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BUSINESS CARD

Grade Level: 7, 8

Technology Standards: 

3.4.9 Student applies special effects to graphics such as distort, rotate, and reflect (I) 

4.5.2 Student designs and creates a business card (I)

SAUSD Reading-Language Arts Standards: 

I. READING

7.2.1 Understand how text features such as format, graphics, and sequence make information accessible and useful.

8.2.1 Compare and contrast the features and elements of consumer materials to gain meaning from documents.

Software: Microsoft Word (Microsoft)

Content Skills: critical thinking, measurement, problem solving, capitalization, punctuation, grammar, following directions

Introduction to the Lesson

In this lesson students will practice their desktop publishing skills by making their very own business cards.  Their cards can be printed on plain paper, or you can buy special cardstock perforated especially for business cards.

Lesson Plan

1. Start the lesson by sharing examples of several business cards with your students.  Have students describe the kinds of information that is found on all the business cards.

2. Tell students that they will be designing their very own business cards using their school site as their business.  Their job position will be “student” and their company will be the school.

3. Students will first need to open a blank document in Microsoft Word.  They will type the information needed for their business card on the blank document. They will only need to type in information ONE time.  Later they will use the power of the word processing program to duplicate the information to make a page of 10 identical business cards.
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4. Students should insert a graphic for their business card.  This could be a picture of their school mascot, an animal, a flower, or any other clip art of their choice.  If the school mascot is on the school’s web site, review the steps of saving a graphic from the Internet.

5. After the graphic is inserted, students will need to resize it so it is small enough to fit on the business card.  They will also need to choose None for Text Wrapping on the Picture Toolbar.  Note: If the picture does not appear in the body of the business card, it is because Student forgot to select None for Text Wrapping.

6. Students will now use the information they typed to create a set of business cards by using the following steps:

1. Highlight the entire text by selecting Edit, Select All.

2. Click on Tools and select Envelopes and Labels.

3. Select Options and then select Business Card under Product Number.

4. Make sure Full Page is selected under Print.

5. Click on New Document to see what the sheet of business cards will look like. (Note: The clip art is contained only on the cards on the left.  Students will need to click and drag the clip art to the cards on the right.)

7. Students can change the font by choosing Edit, Select All to highlight the entire page.  Then they can select the font they want for their business cards.  They can also use the alignment buttons to either center or align the text to the right.

8. Once they are satisfied with the way the cards look, they should save them as card and their initials.

9. Finally, students should print the cards by selecting File and Print.

Assessment Criteria

Student created a set of 10 identical business cards.

Student added the required information to the card correctly. 

Student added a graphic to the business card.

Student spelled all of the words correctly.

Student created an excellent layout for the business card.
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1. Open a blank document in Microsoft Word.  

2. Type the information needed for your business card. You will only need to type in information ONE time.  

3. Insert a graphic for your business card.  This could be a picture of your school mascot, an animal, a flower, or any other clip art of your choice.  

4. After the graphic is inserted, you will need to resize it so it is small enough to fit on the business card.  

5. With the graphic selected, choose None for Text Wrapping on the Picture Toolbar.  Note: If the picture does not appear in the body of the business card, it is because you forgot to select None for Text Wrapping.

6. Highlight the entire text by selecting Edit, then Select All.

7. Click on Tools and select Envelopes and Labels.

8. Select Options and then select Business Card under Product Number.  Make sure Full Page is selected under Print.

9. Click on New Document to see what the sheet of business cards will look like. You will see that the clip art is contained only on the cards on the left.  You will need to click and drag the clip art to the cards on the right.

10. You can change the font by choosing Edit, Select All to highlight the text on the entire page.  Then you can select the font you want for your business cards.  You can also use the alignment buttons to either center or align the text to the right.

11. Dave your file as card followed by your initials.

12. Print the cards by selecting File and Print.  Then cut the cards apart.
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	Criteria
	4

Advanced
	3
Proficient
	2
Basic
	1
Below Basic

	Student created a set of 10 identical business cards.
	All ten cards were identical.
	Most of the cards were identical.
	Five of the cards were identical.
	Student created only one card.

	Student included all the required information: student’s name, position, 

school’s name, school’s address, school’s phone number.
	Business cards included all the required elements.
	Business cards included most of the required elements.
	Business cards included some of the required elements.
	Business cards included only Student’s name.

	Student illustrated the business cards with appropriate clipart.
	Graphic is appropriate for the business card.

Graphic is manipulated so that it is an appropriate size and text is wrapped around them
	Graphic is appropriate for the business card.

Graphic is manipulated so that text is wrapped around it.
	Graphic is appropriate for the card but is not manipulated so that it is in an appropriate position for each card.
	Graphic isn’t appropriate for the business card.

	Student used correct spelling.


	No misspelled words.
	One or two misspelled words.
	Three or four misspelled words.
	Five or more misspelled words.

	Student created a layout that used the entire card.
	Card layout is excellent.  Graphic is an appropriate size and text is clear and easy to read.
	Card layout is good.  Size and placement of graphics and or text could be better.
	Card layout is adequate.  Size and placement of graphics and or text could be better.
	Card layout is poor.  Card is difficult to read.
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