
“Step Sheet: Creating a Template for Shared Writing”

Using Microsoft Word Draw Tool
This step sheet will help you create a template you can use in a shared
writing experience to manipulate selected text on the page to various
spaces on the worksheet.

Using Microsoft Word
To create a template using the draw tool, follow these steps.

! Opening Microsoft Word

Step 1
Find the Microsoft Word icon, which could be in your application folder
or in a Microsoft Office folder.

Step 2
Double-click the Microsoft icon to open the program.

Step 3
When the Project Gallery opens, click OK to open a blank document.

! Creating a Title with WordArt

Step 1
In the Standard toolbar, move your cursor slowly across the icons, and
watch the name of the tools appear. When you see the word Drawing
appear, you have reached the Drawing icon. Click it.

Step 2
The draw toolbar is available on the left side of the window.

Step 3
In the draw tool bar, click the icon called Insert WordArt. The WordArt
Gallery window opens. Select a style. Click OK.

Step 4
Select font and size and type in text. Click OK. Your title will be placed
on your document and you can move it by dragging it like any other
image.

Step 5
Set the right indent tab at 5 1/2 so there is space for the text boxes on
the right of the worksheet. Type in patterned text from the selected



book (Stone Soup). Type in lines for blanks where you will be placing
selected text when you do the shared writing activity with the class.

! Creating a Rectangle

Step 1
In the Drawing toolbar, click AutoShapes, drag to choose Basic
Shapes, then choose the rectangle.  Drag to the right and release to
select desired shape (rectangle). To place toolbars on the desktop as
you work, click and drag the box to the desktop.

Step 2
Put the cursor (now a cross) on the place on the document where you
want the upper right hand corner of your rectangle to be. Click and
drag the cursor down to the place where you want the lower right
hand corner of your rectangle to be.  Release the mouse button and
your rectangle is in place.

Step 3
To make changes on your rectangle, click on one of its lines to select
it. You will see small squares appear (handles).  Place your cursor on
these and you will see arrows. Click the handles and drag them to
increase or decrease the size of your rectangle. To move the whole
rectangle, click in the middle of the box and drag it wherever you want
it to be. To delete any drawing, click on it and press the delete key.

Step 4
Your rectangle now covers your text. Select the rectangle so the
handles appear. Select the Draw tool. Select Send Behind Text. Your
text will now be in front.

! Creating a Text Box

Step 1
In the draw toolbar, click the Text Box. Draw the box where you would
like to create the text boxes (along the right side of the patterned text
just created).

Step 2
Click in each text box and begin typing. Type words to be used in the
cloze reading activity (brainstormed words and action words taken
from the text).



Step 3
To change the color of the text, select Font Color from the Formatting
toolbar.

! Moving the Text

Step 1
During the classroom reading activity, you will need to drag the key
words you created into the text boxes. To do so, place the cursor on
the edge of the text box. It will appear as a cross. Drag the text box
and place it in the patterned reading text you created from the book
Stone Soup.


