Before Beginning:

Open new document. Decide if you need portrait or landscape paper orientation and change this under page set up if necessary (FILE—PAGE SET UP).

To make a whole page sign (like large center labels):

1. Choose your font (I like Comic Sans) and size. If you want larger print than 72pt you can type your words, highlight them, then highlight the font size and type the size you want in the box. I use 150pt for most of my center signs.

2. Next, go to INSERT then PICTURE then CLIP ART. Find a picture you like and insert it. Don't worry if it is in a weird place. Double click the picture in your document and choose LAYOUT (tab along top of pop up window) then choose IN FRONT OF TEXT. Now you can move your picture anywhere you want on the page.
3. If you can’t find a clip art picture that you like, you can go online to find one. Open your browser and go to whatever website you want (www.lakeshorelearning.com , www.childcraft.com are two good ones). Find the image you want (get it as large as possible by following any links to “enlarge”). Right click the image and click COPY. Then go back to your document and click PASTE. Again don’t worry if it is in a weird place. Just follow the directions from step 2 to change the layout to IN FRONT OF TEXT. 
That’s it for this kind of sign. Pretty easy isn’t it!
To make smaller labels (like shelf labels or center sign up chart):

1. Go to TABLE and then INSERT then TABLE and decide how many rows and columns you want and click OK.
2. Drag chart to fill up the page.

3. Highlight the whole chart and choose you font and font size. 

4. If you want your words in the middle of the label, highlight the whole chart and then right click then go to CELL ALIGNMENT and pick one in the middle.

5. Type your words.

6. Next, go to INSERT then PICTURE then CLIP ART. Find a picture you like and insert it (click on it). Don't worry if it is in a weird place. Double click the picture in your document and choose LAYOUT (tab along top of pop up window) then choose IN FRONT OF TEXT. Now you can move your picture anywhere you want on the page. If you are only putting one picture and want it in the middle of the label, put the cursor above or below your words. Then you can just choose CENTER (icon is on tool bar near bold, underline, etc)—looks like 6 lines that are centered—and then go to INSERT then PICTURE then CLIP ART. It will be in the middle.
7. If you can’t find a clip art picture that you like or you want a real photo, you can go online to find one. Open your browser and go to whatever website you want (www.lakeshorelearning.com , www.childcraft.com are two good ones). Find the image you want (get it as large as possible by following any links to “enlarge”). Right click the image and click COPY. Then go back to your document and click PASTE. Again don’t worry if it is in a weird place. Just follow the directions from step 2 to change the layout to IN FRONT OF TEXT. You can also go to www.google.com and click IMAGES. Then type in what picture you are searching for. Remember to follow any links to enlarge the image before copy/pasting. 
This will give you a sheet of labels.
That’s it for the little labels. These are a bit harder because you are working with tables but tables are definitely something to learn…you can do a lot with them. 

Any questions, feel free to ask!

