Biography Card
1. Open Word.

2. Open Internet.  Search for a famous person. You will need information about them and 1 picture. Choose someone appropriate.

3. Add a header for your name.

4. Insert a table – need 2 columns and 4 rows.

5. Row 1 

· Merge the 2 columns: highlight the row.  Then on the tables and borders tool bar, click on merge button.

· The width needs to be 1 inch: keep the highlight.  Click on Tables, choose table properties, then click on row and choose 1 inch.

· On the tables and border tool bar choose Align Center and type in your famous person’s name.  You choose the font, color, and size.

6. Row 2

· In column 1 center and describe what made them famous (ex: job title).
· In column 2 center and list when they were born and where.

7. Row 3

· In column 1 center and list the years they were famous.

· In column 2 center and list when and where they died.  If they are still alive, type the word Died: and then leave blank.

8. Row 4
· In column 1 center (use formatting toolbar) and type Brief Biography at the top.  Then align left and set for double spacing and type in information about your famous person.  Put in your own words—don’t copy and paste from the web site.  Read and fix errors—spell check is not enough.

· In column 2 paste in an appropriate picture of your famous person.

9. Using the tables and borders toolbar, change the border.  

10. The table needs to fill up the page.  Do a print preview.  You must have equal space from the top and the bottom.  You may have to add more information.
11. Must fit onto one page.  You may need to take out information to fit it on the page or change top and bottom margins.
	Thomas Jefferson

	3rd President
	Born: April 13, 1743
Albemarle County, Virginia

	Term 1801-1809
	Died: July 4, 1826
Monticello, Virginia

	Brief Biography:
Jefferson studied at the College of William and Mary.  In 1772 he married a lady named Martha Wayles Skelton.  They lived together in Monticello in a home they built on a mountaintop.  He had inherited land from his father who was a planter and a surveyor.  Even though Jefferson was tall and awkward, he was eloquent as a correspondent.  He was not very good a public speaking, he would rather use his pen rather than his voice when it came to the patriot cause.  At the age of 33, he drafted the Declaration of Independence.  He also wrote a bill establishing religious freedom that was enacted in 1786. During his second term of office, Jefferson worked to keep the nation from becoming involved in the Napoleonic wars. 
	[image: image1.jpg]Jefferson






