Using Drop down fields in Word to create interesting cloze exercises and look at language features.

In this example of the use of drop down fields I am teaching students about descriptive verbs and the author’s choice of word can have on a piece of writing
.  I would give students a copy of the text with all the options visible
 and ask them to decide which verbs are more effective and why.  We would need to discuss the atmosphere that we are trying to create as an author before we make our decision.

As a teacher I would then have a version that the students can interact with.  This version will have drop down fields at points where it is possible to change the mood by simply choosing another verb.  How do we add those in?

Type in the text that you would like to use with your class; in this example I am using a chapter from the novel Skellig by David Almond.

His joints creaked as he slowly rose from the floor.  He whimpered in pain.  He leaned against us.  He tottered and wobbled as he rose.  He was taller than us, tall than Dad.  We felt how thin he was, how extraordinarily light he was.  We had our arms around him.  Our fingers touched behind his back.  We explored

In order to create drop down fields you will need the forms menu.  Find this by choosing View>Toolbars>forms

[image: image1.png]T4 Document1 - Microsoft

rd EEX

Fle Edt [Vew | et Fomat Tods Table Mindow e Type 2 uestion forhelp v X
1 5 | =l vormal % a9 - (@ [F@ ] 100% - @] JiRead - TimesNewRoman « 12 +| B Z U BRACAY- %1 .
G h | ) MebLayout
P~
] einctovout
I R S R Ry SN R R NN PN E R R RN R SR SRR PRR R BF TRr TR ~ } Getting Started v x
[ s ][] s
& ©16ln
| Thumbnais [] Formatting
: (1) tieader and Foster AutoText Office Online
- Zoom, ControlToobox
& * Connect to icrosaft Offce
- Database nine
Orawing in Word to create interesting cloze exercises and look at ° Gl T
B Emal « Automatically update tisist
- z More,
o ranes w fields you will need the forms menu. Find this by choosing Search or:
B vl erge
- Outlining
Z ¥ Example: "Print more than one copy”
: piure
N Reviewing Open
o Tables and Borders 5 open.
visual Basc
R web
B web Tooks
B Word Count
- Wordart
: [2] T avere Toobor
2 Customize.

“o

1 Abedm Lno  Cold  REC TR 0 CU Engish(us GO

| 100 Document1 - Microscr.. | ) Drop down fieisiwe...

GV (VT





[image: image2.png]4 Document1 - Microsoft Word CEEX)

Fle Edt Vew Iwet Fomat ook Table Window Help Type aquestion for help 1+ | X

DEEHRED PB4 @98 v - @ diread - TmeshewRoman ~ 12 +| B 7 U |[E] ERACAT-9

3orezeacten én‘ PR R R R R R R R R O R R R R R R SRS T/ VT TR LR etting Started v x
ordet to create drop down felds you will feed the forius fenu, bind this by cioosing

- View=>Toolbars>forms

- [ 5 ffice Oniine

- - PRI

: + Connect o oot Ofice

Onine
- = Get the latest news about using
: ord

* Automatically update this st
from the web

Mare.

Search for

Exanple: "t more then ane copy’
Open
5 Open,

) Create anew document.

“o

LEErEs >_

Page 1 11 Atedam Ln9  Coll  REC TRC B0 CUR Engish(us G

O Document1 - Microscf.. | ) Drop down ieldsiwe...




       The forms toolbars should look like this:
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Place your cursor where you would like to add the drop down field and select the “drop-down filed form” icon from the Forms toolbar

[image: image4.png]Vew Insert Format Took Tabe Window Help

oA NN )

100 2@

R R R A

Repeat this process every time you want o EomErs
insert a drop down list

e —
e t s o he
oo, e whimpered

) sy rose

) s ot ek s e

e struggled to ise slowly rose from the Floor

he leapt

against us. He - and
He was taller than us, tall than Dad.

IR

You will notice that at the moment none of the field boxes are allowing you drop down
anything. This is because you have to tell the document that you have finished adding
your fields and then lock them in place. Do this by selecting the padlock on the Form
Toolbar.

+ To dsplay this task pene again, cick

Office Clpboard on the Edit menu or
press Clrl+C twice,

3 * [options ~.

ETRRET





This will place a large grey block where the words will be like this:
His joints creaked as he  FORMDROPDOWN 
slowly rose from the floor
Now all you need to do is add the options that you would like to see drop down. To do this double click on the grey box. A Drop down Form Field Options box will appear.  Copy and paste the original text into the Drop-down item box and then click add.  Now add some alternatives until you have at least 3 options.  In this case, as a teacher, I will select verbs which will either, not help the reader to picture the scene at all or will change the mood. 

Repeat this process every time you want to insert a drop down list.

His joints creaked as   FORMDROPDOWN 
 from the floor.  He whimpered in pain.  He leaned against us.  He  FORMDROPDOWN 
 and  FORMDROPDOWN 
 as he rose.  He was taller than us, tall than Dad.

You will notice that at the moment none of the field boxes are allowing you drop down anything.  This is because you have to tell the document that you have finished adding your fields and then lock them in place.  Do this by selecting the padlock on the Form Toolbar.



Now that it’s all locked, when you click on the grey box you will see a small arrow appear prompting you to drop down the menu and choose. When you select one the option will replace what was there before.  Allowing you to see what the sentence might look like with that choice and to discuss and change in effect.

This is an excellent way to draw pupils’ attention to the effects that carefully chosen vocabulary can have on a narrative.  

My top tips:

· Always give student ‘think time’ before using the interactive version you have created.  It is important that they have had time to work out which would they would use and why.  The discussion in this lesson will become the main point of learning.

· Change the options by selecting one in the drop down list and discuss its effects.  Encourage students to think about the words as paints on a canvas; what picture are the words painting in the readers mind.  I.e. If we choose limped or tiptoed how much information is that giving us than the word “walked”

· Get the students to demonstrate.  I often ask on student to walk across the room and pretend to get agitated telling them “not like that – you know walk…” then as they get annoyed with me I ask them what information they need and they always tell me “well how do you want me to walk?” at which point we can change the word to tiptoe, creep etc.  
There are lots of different ways you can use this method

· A Simple close exercises with multiple choice

· Try changing the Mood of a standard piece of writing by changing some options then look at a piece of writing and ask the students to identify how the author creates mood and atmosphere with language

· To explore word level language features of any kind.

Experiment and be creative (
� See Lesson Plan 1


� See Resource 1
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