Microsoft Word

Creating Flashcards
The Microsoft Word software programme can easily be used to create flashcards by making use of the font size feature in MS Word.

1. Open the Programme

Open MS Word. There are three main ways of doing this.

a. If you have recently been working on an MS Word document, you can open Word by clicking Start followed by MS Word which should be in the box above the Start button.

b. If you have an MS Word shortcut icon [image: image7.jpg]


 on your desktop, just double click this and a blank MS Word document will open.

c. The third way to open MS Word is to click Start, All Programmes, (Microsoft Office), Microsoft Word.
2. Page Orientation

By default, MS Word orients the page in portrait format. If you are happy with this continue and insert the text. If you decide that you have longer words you wish to type in or if you have phrases you wish to type in, you may decide to orient the page in landscape format. To do this click “File” and “Page Setup” on the top left hand side of the Word window and the following pop-up window appears:
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Click “Landscape” and a blue box will appear above “Landscape”. You may also wish to change the margins of the page in this window. Use the up and down arrows beside “Top”, “Bottom”, “Left” and “Right” to do this. When you are happy with the changes you have made, click ”OK”.
3. Insert Flashcard Text

Type in the text of the first word you wish to make into a flashcard. Select the text, change the font style, make it bold and centre the text on the page by using the icons on the toolbar.
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4. Change the Font Size

The text for flashcards needs to be quite large to enable children to see the words from a distance. In the font size options on the toolbar, 72 is usually the largest size font that can be selected and this may not be large enough to be effective for flashcards.

To enlarge the font size of the text, firstly highlight/select the text. Click on the arrow beside the font size icon. The size drop down box appears and the existing font size is highlighted in blue in the font size icon box.
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With the font size selected in blue, type in any number greater than 72, say 80, 90 or 100 and immediately click the return/enter button. You should be able to see that the text has enlarged. 
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 Click the “Print Preview” icon on the toolbar to get a bird’s eye view of how the text will appear on the page. The Print Preview window opens. Decide whether the text is too small or too large. Click “Close” to return to the normal Word window.
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You can increase or decrease the font size as many times as you wish, Print Previewing each time to make sure the word has not split and gone onto a second line.

Click the return button twice between each word you type in to allow enough room to insert a border around the word and allowing the words to be easily cut up.

5. Insert Borders on Flashcards

To insert a border around each individual word, firstly select the word.
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The borders toolbar should be at the top of the page. If this toolbar cannot be seen click “View”, “Toolbars” and “Tables and Borders”. This should allow you to view the borders toolbar.

The line style is the first option. Click on the arrow beside the line style and choose an option. Next, click on the arrow beside the line size and change the size of the line as desired. Then click on the arrow beside the line colour and choose a colour for the border. Lastly click on the border icon (the last one that shows the box) and this should insert the border onto the word.

6. Very Large Text

If you wish, for example, to type out the alphabet in quite large letters with one letter on each page, follow the same procedure as above. Type the single letter on the page. Select it and change the font style, make it bold and change the colour. Click the arrow beside the font size icon so that the present font size is highlighted in blue. Type in a large number, eg. 400, 500, 600 and click “Return”. Print preview this and see if the letter can be made any larger but still staying on the one page.
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