
ii 

GCCLC, Fun Exercises with Paint, Word and Email - Table of Contents 
INTRODUCTION NOTES...................... iii 
TERMS WE MAY USE IN THIS CLASSiv 

Brief descriptions: ...................................... iv 
Lesson One - Learning The Paint 
Program Tool Box Functions ..............1 

Let’s Begin:.................................................1 
Learning Tool Box Functions In Paint.........2 

Using the Select Tool..............................3 
Using the Eraser and Fill With Color 
Tool.........................................................3 
Using the Pick Color Tool ......................4 
Using the Magnifier Tool .......................4 
Using the Brush Tool..............................5 
Using the Airbrush Tool .........................5 
Using the Text Tool ................................5 
Using the Line Tool ................................6 
Using the Curve Tool..............................7 
Using the Color Box Tool.......................7 
Using the Rectangle Tool .......................7 
Using the Polygon Tool ..........................8 
Using the Ellipse Tool ............................8 
Using the Rounded Rectangle Tool........9 

Creating A Party Flyer ................................9 
Lesson Two – Using the Paint Program 
Tools....................................................13 

Open The Paint Program..........................13 
More Paint Program Fun ..........................15 
Adding A Title To Clip Art .........................16 
Examining The Photo Altering Possibilities
..................................................................17 
Creating A Pretty Polygon ........................19 
Creating Vertical Text Exercise ................20 
How to Color black and white clip art in the 
Paint Program...........................................22 

Lesson Three – Exploring Email 
Possibilities.........................................23 

Exploring The Email Possibilities..............23 
Greeting Card Experiment........................24 
Inserting Text from Your Files or Web 
Articles Using the Yahoo Email ................25 
Inserting Text From A File On Our Student 
CD ............................................................26 
Getting Free Clip Art Exercise ..................27 

Lesson Four – Using ClipArt and 
Photos in Microsoft Word ..................29 

Inserting Clip Art and Pictures in Microsoft 
Word.........................................................29 
Arranging Multiple Images On A Page With 
Text...........................................................30 
Inserting the Second Image in Our Text...31 
Inserting the Third Picture ........................31 
Inserting Text On Top Of Pictures ............32 
Using the Drawing Toolbar .......................33 
Using Word Art Exercise ..........................34 
Additional Exercises Using Tools from the 
Drawing Tool Bar......................................36 
Another Fun Exercise Using the Drawing 
Tool Bar ....................................................37 
Border Creation Using Microsoft Word.....39 

Appendix A – How to sign up for a free 
Yahoo account ....................................41 

To SIGN UP for the YAHOO EMAIL.........41 
Protecting other peoples Email Addresses
..................................................................42 

Glossary ..............................................43 

Basic Procedures ...............................49 
Basic Computer Information .....................49 
Opening Files ...........................................50 
Make a New Folder ..................................50 
Copying files .............................................51 
Selecting Multiple Files/Folders................51 

How to Print a Screenshot .................52 
Print an Image of a Single Window ..........52 
Print an Image of the Entire Screen .........52 

 


