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5th Computer Lab Lesson Plan 10 

Objective: We will….design a product for publication and utilize all of the shape functions in Word. 
I will…create a holiday poster by combining shapes together to form a holiday scene.   

Computer Log In 
 

1. Sign out of the computers if prior student has not signed out.  (Windows button, 
then three bars, then name, then sign out) 

2. Log back in as yourself.   
Typing Warm Up: 
5 minutes 

Typing.com-  
1. Proceed directly to Typing.com to pick up where you left off last week 

Core Lesson: USING SMART ART, HEADERS, AND FOOTERS 
Today, you are going to design a holiday poster ONLY using Word Art and Shapes.  Your 
objective will be to make a holiday scene by adding different shapes together to form 
items such as reindeer, trees, gifts, ornaments, Santa, candles, etc.   
 
A sample document is located in your Douglas Lab Links folder, under the Lesson 10 links.   
 
DIRECTIONS 
LOG IN TO OFFICE 365—START A WORD DOCUMENT—TITLE YOUR FILE 

1. Log in to Office 365 and go to your One Drive.   
2. Click in the folder called Computer Lab Files, and create a new word document in 

this folder.   
3. Name your new word document Holiday Shape Art.  You do this by clicking on the 

word “Document” at the top of your page and typing over the highlighted text.  
DO NOT USE BACKSPACE!  Just highlight and rename. 

4. To be able to use all the features of Word, you are going to have to “Edit in Word”.  
Click on EDIT IN WORD towards the top of your online view, and then click Open 
Office 2016.   

5. When the document opens, you can begin your poster.  Remember to save your 
work using the sync Save (disk with arrows in a circle button) icon located at the 
very top left of your screen.  It’s a good habit to click save every once in a while to 
be sure not to lose your work.  
 

INSERT AND FORMAT YOUR SHAPES TO CREATE HOLIDAY ITEMS 
1. Click the Insert tab at the top of your screen.  
2. Click on Shapes.  
3. To edit the color fill and outline of your shape, click on the shape.  Look at the top 

of your screen, and you will be in the Format tab. 
4. Use the Shape Fill, Shape Outline, and Shape Effects buttons to format your shape 

as needed.   
5. To rotate your shape, click on your shape.  Click and drag the arrow in a rotating 

fashion to turn the shape the way you want it.   
6. To resize your shape, click on one of the circles you see when the shape is 

selected, and you can drag the lines to resize.   
7. Continue to add shapes until you form your desired holiday item! 
8. Try to design at least three different holiday items to make your poster look like 

an entire holiday scene.   
9. Save your document! 
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INSERT A WORD ART TITLE 
1. Add a title (Happy Holidays, Merry Christmas, Seasons Greetings, etc.) to your 

holiday scene using Word Art. 
2. Click on your Insert Tab. 
3. Click on Word Art. 
4. Select your design. 
5. Insert your text.   
6. Click off the Word Art to move it around your page to the correct position.   
7. You can edit your Word Art by clicking on it, then going up to the Format menu at 

the top of your screen, and then changing the color fill, outline, or effects.   
8. Save your document! 

 
ADDING A BACKGROUND COLOR 

1. If you would like to add color to the background of your page: 
• Click the Design Tab at the top of your page. 
• Look to the right of your screen and select page Color.   
• You can select a standard color, or click on the Fill Effects button to 

explore your options.  
2. Save your document! 

 
ADD FOOTER TO YOUR PAGE 

1. Click the Insert tab at the top of your page.   
2. Click on Footer inside the Insert tab. 
3. Select Blank as your style.  (The type text area will appear on your page.) 
4. Highlight the “Type Here” and type your full name to “sign” your artwork. 
5. Click away from the footer or click on Close Header and Footer at the top of your 

screen to return it back to normal.   
6. Save your document. 

 
 

Exit Slip 1. When you are done, be sure you click the save icon at the top left of your screen.   
2. You can now close out Word with the X at the top right of your screen. 
3. Go back into your One Drive to verify your document is saved and in the correct 

Computer Lab Folder.   
Procedures 
Reminder: 

• Exit all programs.  (Work is saved since we did this on Office online.) 
• Sign off computers using the Windows button and Name section.   
• Fix the equipment and chairs in the lab. 

 


