CREATING A WORKSHEET FOR A SONG

In this session you are going to use the Web as a resource from which to create a worksheet in Word. You are going to look for the words of a song, put these into your worksheet, add pictures, use WordArt and the drawing toolbar to create a stylish looking worksheet. 

Starting a new project 

The first step in creating a new project involves creating a folder for storing all the components together . 

1. Open the My Documents folder, right click and select New Folder. Name it Songs. 

2. Open your Songs folder, right click and select New Folder. Name it according to the song. 3. Open your new folder. 

Finding the Iyrics 

If you know some of the words, search the internet for these as a phrase, e.g. I am sitting in the morning 

If you know the title of the song, search for it 

Search for the artist and then look in the search results for the Iyrics .Or use a combination of these techniques, e.g. 

"I am sitting in the morning" "Tom's Diner" Suzanne Vega Iyrics. 

Accuracy 

Check the accuracy of the words. Many of the words are written up by fans. If the fan is not a native speaker of English, the Iyrics may not be correct. 

A fan site may have a URL something like www.aeocities.com/SunsetStrip/Palms/6797/sonas/vesterdav.html as geocities is a place where anyone can set up a website for free. 

There is a good Beatles site at httQ://www.beatlelvrics.com/ Lyrics to all songs at http://www.beatlelvrics.com/sonqlist.htm (though you still need to check them for accuracy). 

Grabbing the text from the internet 

The basic technique 

Highlight the text, right click anywhere on the highlighted area and choose Copy [CTRL C]. This copies it on to the computer's clipboard. Open a new Word document, right click, paste [CTRL V]. 

ALso, copy the URL of the site you have taken the Lyrics from and paste it into the same Word document. 

Save it into your specially created folder . 

Copyright 

Don't forget to credit the songwriter (not necessarily the artist) on the bottom of your worksheet. 

Removing frames 

If you get lots of boxes when you paste into Word, you may need to remove some frames (which come as tables into Word). 

Place the cursor at the top of the text and when the cursor changes to a small black arrow. left click. 

2. On the table menu, select Convert Table to Text, choose Separate text with paragraph marks, click OK. 

Formatting in columns 

In the format menu, click columns and choose two or three, whichever you prefer. 

Grabbing pictures from the internet 

Perform an image search for a suitable graphic. For Tom’s Diner. search for Tom's Diner. (Compare searching for Toms Diner.) 

You get a screen full of so-called thumbnail images. Double click on one that you would like to include. And double click on it again so that it is the only thing in the browser. Save it in your folder. Save several pictures in this way: search also for the artist. 

Return to your Word document and put the cursor where you would like to insert the picture. From the Insert menu choose Picture -+ from File. Locate your file in your folder. Select the picture and click Insert. 

Copy the URL of the site you have taken the picture from and paste it into your Word document at the bottom. 

Moving pictures and adjusting text wrapping 

The basic technique 

To move a picture. move your cursor over it and drag the picture to where you want it. 

Problems 

You may find that you when you first paste a picture into Word you cannot move it. To solve this problem: 

1. Right click and choose Format Picture. 

2. Click on the Wrapping tab and click on any wrapping style. then OK. You should now be able to move the picture around the Word document. 

Adjusting text wrapping 

1. Right click and choose Format Picture. 
2. Click on the Wrapping tab. 

3. Try out the different wrapping styles and notice how the text moves in relation to the text. (Use the Undo button to remove any changes you don’t want to keep) 

Picture formatting 

Experiment to find out what other sorts of formatting you can apply to the picture. 

1. Right click and choose Format Picture. 

2. Click on the different tabs and try out the different settings. Try adding a border to the picture (Colours and lines tab) and if it is in colour, try changing it to black and white (Picture tab -Colour). 

When you are happy with the positioning of the text and picture, make sure you save your document. 

Add a title using WordArt
The basic technique 

1. Place your cursor where you want to put the title. Click on the Insert Menu, choose Picture, then Word Art. 

2. Choose a style by clicking on it and click OK. Then type in the title and click OK. The title should appear in your Word document. 

Adjusting the Wordart title 

When you click on the Wordart title, the Wordart menu will appear automatically. Experiment to find out what all the buttons do. 

Save your document when you are happy with your settings. 
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Turn on the Drawing tool bar by clicking on the View menu, selecting Toolbars and clicking on Drawing. 

Use AutoShapes to insert a shape 

1. Click on AutoShapes, choose a category, e.g. stars and banners, click on a shape 2. Click in your Word document and drag your cursor, which now looks like a cross. 

3. Release the mouse and you have created a shape which you can resize and move around the page. 

Add text to the shape 

To add text, right click on the graphic and choose Add text. Type your text, e.g. Listen to the song and fill in the gaps. 

Using the drawing tooJs 

Left click on the shape to select it, and then experiment with all the buttons on the drawing toolbar to see how you can change the graphic. (You will note that some icon5 on the drawing toolbar, like the arrows, lines, and text box do not affect the shape you have created but create different shapes). 

Signing oti 

Put your name in the document's Footer: 

1. In view menu, go to Header and Footer. ~~ 2. A menu appears. Click the third icon from the right -+ Footer . 

3. Write your name there, highlight it. change it to Font size 8 and right align it. 

GAP THE TEXT 

BEFORE you gap the text, go to the File menu and Save as "Diner gapped". This will make a second copy. One complete, as it now is, and second one which will be gapped for the students. 

Replace some of the words in the Iyrics with lines (underlining). This particular song is typically used in EL T for prepositions and sometimes for "-ing" forms. 

.If you want all the gaps the same length, you can copy your first underlining and then paste it over the other words you want to replace. 

.You might like to provide the words at the bottom of the worksheet in different shapes -to make this a "banked cloze" exercise. 

James Thomas (based on ideas Phil Brabbs, Plzen 2002, and from Bell Norwich) 

