	Step 1:  Start and Save a Workbook
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	Start a new Excel workbook, click the Save button on the Standard toolbar to open the Save As dialog box, and save the file as HIDDEN WORDS or another descriptive name.
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	  Step 2:  Select the Entire Worksheet

	[image: image6.png]



[image: image7.png]



[image: image8.png]




	Click the button in the far left corner of the worksheet. This is the Select All button. It selects all the cells in the entire worksheet.
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	  Step 3:  Make the Cells Larger
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	Change the cells to 12 point formatting. Click the Font Size drop-down arrow and select 12 point.
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	  Step 4:  Give the Table a Title
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	Click in the top left cell (cell A1) and enter the title "Hidden Word Puzzle."
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	  Step 5:  Format the Title
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	Format the title any way you like to make it stand out. For example, increase it's point size to 14, make it bold, and change the text color.

	Step 1:  Resize the Columns
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	To begin creating the grid to hold all the hidden words, first resize the columns to fit a single character. Select at least ten columns to be included in the puzzle and make them smaller by dragging a column border. I dragged the columns in this figure to a size of 3.14, which worked out pretty good.
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	  Step 2:  Select the Cells
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	Next, select the cells you want to include in the puzzle. For example, a good size for a hidden word puzzle is 10 cells across and 20 cells down (in this example, I selected cells B3 through K20). This should give you enough room to hide longer words as well as short ones. If your puzzle uses lots of long words, you may need to make your puzzle grid larger than this.
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	  Step 3:  Add Cell Borders
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	Click on the Borders drop-down arrow on the Formatting toolbar and choose All Borders. This adds a border to each cell in the puzzle.
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	  Step 4:  Format the Cells
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	With the cells still selected, add some formatting for the text you will enter. Change the formatting to bold, center alignment.

	Step 1:  Start the Word List
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	Click in a cell to the right of the word puzzle, as shown in this figure, and enter the text "Word List." Press Enter to move to the next cell down.
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	  Step 2:  Enter the First Word
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	Type in the first word in your word list. Press Enter to move to the next cell down.
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	  Step 3:  Enter the Remaining Words
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	Continue entering all the words you plan to include in your puzzle, pressing Enter to move to the next cell each time.
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	  Step 4:  Format the Word List
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	Select all the cells containing the word list and the word list title and format the text. Try making the letters bold and in color. Or add an underline style to the word list title.

	Step 1:  Hide the First Word
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	Pick a word from your word list to enter into the puzzle grid. Type one character in each cell. You can spell words across, backwards, down, up, or diagonally in the puzzle grid. In this example, I've spelled out the word BOOKS.
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	  Step 2:  Enter the Second Word
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	Choose another word from your word list to enter into the puzzle. Don't forget, you can use characters from an existing puzzle word to help spell new words. In this example, I've spelled the word PENS going up, using the S in BOOKS.
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	  Step 3:  Fill In All the Puzzle Words
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	Continue hiding puzzle words in the grid. This will take some time and patience. When all the words are hidden, your puzzle may look like this.

	[image: image73.png]




	[image: image74.png]




	  Step 4:  Fill In Extra Characters
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	Time to fill in all the cells that don't have characters yet. Click inside each and type a random letter character. When all the puzzle grid cells are filled, the puzzle is ready.

	 Step 1:  Name the Hidden Word Sheet
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	Double-click on the sheet tab, type HIDDEN WORDS, and press Enter. This names the worksheet.
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	  Step 2:  Open the Move/Copy Dialog Box

	[image: image83.png]



[image: image84.png]Select All shests

{60 yew code





[image: image85.png]




	Right-click over the sheet name and choose Move or Copy from the shortcut menu. This opens the Move or Copy dialog box.
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	  Step 3:  Copy the Sheet
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	From the Move or Copy dialog box, select to copy the sheet before Sheet 2 and click the Create a Copy check box. Click OK to copy the sheet.
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	  Step 4:  Name the New Sheet
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	Double-click on the new sheet's tab, type the words ANSWER SHEET or ANSWERS, and press Enter.
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	  Step 5:  Select the Word Cells
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	It's time to test your puzzle and mark the hidden words. To mark a word, first select it's cells (you'll have to do one cell at a time for diagonal words).
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	  Step 6:  Color the Cells
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	Click the Fill Color drop-down arrow to select a cell color. The color Yellow is a good choice. The cells are immediately colored yellow and stand out in the puzzle grid.
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	  Step 7:  Mark All the Words
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	Continue adding fill color to all the hidden words in the puzzle until all the answers are marked.
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	  Step 8:  Save the Puzzle
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	Don't forget to save all your work before closing the workbook. You can now give the file to a friend, or print out the puzzle.


