WordArt makes 
3D, shadowed and 
shaped text using the 
WordArt and Drawing 
toolbars. 
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Choose something that 
resembles an effect you want to 
use and click OK. You can 
make changes to color, shape, 
shadow and 3D effects later. 
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The draw toolbar has 3D settings 
that can enhance WordArt 
considerably. You may need to open 
the view –toolbars pull down menu 
and activate the draw or WordArt 
toolbars.  Notice the WordArt 
toolbar at the bottom of this screen. 
Toolbars can be pulled from their 
positions and moved to different 
areas. If you are using certain tools a 
lot you may want to move a toolbar 
to a more convenient position.  

T
his is the D

raw
 toolbar.

This is the 
WordArt toolbar.
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Experiment 
with shape, 
lighting, and 
3D effects. 
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With a little work 
Word will produce a 
very unique title for 
your next project.  
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Need a pie chart or 
bar graph? Through 
the insert pull down 
menu choose picture 
and then chart. This 
will bring up a default 
set of data and its 
resulting bar graph. 
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The sample data gives 
you an idea of how to 
use alphanumeric 
data in a datasheet 
and what the graphs 
of that data look like.  
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The chart style button allows 
you to choose the type of chart 
you want to create.  

Click here to change 
the chart style. 
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In this example the bar graph was 
changed to a pie graph. Notice the pie 
icon next to row 1, it tells you that the 
data for the graph format you are 
using is from row 1 only. The default 
example uses multiple bar graphs to 
compare different elements over time. 
A simple pie graph can only make use 
of one row of data. 
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Once you have your data 
entered you close the datasheet 
window so you can make 
changes to the graph. A graph 
is composed of many elements 
and so it can be tricky to select 
just the elements you want to 
change. 



        

 

1st Qtr
2nd Qtr
3rd Qtr
4th Qtr
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To make a full page 
graph you can grab 
the sizing handles on 
the graph and 
expand it until it fills 
the desired space.  
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The format pull down 
menu brings up format 
options for fonts, images, 
shapes, etc. Format 
includes things like color, 
size, line, and fill options. 
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The font menu allows 
you to format the size, 
spacing, style, font, and 
effects used in your text.  
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Expand or condense 
your spacing to 
increase readability 
or to fit text into a 
specific space.  
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The paragraph format menu 
has options for indentation, 
alignment, and line spacing. 
Notice the preview box at the 
bottom will show you what the 
format will look like.  
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The tools pull down 
menu opens up 
grammar, and editing 
tools, as well as the 
customize and 
options menus which 
open up many of the 
program options 
Word has to offer. 
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Word can be used to 
custom-make tables 
using the Tables pull 
down menu. 
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You need to tell Word how many columns 
and rows you want to have. You can also set 
your column width or let Word set it auto-
matically. Click AutoFormat and Word will 
help you format the style of your table. 
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This is the table 
set up with 15 
columns and 12 
rows, width auto. 
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AutoFormat 
creates a table with 
some graphical 
elements included. 
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This is the 
same 15 x 12 
table using 
classic 2 
AutoFormat. 
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Word’s Help menu 
can get you through a 
lot. If you don’t know 
what to do, start with 
the Help menu. 
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Type your keywords in 
here. Try to think of 
more than one way to 
ask for information in 
case your first search 
turns up empty. 
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Clicking on Contents 
and Index in the Help 
menu brings up this 
screen. Just type in 
your keyword or skim 
the table of contents 
for subjects.  


