To add your own text to a Word document, you may draw a text box
where you want to put your text.

To draw a text box on a Word document:
e Save the document to your computer, then open it.

e Be sure your drawing toolbar is open (View—Toolbars—*“Drawing” should
be checkmarked.)

e On your Drawing toolbar, click the “Text Box™ button (has an “A” and
horizontal lines)

e If a white box with “Create Your Drawing Here” pops up, choose
Edit—Undo. (if the white box does not pop up, skip this step)

e You now have a cross-hair cursor (plus sign), instead of the usual arrow.

e Click in the approximate place you want the top left corner of your text
box. You can re-size the text box by dragging the white circles at the
edge of the box.

e Right click on the edge (outline) of the text box. Choose “Format Text
Box.”

e On the “Colors and Lines” tab, choose the following:
Fill Color—No fill
Line Color—No line

e Click anywhere inside the text box to start typing your text. You may
choose the alignment, font size/color and any other attributes for this
text, just as you do in the rest of your Word document.

If you need further assistance, please see the Help section of your Word
program.



