Hidden Text
Hidden Text is a Word program support for student writing. Teachers can create a template that has instructions, hints, examples or more to direct writing. These instructions can be shown, while students are writing, or hidden at other times. They do not print. 
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Often teachers or students open such a template and see a blank document! The hidden text is still there, you just need to use the hidden marks symbol (
Step One:
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key on your toolbar. If you don’t see this symbol, you may need to use the drop down arrow at the end of your toolbar to add it.
Step Two:
 Type in the instructions for students. Make sure you use an enter key (can see the enter symbol) both before and after each instructions you want to hide later.
Step Three:

 Highlight one piece of text/instruction you want to have as hidden. Capture an enter symbol  ([image: image2.bmp][image: image7.png]


[image: image8.png]Tools Table Window

A Font

Paragraph.

Bullets and Nmberig.

Borders and shading.



) before and after each text item.  You must do each piece separately.
Step Four:

On the menu bar, select Format, then Font. Within the Effects area of the screen is a box labeled ‘Hidden’ that needs to be checked. Click on it to check it. Select OK. Repeat steps 3 & 4 for each instruction.

Step Five:

The text to be hidden can be further configured for visibility by students.  Changes in font, (Format, Font) highlighting, [image: image3.png]


 , shading, or borders can be used . (Format Borders and Shading),






















