Microsoft Word Job Aid:
Thinking Inside the Box…


For classes under Dr. Malott, and maybe even other Doctors… or at least professors, you might have to create boxes in your word documents.  I know I love to throw them in just at random in a paper, to add that unpredictable, spontaneous character.  But for the 

3 Contingency Model of Performance Management
Everyone needs to know how to create boxes and arrows in Microsoft Word; follow along and you should learn how!  First have a Word document open and right click in an empty space in the toolbar area near the top of the window (shown with a dashed red box).

[image: image1.png]-MLLLI“@//@/QE=

Table Window Help AdobePDF Acrobat Comments Type aquestionfor help  + X

Insert  Format

Sitvo E[BIX]

Vew Insert Format Took Tabe Window Hep AdobePDF  Acrobat Comments Type aquestionfor help  + X

Tools

fEle Edt

NEEBOISRITEIL B9 SDRABIE T e 0 aefimmnl

A tomd o Garamond

<] standard

Formatting

AutoText

Control Toalbox

oaatase
Microsoft Word Job Aid: .@
Thinking Inside the Box... el

For dlasses under Dr. Malott, and maybe even other Doctors. .. or at least Forms
professots, you might have to create boxes in your word documents. Tknow Tlove to thiow

Frames
therm in just at random in a paper, to add that unpredictable, spontaneous character. But for o
the i erge
3 Contingency Model of Performance Management rfim
Everyone needs to know how to create boxes and arrows in Microsoft Word; follow Ficture
along and you should learn how! First have a Word document open and right click in an Reviewing
empty space in the toolbar area near the top of the window. Tables and Borders

Vil Basic
vieb

ieb Tools
ord Court.
wiordiat

] roFmater 6.0

Custorize,

Call o Dut

Multiplayer =g E<]
3 Draws s |Autoshapes~ \ N IO A A @ | &-Z-A-S
11 At 2.6" 9 Colt REC| [TRK| [ExT | (ovR| | QK

Maiac.Man.




This will bring up the menu of different toolbars you can select from, select the 

Drawing toolbar for this Job Aid.  It looks like this:
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See the Box? Click on it and click and Drag
 the box on your document.  When this is done you should have a box.  Repeat these steps to create three boxes, and click and drag the corners of the boxes to resize them to make them the same size.

They might look something like these:


Then you will need to add the arrows.  To create these arrows, go back to the drawing toolbar, click on the AutoShapes option, then on Block Arrows, and for our purposes click on the Right Arrow.
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This will allow you to create an arrow in between the boxes; you will have to do it twice.  It will allow you to see the size of your arrow, so try to make them the same size, but again, you can resize them.


Finally, to add text to the boxes right click on them and select Add Text.  Go ahead and try it!  Once that is done you can repeat the process with all three contingencies.  Once you have created one diagram you can also copy it two more times; to do so hold down Ctrl and click on each of the boxes and arrows and select Copy from the Edit menu.
� Click and Drag means to hold down the Left mouse button and drag the mouse pointer across your screen.  When you let up on the Left Mouse button it will stop dragging and draw your box.





