Steps to create a CLOZE activity using WORD
1. Identify a passage of text to be used for the activity.

· Workbook Paragraphs

· Textbook passage/Story (any content area)

2. Type the passage into a WORD document.

3. Go up to View in the menu bar and down to Toolbars.

4. Make sure to place a check beside the Forms button. This will make the Forms toolbar show.   
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5. Decide the frequency of words to be used for the CLOZE activity. (Ex. Every 7th word, every 12th word etc.)

6. Use your mouse to highlight the words one at a time and click on either the insert button to insert a fill in field or 
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    click on the drop box to insert a  drop down menu.

[image: image3.jpg]



7. If you are doing the drop down box do the following to add your words:

· Add the drop down as described above

· Highlight the blank where you added the drop down
· Right click and go to properties (or you can double click on the blank)
· Type the words you would like the student to chose from, one at a time, into the drop-down item box and hit the add button or hit enter on your keyboard
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· Add an underline ( _______) as a choice and move it to the top.

· Click OK
8. When you have all the words replaced, click on the lock in the Forms toolbar to lock the document.
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9. Save the document now that it is locked.
