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Ann Arbor District Library Computer Classes 

AADL offers hands-on computer classes on a variety of topics at all Library locations. 
AADL also provides access to a variety of online learning and research resources. 
For more information, check out the following links:  
 
Schedule of computer classes: aadl.org/classes 

Review online skills-building resources: aadl.org/services 

Review online research resources: aadl.org/research  

 
Word Drawing 

Learn how to use the drawing toolbar to insert objects and wrap text around them. 
Knowledge of Microsoft Word basics is required. 
 
Learning Goals 

Go to aadl.org/handouts, choose a class, and click on a learning goal for step-by-step 
instructions: 
 
Add a Drawing 
Add, Change, Delete Shapes 
Quick Styles 
Shape Lines 
Fill Shapes 
Gradient Fill 
Add Text to Shapes 
Change the Order 
Group and Ungroup 
Connect Shapes 

Freeform Shapes 
Format WordArt 
Picture Watermark 
Create SmartArt 
SmartArt Graphics 
Screen Clippings 
Captions 
Drawing Keyboard Shortcuts 
 

 

Books 

Easy Microsoft Word 2010, by Sherry Kinkoph Gunter, Call number: 005.36 Wo 

Word 2010, by Elaine J. Marmel, Call number: 005.36 Wo 

Microsoft Word 2010 Bible, by Herbert L. Tyson, Call number: 005.36 Wo 
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http://office.microsoft.com/en-gb/word-help/add-a-drawing-to-a-document-HA010370564.aspx
http://office.microsoft.com/en-gb/word-help/add-change-or-delete-shapes-HA010354749.aspx
http://office.microsoft.com/en-gb/word-help/add-change-or-delete-shapes-HA010354749.aspx#BM5
http://office.microsoft.com/en-gb/word-help/change-the-color-style-or-weight-of-a-line-HA010354864.aspx?CTT=3
http://office.microsoft.com/en-gb/powerpoint-help/add-or-delete-a-shape-fill-or-shape-effect-HA010355845.aspx?CTT=5&origin=HA010355851
http://office.microsoft.com/en-gb/word-help/add-a-gradient-fill-to-a-shape-HA010355174.aspx
http://office.microsoft.com/en-gb/word-help/position-text-in-a-shape-or-text-box-HA010355853.aspx
http://office.microsoft.com/en-gb/powerpoint-help/change-the-order-in-which-stacked-objects-placeholders-or-shapes-appear-on-a-slide-HA010338345.aspx?CTT=1
http://office.microsoft.com/en-gb/powerpoint-help/group-or-ungroup-shapes-pictures-or-other-objects-HA010355851.aspx?CTT=1
http://office.microsoft.com/en-gb/powerpoint-help/draw-or-delete-a-line-connector-or-freeform-shape-HA010355850.aspx?CTT=1
http://office.microsoft.com/en-gb/powerpoint-help/draw-or-delete-a-line-connector-or-freeform-shape-HA010355850.aspx?CTT=1#_Toc261351423
http://office.microsoft.com/en-gb/word-help/add-or-delete-a-fill-outline-or-effect-for-text-or-wordart-HA010355844.aspx?CTT=3
http://office.microsoft.com/en-gb/word-help/create-a-watermark-from-a-picture-HA101884436.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/create-a-smartart-graphic-HA010354861.aspx
http://office.microsoft.com/en-gb/word-help/learn-more-about-smartart-graphics-HA010354757.aspx?CTT=3
http://office.microsoft.com/en-gb/word-help/insert-a-screenshot-or-screen-clipping-HA010355185.aspx
http://office.microsoft.com/en-gb/word-help/add-captions-in-word-HA102227021.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/keyboard-shortcuts-for-working-with-shapes-text-boxes-and-wordart-HA010354756.aspx?CTT=3
http://www.aadl.org/catalog/record/1365758
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364274
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364269
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22

