How to Make a School Subject Wordsearch Using Tables in Word (Office 97 Version)

Problem

Harton School Student Planners contain Key Stage 3 or Key Stage 4 Word Lists. Each school subject has its own Word List in the Planner. We want our students to master the ten or so words, and their spellings, in the Word List of the subject(s) we teach. A Wordsearch is a tried, tested and enjoyable puzzle format which helps our students focus not only on the complete keywords but also on the letters which spell them.

We can, of course, create a Wordsearch using a pencil, paper and a ruler, but there are many advantages to compiling them on the computer. The most obvious benefit is that we can create a neat and faultless grid in a word-processing application such as Word which can be reused when delivering the many learning modules into which each school subject is divided over five years of secondary education. To make this grid, we have to learn how to use tables.

Solution

While learning how to create a School Subject Wordsearch, we are also going to learn how to use one of Word’s most powerful tools, its Table facility. If you have ever used Word before, you will probably have noticed that Tables have a menu all to themselves. This reflects their importance in this application. More particularly, we shall learn how to:

· Insert a Table

· Select a given number of Columns and Rows

· Select a Table or a Row

· Add or Remove Borders

· Resize Cells (cells are what the small boxes in a table are called)
· Merge or Split Cells
· Insert or Delete Rows
· Insert and Edit Text in Table Cells
So we will be mastering some key word-processing skills and ending up with a useful product, in our case a School Subject Wordsearch.

Procedure

· Double click on the Word icon to load Word 97.

· Change the font (Times New Roman) size from 12 to 28 point and type your title (…. Wordsearch).

· Centre the title using the second of the four formatting buttons (the buttons with the six lines, on the same toolbar as the font)

· Press Return twice. Your cursor should be flashing underneath your title.

· Select Table, then Insert Table.

· Change the number of columns from 2 to 15 and the number of rows from 2 to 16.

· Click on OK. You now have a grid of rectangular cells, taller than they are broad.

Wordsearches do not always have inside borders. We are going to remove them.

· Click on Table and then click on Select Table. Your entire table will be blackened out.

· Click on Format and then Borders and Shading. Make sure that the Borders tab is to the front.

· Find Settings and click on Box. Then click on OK.

· Click on your table and notice that you now have an outside border but your inside borders have been replaced with grey lines, which are visible on-screen but do not print. If you have no grey lines, click on Table, then click on Show Gridlines.

Wordsearches contain letters which must be readable horizontally, vertically and diagonally. To get this effect we have to make the cells look more like squares and we have to use a special font — called a monospaced font — whose letters are all the same size and letters I and M have equal width).

· Make sure that the cursor is somewhere inside your table. Then click on Table and then Select Table. This will blacken in your table.

· The long window formerly containing the font name Times New Roman will now be blank. Click on the little arrow to the right of this window and select the Courier New font. This is a monospaced font, all of whose characters have the same width.

· The smaller window to the right of the font window will also be blank. This is the Font Size window. Click on the little arrow to the right of the window and select 20 as your point size.

· Now your cells are broader than they are tall. You need the cells to look like squares. 20 is clearly too small and 28 is too big. Find which number between these two gives you squares.

Our Wordsearch will be 15 cells wide and 15 cells tall. The extra row is where we will list all the words we will place in the Wordsearch.

· Click on the bottom row of the table. Then click on Table, Select Row. This will blacken in the bottom line of the table.

· Click on Table, Merge Cells. This will convert the bottom line into one wide cell.

· Click on Table, Split Cells. Make sure the setting is 2 columns and 1 row. Click OK. This will split the bottom row into two equal columns.
· Make sure your bottom row is still blackened in. Otherwise click on Table, Select Row.
· Click on the Align Left formatting button (the first of the four buttons with six lines).

· Change the Font from Courier New back to Times New Roman.

· Change the Font Size from its current number back to 14 point.

· Click on Format and then Borders and Shading. Make sure that the Borders tab is to the front.

· Find Settings and click on Grid. Then click on OK. The bottom row will now have black lines round the outside and also down the middle.
Your grid is now ready to be filled in. Put your mouse to one side. If you try to use it when inserting letters or words, you may move one of the lines in the table.

· Switch on Caps Lock.

· Use the cursor (arrow) keys between the main keyboard and the number keypad to insert one capital letter per cell. Delete any second letter you place in one cell. Type the letter in the cell then use the cursor key to move to the left, right, up or down.

· Insert your words forwards or backwards in a horizontal, vertical or diagonal direction.

· In the bottom row, copy the words you have included in the Wordsearch. Use both columns.

· Start filling in the empty cells in the Wordsearch with random letters. Remember to use the cursor keys after you have typed a letter so that you only place one letter in one cell.

When you have filled in all the cells, save your file and print it out.

Suggested Extension Activities

· Design another Wordsearch using a table ten rows high and ten rows wide. You will have to choose a different font size to get square cells.

· Design a table with two columns and thirty rows. In the first column list all the students in one of your classes. In the second put their last Effort assessment. If you have fewer than 30 students, place your mouse pointer to the left of the first row you want deleted. Press down the left hand mouse button and move the pointer down the table until the last row too is blackened in. Then click on Table, Delete Rows. If your class has more than 30 students, click underneath your table and make sure you get a flashing cursor. Then click on Table, Insert Rows. Select the number of extra rows you will need.
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The Wordsearch grid before the random letters have been inserted. The inside borders are as you would see them on-screen. They will not print, however.
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The Glossary at http://neurosurgery.mgh.harvard.edu/abta/diction.htm (Everything You Wanted To Know About Brain Surgery ...Almost) was the source of the brain surgery terminology listed above.
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