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Title Page Activity

Creating a Title Page for a Book Report

Many teachers ask for a “title page” for a book report.  Because the title page is the first page people see when they read your report, you want to make the title page attractive.  Your title page should make others want to read your report.  In this exercise, you’ll learn how to create a title page with graphics and borders to make it interesting and exciting.

1. After logging in to your computer, click the Start button.

2. Click the All Programs option.

3. Click the Microsoft Word icon to start your word processor.

4. After opening Microsoft Word, be sure your screen looks similar to the image below.
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5. On the first line type: REPORT TITLE and press the Enter key ten times.

6. Type: by and press the Enter key once.
7. Type Author Name and press the Enter key five times.

8. Type Teacher or Class Name and press the Enter key once.

9. Type School Name and press the Enter key twice.

10. Type Date and press the Enter key.

Your document should appear as in the image below.
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You have entered the basic information required for most reports.  Now we’ll get creative and spice up your report title page.

1. Choose the Format menu and click the Borders and Shading… option.

2. Click the Page Border tab along the top of the Borders and Shading dialog window.

3. Click the Art: drop down list box in the middle section of the dialog window at the bottom.

4. Scroll through the list of border styles and select the style appropriate for your report.

5. Make sure the preview section displays the image you selected.

6. Also make sure the Apply to: drop down list box shows Whole Document.

7. Click the OK button to close the Borders and Shading dialog window.

8. Your border should be displayed around the margin of your document.  See image.
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1. Place your cursor in between the title and the word by and click to set the Insertion Point.

2. Choose the Insert menu and click the Picture option, then the Clip Art… option.

3. In the Insert Clip Art window, click once in the Search text: text box.

4. Type a descriptive word that relates to your book report topic.

· For example:  Fire, if report was about forest fires.

5. Click the Search button to see a list of images to choose from.

6. When you find the image you want, click on the image in the list to insert it into your document.

7. Click the image once to select it.

8. Click the Center button on the formatting toolbar to center the image on the page.

9. Select the title text REPORT TITLE.

10. Choose a font from the Font drop down list box on the formatting toolbar.
11. While REPORT TITLE is selected, choose a font size from the Font Size drop down list box on the formatting toolbar, of 36.

12. While REPORT TITLE is selected, click the Center alignment button on the formatting toolbar.

13. Select all of the text below the image which should include the word Date.

14. Change the font to a font of your choice, and set the font size to 20.

15. While the text is selected, click the Center alignment button on the formatting toolbar.

16. Save your title page by choose Save from the File menu and give it the name: TitlePage1.doc.

Your title page should look similar to the one shown below, except of course for the design.
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Be sure your work is saved and check with your teacher if you have any problems or questions.

End of exercise.
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