Before you start MS Word and try to format this page, we will activate a program called Screen Thief that we have already downloaded from the Internet. Screen Thief is a ‘shareware’ program, distributed on the ‘try before you buy’ principle. Start the ‘Screen Thief’ program from the Start (Démarrer) menu. Screen Thief may already be minimized (visible only in the taskbar at the bottom of your screen). If not, minimize the Screen Thief by clicking the minimize icon in the top-right corner of its window (the minimize icon is the left icon of these three:  . You will add this graphic in a later paragraph). Screen Thief can be used to take snapshots of portions of the screen by typing Ctrl-Shift-U and then dragging a selection rectangle across the desired area. When you use the Screen Thief to take a snapshot, the image is stored in a special part of the computer’s memory called the Clipboard, ready to be pasted into your document. Now that Screen Thief has been minimized, you can start Microsoft Word.

This page has been given a ‘landscape’ orientation in File/Page Setup (Mise en Page). To work with this document, you may prefer to change the Zoom factor from 100% to 75%, so that you can see the entire width of the text. As usual, body text is Times New Roman, 12 point, and margins are all at 2.5 cm. Please put your name in the header. The title is a ‘WordArt’ picture object, created with Insert/Picture/WordArt. Use Arial Black font, size 40. The picture has been formatted to be ‘inline with the text’ (aligné avec le texte) and it has been centered with the centering icon.

Now use the Screen Thief to take a snapshot of the top right corner of the Word window and then paste it into position above by pressing Ctrl-V (if you paste it in the wrong position you can just drag it with the mouse).

You will find this last picture on the Internet. Without closing Microsoft Word, open Internet Explorer from the Start (Démarrer) menu, enter the following web address: www.civissa.org and then press the Enter key to open the CIV site. Make a copy of the (large) image by right-clicking it and choosing Copy, then close Internet Explorer and paste the image into your document. Make sure the format of the image is ‘square’ (encadré) so that the text wraps around the picture as here. 

The sentences in this paragraph are in the wrong order. This sentence should be the last sentence in the paragraph. To move a sentence, Ctrl-click to select the sentence then simply drag it into the correct position.

