How to Create a Hotlist in Word 2000 Using 
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Insert Word Art Title

1. Select the center justification button on the formatting toolbar.

2. Go to Insert>Picture>Word Art and make a selection.

3. Type the next holiday approaching (ex: Christmas Fun). Click OK.

4. Your text will appear as well as the picture toolbar. (If it doesn’t, select View>Toolbars>Picture).

5. Click the paint can (format word art tool) and change fill and line colors to match your holiday.

Insert Hotlinks

1. Double click below your title to insert your first link.  

2. Go to the Internet and locate your first web page.  (Go to Kidsdomain.com to find activity links for holidays.  

a. Go to http:www.kidsdomain.com
b. Go to Kids>Holidays>Select Holiday>Go to Online Games

c. Select an activity that you have previewed.

d. Highlight the url of the activity and press Ctrl + C to copy.

3. Go back to your Word document and type the name of your activity.

4. Highlight this text.  Next to the Insert Hyperlink button on your standard toolbar. 

5. At the insert hyperlink window, press ctrl + v to copy your link for the web page name.  Click OK.

6. Press enter twice to go down the page.

7. Repeat steps 2 to 5 to create more hotlinks.

Formatting Your Page

1. Go to Edit on the menu bar and click Select All.

2. Change your font style and change to a larger point size by using the formatting toolbar.

3. Save your work by going to File>Save As> and selecting the correct drive and folder.  Name your file and save.

Formatting Background - Optional

1. Go to Format and click the double down arrows.

2. Select Background.

3. Choose a background to match your holiday.  Don’t make it too dark or too busy.

Insert a Graphic - Optional

1. Draw a text box where you would like to place your graphic.

a. Go to View>Toolbars and select drawing toolbar.

b. It will appear at the base of your page.  

c. Select the text box tool with the little A and draw a box on your page.

2. Go to Insert>Picture and select Clip Art.

3. Type your holiday name in the search field and press enter.

4. Select your graphic and click the top choice on the pop up menu, Insert Clip.

5. Close the clip art window.  Your picture should now be on your page.  Save!
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