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1. Open a New document (File, New or Ctrl N)

2. Using the AutoShapes create a seating chart 
3. Select the shape that best fits students’ desks in Mrs. Cleary’s room.
4. Click and drag the shape in your document.  Resize.

5. Copy (Ctrl C) and Paste (Ctrl V), drag the ‘desk’ to it’s place in your ‘room’

6. Continue to Paste as many desks as you have in your room.

7. Use text boxes for the names of students
8. Click and drag a box on your first desk.

9. Type in the student’s name.

10. Continue to add Text boxes to all desks, adding students’ names.


Skills for this project:


Autoshapes


Text boxes








� MS Word: Seating Chart
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