Microsoft® Creative Writer Teacher’s Reference Guide

Welcome

We’ve created the Microsoft Creative Writer Teacher’s Reference Guide to introduce you to the resources you’ll find in Creative Writer, and to help you find ways to put them to work in your classroom. 

In many ways, Creative Writer is like the word processors you have used in the past(you can format text, align paragraphs, check for spelling errors. You’ll find the features you expect from a full-featured word processor.

But only Creative Writer provides an irreverent blue guide named McZee™ to provide hints, tips, and help. Only Creative Writer offers you the opportunity to create a Moosepaper, Cardvark, or Banneroceros. Tongue in cheek? Absolutely! Fun? Positively! Powerful? Of course!

Enter the world of Imaginopolis™, loosen your funny bone, and you’ll see that getting the job done can be a lot of fun.



Part One (cw_trg1.doc)

Imaginopolis	2

Here’s an overview of the Creative Writer tools, the techniques you’ll use, and a �tour of each floor(Lobby\Library, Writing Studio, Project Workshop, The Idea �Workshop.

A Guided Tour	6

A step-by-step lesson that gives you a chance to learn more about Creative Writer.�How to open a new file, add and format text, style a paragraph, include art �elements, make changes, save, and print.

Part Two (cw_trg2.doc)

Task and Commands	10

A quick reference to the commands you’ll find in Creative Writer. Organized by �tasks, this reference shows you how to find the tools and the commands you need. 

Ghostwriter© Mysteries for Creative Writer	15

Now Ghostwriter fans can use Creative Writer to solve mysteries. Here are the �details.

What’s New in the CD-ROM Version of Creative Writer?	16

Here’s a summary of the additional features and expanded content you’ll find in �the CD version of Creative Writer, along with a description of the hardware �requirements.



�Imaginopolis

Filled with visual excitement and puns, Creative Writer is built on an exploration model. It provides a creative environment designed for and by kids where not everything is as it appears.

All activity takes place within the framework of a building with four floors(Lobby\Gallery, Painting Studio, Project Workshop, and Idea Workshop. Specific functions and tasks are associated with each floor. You enter in the Lobby, then move to the floor or room that matches your task. Here are a few key elements you’ll want to know about.

Changing floors

Moving from floor to floor is as easy as sliding down(or up(the firepole, taking the elevator, or clicking a floor of the Building Map.

When you see a Building Map, click a floor or area of the Map to move there directly. In the Drawing Studio and Project Workshop, click the floor indicator at the lower left of the drawing to display the Building Map.

�Getting Help

��McZee is your guide to the tools you’ll find, offering help and guidance as you work. You’ll also have the assistance of Max, the resident writing expert, as you work on a project. In the Writing Studio, click the Flying Carpet Bag, then click McZee. If McZee’s head is poking out of the carpet bag, Help is on. On the floors, click McZee to turn on Help.

�Diamonds mark additional ideas and suggestions. 

Keys identify keyboard shortcuts.

�Student Portfolios

Creative Writer creates an individual portfolio for each student. When a student saves a document, it is automatically saved in that portfolio. 

Click the Portfolio to open it. If you don’t see the Portfolio, click McZee, then click the Portfolio. When the Portfolio is open, you’ll see the work of the current author. If you want to see the work of another author, click the author’s name, and you’ll see the contents of that portfolio.

To access the student files from the operating system, open the mskids directory or folder, then open the users directory or folder.

Finding documents

�Click the Portfolio, then browse until you find the file you are looking for. When you see Ratdog, you can click Ratdog to fetch the file for you.

Starting

Open the Microsoft Kids directory or folder, then double-click the Creative Writer icon.

Stopping

Windows: Hold down alt and press F4.�Macintosh: Hold down ( and press q. 

The Control Room

The Control Room brings you the commands you need to perform system maintenance: change printer settings, set printing options, control sound volume, and save a document as a text file.

Windows: Press shift + ctrl + a.�Macintosh: Hold down ( and press q.

�McZee’s Flying Carpet Bag

In the Writing Studio, the Flying Carpet Bag holds the commands that you’ll use to open and save files, get a helping hand, and have a laugh.

�����������Take a Field Trip

These two pages provide you with a quick introduction to the main areas in Creative Writer. This field trip will help you know where to go when you’re ready begin to work.

The Lobby

After you enter Imaginopolis and click the front door of the building, you’ll find yourself in the Lobby on the first floor of Creative Writer. McZee is ready to help you select the task you want to work on. When you make your selection, McZee will move you to the appropriate floor. 

The Lobby is the place where you:

Select your task.�Click one of the options offered by McZee.

Move directly to a floor.�If you know the floor you want to work on, you can make your selection, by clicking the Building Map, the elevator, or the firepole. 

The Library

The Library is also located on the first floor. It is the place to go when you want to work with the files or documents themselves. To reach the Library, click the Library Arrow in the Lobby wall or on the Building Map. In the Library, you click the Lobby sign to return to the Lobby.

In the Library you can:

Open a document you saved earlier.�In your portfolio.�In another portfolio.

Print a copy of a document.

Perform file/document maintenance.�Delete a document.�Copy a document to a floppy disk.�View the contents of other drives or disks.

The Writing Studio

The Writing Studio is on the second floor of Creative Writer. The Writing Studio is the place to write stories, poems, reports, and letters. McZee can send you to the second floor from the Lobby, or you use the elevator, the firepole, or Building Map to get to the Writing Studio. 

As you work, you’ll have help from McZee, and you can click the Flying Carpet Bag to open your Idea Notebook to record ideas, copy pictures, and make notes for later projects.

This is the place you’ll:

Write something new.

Work on a document you started earlier.

�The Project Workshop

The third floor of Creative Writer contains the Project Workshop. This is the place to go when you want step-by-step help completing a project. Make your selection, and Max is there, ready with guidance, hints, and tips to make certain that your project turns out just the way you want it to. McZee may send you to the Project Workshop from the Lobby, or you can use the elevator, the firepole, or Building Map to move to the third floor.

The Project Workshop is the place to:

Create a newspaper.

Make a greeting card.

Design a banner.

Idea Workshop

The fourth floor contains the Idea Workshop. This is the place to spark creative ideas and get a new way of looking at things. Use the Splot Machine and the Picture Window for creative inspiration. You use the elevator, the firepole, or Building Map to reach the fourth floor. 

Once here, you can use:

Create a wacky sentence to use as an idea for a story.

Select a picture for writing inspiration.

�A Guided Tour

This short step-by-step lesson introduces you to the Writing Studio and gives you a chance to learn more about the tools you’ll find there. 

Getting underway

You’ll add your name to the list of users in order to create a portfolio for your work and add your name to the list of authors. The next time you use Creative Writer, you can click your name, then click “That’s me.”

Start Creative Writer.

Click “I’m new.”

Type in your first and last name, then click Next.

Identify an animal mascot, the place to store your work, and any nickname you would prefer to use.

Click “No thanks, let’s go straight to Imaginopolis.”

Go to the Writing Studio

The first time you use Creative Writer, you enter Imaginopolis before going to the Writing Studio. Next time, you’ll have the option of going directly to the Writing Studio.

Click the door on the Imaginopolis picture after McZee rides by.

Click the revolving door to enter the Lobby.

Click the Writing Studio in the Building Map on the wall.

��

Double-click the blank clipboard to open a new document.

What’s here?

Before you begin working, take a minute to locate some of the key elements in your workspace. You’ll notice that the menus and commands are icons rather than the familiar text, and that help comes from McZee in the Flying Carpet Bag.

��������

�Start the great American novel

Here’s an opportunity to unleash your creative talent and learn more about the tools available in Creative Writer.

Type a title

Type The Great American Novel 

Press enter or return.

Type by, press the spacebar, then type your name.

Press enter or return.

Add some text

Type:

It was a dark and stormy night. I had just finished a case and was sitting in the office waiting for the phone to ring. I heard a sudden noise outside the door.

Rearrange the text

��Click the Re-Mover Tool, then click the Scissors.

Follow McZee’s instructions to move the first sentence to the end of the paragraph.

�Undo the changes

�Click the Undo Egg.

Click Undo until the sentence is back in its original place.

��Check the spelling

Click the Speller & Replacer, then Click Spell.

Complete the spelling check.

Replace a word

��Click the Speller & Replacer, then Click Replace.

Replace phone with telephone.

Use the thesaurus

Highlight the word “stormy.”

Click the Speller & Replacer, then Click Replace.

Click Similar Words.

Click “tempestuous” then follow McZee’s instructions to make the replacement.

�Add style to your prose

You have a choice when you use the text formatting tools. Select the tool, then paint the text(the sequence research shows more intuitive for kids. Or highlight the text you want to change, then choose the tool.

��Change the font

Click the Word tool, then click the Letterizer.

Click a different font.

Use the arrows at the bottom of the list to scroll through the list of fonts.

Press down the mouse button and drag the brush over the text that begins with “It was a dark....”

��Format the title

�Click the Word Tool, then click the lever to the left of the Flying Carpet Bag to see the second bank of choices.

Click Combo.

Click Title.

Drag the brush across the three lines of the title.

Align the text

�Click the lever.

Click the Positioner.

Click Left and Right.

Add a background

��Click Page Stuff, then click Background.

Use the arrows to see the background choices.

Click the background you want to use, then click the document.

Change the margins

��Click Page Stuff, then click Margins.

Follow McZee’s instructions to increase the margins.

Add page numbers

��Click Page Stuff, then click Page Numbers.

Click the page number format you prefer.

�Take a preview

��Click Page Viewers, then click Full Page View.

Click Zoom In to get a closer look at the page.

�Click the lever to see other page view formats.

Click the Usual View.

Save your work

Click the Flying Carpet Bag, then click the Pig.

Type the name for the document, then press enter or return.

Print a copy

��Click Print, then click Print with Options.

Follow McZee’s instructions for printing. 

Quit

Windows: Hold down alt and press F4.�Macintosh: Hold down ( and press q. 



�Extra credit

Add a picture �Click the Sticker Picker, then select a sticker from the sticker rolls.

Create word art�Click the Word tool, then click the Shape tool to create eye-catching word art. 

Turn your document into a rebus. �Click Transformers, then Picture Adder.
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Turn on McZee Help.



Open a new document.



Open a document you’ve saved in your personal portfolio, or open a document from another portfolio.



Save your document in your portfolio.



Open your idea notebook



Select the Magic Wand to play sounds attached to stickers and words.



See a joke from McZee’s grab bag.



Read McZee’s story of Imaginopolis, Maggie and Max.



�



You can use the Building Map to move directly to any floor.



Floor locator



Document name



Writing area



Tool Menus



Command choices



Flying Carpet Bag



Help from McZee
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