
Journals Using Microsoft Word 
 

MS365 Tool: Microsoft Word Activity Description: Write a journal entry using Microsoft 
Word 

Subject: Literacy Learning Objectives: Students will be able to… 

• Develop a journal entry using proper sequencing of 
time 

• Write a journal entry in response to a prompt 

• Use both written and visual elements to create 
meaning 

• Proofread a draft of a journal entry 

 

Before the Lesson: 

• Ensure students have a working email address, preferably an Office 365 Education Account 

• Ensure students have an appropriate image that would complement their journal entry 

• Have students complete a graphic organizer (see APPENDIX A) 

 

Introduction: 

• Explain the purpose of writing a journal entry 
o i.e., Remembering details from a particular time, preserving memories 

• Explain the lesson objective 
o In this lesson, we’ll be exploring how to write a journal entry, in response to a prompt, using proper 

sequencing of time. We’ll also be learning how to add visual elements to a digital journal to create 
meaning.  Finally, we’ll review how to proofread a draft of a journal. 

 

Activity: 

• Open Microsoft Word 

• Open a new document from template – search for “Journal” 
PAUSE to allow students to open a new document 

• Before diving into the written content, explore the layout of the document 
o i.e., theme, page color, borders, font, etc. 
o Journaling allows for self-expression. This shines through the written content as well as the visual aspects. 

The layout of the document can be a place to begin including visual expression. 
PAUSE to allow students to explore the design options 

• Edit the title and heading(s) 
o The title refers to the entire journal, whereas the heading refers to the entry in question 

PAUSE to allow students to edit the title and heading(s) 

• Using the graphic organizer, begin writing the journal entry 
o Be mindful of the time sequencing when writing the journal entry. The event(s) discussed should be in 

chronological order. 
PAUSE to allow students to write their journal entry 

• Use visual cues to emphasize certain words or phrases 
o Linking back to the idea of visual expression, you can use certain formatting options to place emphasis 

(i.e., bold, italics, underline, highlight, font size/color/style, etc.) 
PAUSE to allow students to explore formatting options 

• Insert a picture (show formatting options) 
o An image is another way to include visual expression within a digital journal 

PAUSE to allow students to insert an image 

• Proofread the journal entry using editor 
PAUSE to allow students to proofread their email 

 

Closing: 

• Save the document to OneDrive and share it with the teacher 
PAUSE to allow students to save and share the document 

 

Assessment: 

• Subject: Does the student clearly respond to a given prompt? 

• Content: Does the student include event(s) in a sequential order? 

• Visual elements: Does the student include visual elements in order to compliment the entry? 

• Conventions: Is the student mindful of grammar and mechanics? 



APPENDIX A 

 
Journals Using Microsoft Word 

 
Prompt: Write about a memorable summer event. 

Ex: Discuss a time you enjoyed being by a body of water on a hot summer day. 
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