Microsoft WORD
TEC 920

Course Manual

Author: Dennis Funk

Instructor: Dr. Richard Kriegbaum

Fresno Pacific University

Version: Word 2003

Page-i-



Page-ii -



Table of Contents

I.  Introduction to the Word PrOoCESSING..........cuuuuiiiiiieiiiiiiiee e e 1
A. HiStOry OFf WA PrOCESSING. ... eeeeeeiiiiiiee ettt ettt e e e ettt e e e s aab et e e s snre et e e e sabbeeeeessabeeeeeeaane 1
B. WOId @t @ GIANCE. ... eeiiiiie ittt et e e e e s n e e s n e e e e s s r e e e rr e e s anre e e re e e e nneen 3
(O K oTo] {7 g STod o oo AP TP PRSP URUPRP 3
D. Laying the FOUNALION............uuiiiiiiiiee e e s r e e e e e e s e s s e ae e e e e e eeeeesessnnnnneennnnneeees 4
E. WINAOWS VEerseS MaCINTQSKL. .......ciiiiiiiiiiiiiette ettt e e e e e e e e e sttt e e e e e e e e e e e e s aaanbbbaeeeeeaaaeeeesaaas 4

| 1 Co Yo g T =T o =1 o) USSP 5
A. Creating a8 NeW WOrd DOCUMEINT. .......cciiuuiiiieiiiiiiee ettt e ettt e et e e e e stbe et e e s aabee e e e s abbeee e e e asnaeeeesannneeeas 5
B. SAVING 8 DOCUIMEIL ... ttiiiei ittt ettt e oot e e e skt e e e ekt e e e e e s e amn b et e e e e abb et e e e enbee e e e e s nnnbeeeeeannnes 5

L SAVE AS . it e a e e e (6]
- 1Y < PO PP 6.
C. Opening an EXiStiNg DOCUMENL..........uuuuuiiiiiiareie e e e e e e e e e e eeee e e e e e eeeaaaeraa s s s e s e seaeeeaaaaeeeeseeeessssssrsnnrnnes 1
[ @ o ] [T = I T T U 1= o | 7
E. Opening MUItIPIE DOCUMEILS. ......cciiiiiiiii ettt ettt e e e ettt e e e s bbb e e e e s sabb e e e e e s anbbeeeeeannbneeeenn 1.
F. PriNTING DOCUMENTS ....ciiiiiiiiiie ettt e ettt ettt ettt e e s st bt e e e e s bbb et e e s bbb et e e e e sabbb e e e e abbe et e e s anbbneeaeesnnneeeas 8

1. THE WOIA SCIEEIL.....uuititiiitiiiiiieiitttiessses s s s s e s s e s s s s rme e e e e e e e eeeaeaeeaaeeeaeeeaeesamseseeeeeeeeeeeeeeeeeees 9
N 1111 3 - PRSP 9
B. IMBNUDAL.......ceeiiei ettt e e e ettt e e ek e e e e e e e e e e R e e e e s e e e e s a e e e e n e e e e naa 9.
LG oo o F= T = TP PP PP PUPPRPRPN 9
[ 2T | OSSP U PR TPPRP 10
S 1 =Y OSSR 11
LY = L L0 o - PRSP 11
LT o T4 QA - SRR 11
[ BT (oo I =10 (=L T O PP TP P PP PPPPPPO 12
Lo VIS, ettt ettt e ettt h et e b et e oo R et e e et e e e e et e e a e e e s e re s 12

1 INOTTNAI VIBW.... ettt et e et e e e et e e e e e et e e e e n et e e e e b et e e e e nsnnn e e e e e annnes 12
2 Pag LAYOUL VIBW.......eiiiiieieeeieeetetitee e s et et e et e e e e e e e e e e e e et et e eaae et b st s e seeeeeaeaeaaaaeteeeeeeseesssesennnnan 12
3 OULIINGE VIBW....eeiii ittt ettt e e ettt e e e st e e e e ame e e e e s aane et e e e aanre e e e e s anrneeeenaa 13
A, ONINE LEOUL VIBW.....eeiiiiiiiiiie ettt e e ettt e e skttt e e s ab bttt e e s sabb et e e e anbbe e e e s annaneeaeas 13
5 MASTEE DOCUMIEBNL. ...ttt ettt e ettt e e e e ettt s e e et et baa s e e e et annreeeeeetasa e eeeeeebannaeaaeen 14
ORI 1] - U= S REERR 14

V. WOTKING WITN TEXE....eeiiiiiiiiiiiiiiii ittt e e e e e e e e e e e e e e e e e e e e e e e e e e ame e e e e e e e eeeeeeeeees 16

N = 1 (= o T =) G 16
1. MoVINGthE INSEIT POINL......iiii i e e e e e e et et a s e aeaeaaaaaaas 16
N & U= o] F= Vo [o T S]] o 1= O 16

L o 11 g To T I« SO PTPPPPRUOPPPP 16
ST [T ox 1] T ) PP PPTPPPP 17
P 1= 1= 1] Lo R =S APPSR 17
T o 11 £ F= Vi (] T I =Y A TR PRP 18

a o] o | AP PP UP TP TRTRTR 18

b T = SR TP 18

c 117 =T PO PPPPPRPR 18

4. COPYING/MOVING TOXL..eiiiiiiiiiiiititit ettt ettt e e e e e e e e e e s s s bt et b et et e e eeaeaeeaaaannbebbeeeeeeaeaeeesaanan 21

= T O 110 o To =Y o I PRSPPI 21

o TR B = To =T o To I ] o o IO PP 21

C. StOriNG aNnd REUSING TEXL......eiiiiiiiiiiie ittt e et e e e e st e e e s et b e e e e s ssnbe e e e e e anbbeeeesasbeeeesannnrees 22



I 1 o =4 22

[ TR = (0T i1 o N e o )£ PSRRI 22
R o I oo I (=T o] = Tod =S PP PP P PP PP PPPPRPPTN 22
A T (o]0 o] (=T o F OO O U U PP PP PPPPPPUPPPRPN 23
3. The AUtOCOITECE DIAlOg BOX.....ciiuiiiiiiiiiiitie ettt ettt sttt e e s s e e s snneeeees 24

. @) AULOFOIMAL BS YOU TY P .ueiiieiiiiiiee ettt e e e e sttt e e sttt e e e skt e e e e e s st b e e e e e abbe e e e e s anbereeeesanbneeeeeanns 24

o T W | (o] o 1 1 1 =\ SO PRSP SRRR 24

U | (0 = PP 24

LT o1 |1 o U PEERURR 24

L T 1 =1 1] 1. = PP PPT PR 25

S I 4 1= ST T 1 =P PPPPPPPPPRN 25

8.  SPEAKING SEIECHIOM . .....ci ittt e ettt e e e e e e s s e s a e e e e e e e e e e e e annanae 26

E. Special SYMDOISSNOMCUL KEYS.......ooiiiiiiiiii ittt e e e e e e e e e e e s e eeabeeeeees 26
V. WOrking With ParagraphiS............uuuiiiiiime e ee e e e e e e e e e e e e e e e e emnnnnnees 27

YN o] o [01= o P PSPPSR 27

L |V = 0[] =PRSS 27
I e =T = 1 o] TN Y= T o RPN 27
N € 1lo] o1 Y F= o 11 - PP OTP U PP PPPPPPPPNS 29

O N [T [ 0] 0T=] o O TP PPTPUPPPPY 30

(D ST o - (x| o FO OO P PP PP PUPPRTON 30
N T VST T T T USSP 30
2. Between ParagraphiS. ... ...t e e e e e et et —————. 31
3 SPEING BEtWEeN CRAraCteIS.........cooiiiiieieeeeeeiers s e s e e e e e e e e e e e e e e e e e eeeaaaaaees 31

R =1 o ST PO P PP P PP PPPPPPPPPPTPP 32
R Lo I o1 PP EEPPRRR 33

F. Copy and Pasting Paragraph FOIMALS...........coiuiiiiiiiiiiie ettt e e 34

G. Paragraph Borders and SHadiNg........c..eeiiiiiiiiiie e 35

L P B T (o o =T o T PP PP PP PPRPPPRR 35

V1. WOrKing With DOCUMENTS. .......uuuiiiiiiiiiiiiiiime e e e e e e e e e e e e e e e e e e e e e e e e e e et e e e et e e e et e et e e e eeeeeeeeeeeeemsannnnne 37

F AN o= To [T ] (U] o [PPSR 37

B. Header an@Footer INTOMMALION.........ooiiiiiiiiee et e e e e e e e e eeeaae s 37

OO0 ][] 4] £ K-S PPP PR PPPPP 39
I Y ToTo 111771 aTo T @20 ] 0] 0 11 - SO TP PPR PP PSPPI 40

(D Y - T 2 £SO PP PP PRT TP PRR 40

LS @ T =T o1 = 1o} o OSSPSR 40

F. Page NUMBDEING ......coiiiiiiiiii ettt snreee s s snree e e s snnnneeesssnnneneessnnnneee e A0

LT BT = W1 a 0T o =TT Vo S SPPRPPPPPPRRY” {0

[ O = £ LT PP TP PP PPPTTPTN 40
I e o [= = (=T 1SN ¥
A O o 18] ' =T 1T 1 SO 41
I T 1 Tox 1o T 2 == < PSR 41

VI Working With TOOIDAIS. ... e 42

A, Bar VEISES Palete.... ..ot ee et e e e e e e e s e e e e e e e e e s e e a i rrrrraraaeeeas 42

B. VIBW TOOIDAES. ...ttt ettt e e e e e 4o e s bbbt e ee e ettt e e e e e e s e s e nbnbbebeeeeeaeaaaeaesanannne 42

(OF Y oo 111, g o T WoTo] | o F= T JS TP UPPTPPPPPR 42

D. CRALING YOUF OWIL..ciiiiiiiiiiiititte ettt ee e et ettt et e e e e e e e e e e s e bbb be e et et e e e e e e e aaaaannbabbe et e eeaaaeeesaaannnannsbennees 43

VIII.Special FOrmMatting..........uuiiiiieiieieee et e e e e eeeeeene e emeneennnneeeaeee s 2D

LN O = 11 o [ ) =S TP PRT 45

Page-ii -



N 2 1111 1= o SO USTP PP PRP 45
22 N 1F 3 o= T USSR A6
T Y 1U 111 1= Y= I ) R UU R SPRPRPP 46
o £ 1] oo O TP PSP PP PP PP PPPO 46
S Y T PP P PP PPPPPPPPPPPPOt a7
I AN o] o] 1Y/ 1 o PRSPPI a7
N Y o To 1 YT o RS 477 [T SRR 48
T O Y 11T T AN L=V 31 PPRSERRY 48
4.  Copying Styles from One Document to ANONEL............ouviiiiiie e 49
IX. WOrking With TaBIES..........iiii et e e e 50
A, ANALOMY OF @ TADLE ...ttt e st e e s st et e e s annnreeeas 50
B. Creating @ TaABIE.......oo ottt e e et e st e e s e e e e e e s 50
N 1 0 £Y= T A 1= o] = P EURT TR 50
2 TV - S T N O 0 O o T 00 70 SRR 50

R FO U £ Vo I g L= =T o o 1 50
OF Y o)V Ta Yo AN foT U o T BT 0 = TN = o= 51
[0 Y/ Yo 113 YT o = W 1= o (=SSP 51
R O o F: 1 To [ g To RS 1= SO OTPPPTSPPP 52
2. Inserting Cells, ColuMNS, @N ROWS........ccoioiiiiiiiiiiitee et e e e e e e e s e s s e eeeeeeeesensaaannnes 52
3. Modifying Column Width, Spacing, and ROW Height.............cccoiiiii e 52
................................................................................................................................................................. 54
=N T T 1o 1 o TN (Y= o 11 e ) RSP 54
T o1 T V] o T = S 54
G. Repeating Table HEATINGS..........ovviiiieieiiiieie it s s s s s e s e e e aeaeaeeeeeeeeeeesesseesennnnan 54
H. BOrders and SNAGING ......cccoiuiiiieiiiiiieee ettt e ettt e e et e e e s bbb et e e e s st be e e e s sbbeeeeeeanbeeeaeeeanes 54
[ SOrtiNg and NUMDEIING......coiiiiiiiiii ettt e s st e e e s sbbe et e e s anbbn e e e s annbreeeeens 55
08 O (o ] =1 o T =PSSOI 56
K. The Tables and Borders TOOIDAL............uuiiiie et e e e e e e e s e arreeeeeeeeaeeesaaannes 57
N B 11 1 1] o0 PP PPP PP PPPPRPRTN 58
[ I = Vo = 1T I o o 58
N = L1 [ U1 (o] o] 1 - PP PPPPPPPPPPPPRP 58
I TR AN U (o 1 PRSP 59
X, WOrKing WIth GraphiCS........ccooiiiiiiiiiii et eer e e e e e et s s e e e e e e eeatereeaaeaeaneed 60
F N C17- o] o (o © ] o1 ol (< SO PO PSP PRSPPI 60
B. GrafliCS iN WOTG. ...ttt e e st e e s ettt e e e e bt e e e e s e nnbee e e e anneed 62
O B =111/ oo [ PP PO UPPORPPPR 63
I B = VA I =Y 1 T Vo] o o Y RSP 63
2. DraWTOOIDAIS . ...ccciiiieeie et e e 63
D. Drawing BasiC SN es. . ccciiiiiii it e e e e e e e e e e et et — e e aaaaaaaaaaaaaaaaa 64
R I 1= TSI T Lo N4 o YU P 64
2. RECtaNgIES ANU SOUAIES. .....ccoiuiiiee ittt e ettt e e e ettt e e e et e e e e sbb et e e e s ssbeeeeessnbneeeeennes] 67

I T S 1T o YT T [0 [ @3 ol = R PRTRIR 70
S N T | (0 5] g F=T o= PP PRPP 70
5.  Adding Shaows to Your GraphiC ODJECLS........coiueiiiiiiiiieieeee et 71
6. Adding 3D to Your GraphiC ODJECLS........cooiiiiiiiieeie ettt e e e e 72
7.  Adding Text as a GraphiC ODJECL........cii ittt e e e e e e e e e e e e e anaes 73
8. SWItChING SNAPES.....ccoiiii e ] D
E. FOrmatting BASIC SNAPES. .....ccciitiiiiieiiiiiiit ettt ettt ettt e e s e e e s e bt e e e e annb e e e e e e nnrees 73
R I 1= I8 - OO RRE 73
22 - Y] 1= T ] =7 SRR 73

Page-iii -



G T I 1Y @0 o Y £ |

S 1 P PP URR PRSP 74

LT 0= To [0 VY= o To [ 3 PO RPPPPPRPRY .
F. Adding WordArt Objects t0 YOUr DOCUMENES ......ccciiuriiieiiiiieeee e sttt e ettt e et e e e s e e s e innees 74
G. AIranNgiNg ODJECLS.......eiiiiiiiiiii ettt a e e s e e e e e e e e e e e e 76
1.  Seleting and Grouping ODJECLS........cuiiiuiiiiaiiiiieet ettt e e s e e e ibne e e e e s annneeas 76

N - Y 1 o [K @] o1 £ USRS PRSRRRRIY & 4
G T ] 0= 1] o 1T @] o= ot O PSPERPRRRY .
N N T¥ o o o @ =T o £ PPRSSRRRSRRY & .
LT 1o 11 To T o= £ PPPRSRRIRSRRY .
6.  ROtating and FliPPING. ... cuueeeieiiiiiie et eeaan 79

H. Working with Pictures and the Picture TOOIDAL............ccouiiiiiii e 81
1. INSert IMage frOm FilB......coo o e e e e 81

22 |1 = o [ @ 1 o SRR 81

G T a4 11 PP PPP 82

O 1 10 | 1T 82

L TR 1 o o o 11 o SRR 82

B.  LINE SEYIE. ittt e e b e e e e a b e e e e nres 83

A = = Tolo ] (o] g o o (1 = TSRS 83

S T o] (0 (I (=T ox £ P PRERRR R 84

LS TR o] 1 P L o (0 = RSP PPPP 84

L0, RESEIPICIUIE. ...ttt e e st e e e e e e e e s e e e e s e nn e e e e e rrn e e e e 85

I. Adding Clip Art Or GraphiC FilES........cco i r e e e e e e e aaaaaeaeees 85
I U L= o To @A [ I Y A 7= 111 4 Y2 85

Xl WOrKing With ODJECES.......coieiiiiiii ettt e e e e e e e e et e e eereraana e 88
A. Adding ChartS t0 YOUI DOCUMEILS. ......ceiiiitiieieiitietee ettt e e e sttt e e st b et e e s sttt e e e s sabaeeaessnbreeeeeeanbneeeeann 88
1. The Chart TOOIDAr OPtIONS........ciiiiiiiiiiei ittt st e e e s s e e e s e snbbe e e e e annees a1

2 CRAIT TYPE... MEBILL....eiiiiiiiiiie ettt e e et e e skttt e e s e abb et e e e e sbbe et e e s aabbe e e e s annnneeeens 92

G F O o -V @ o 1T o TN 1 =T o 1 SRR 93

4 FOIMIAL. ..o e e e e 94

L T O o K O o -5 £ SRS 95
O © 1 1= a0 =T (31 97
XL WOrKING Wt OULINES. ...t e e eer e e e e e e e et e e e e e e e e eeatereeaeeeeanne 99
AL SEArtiNg AN OULINE. ...ttt e e ettt e e e s bbb et e e e e bbe e e e e s abbae e e e s aabbeeeeeeaae 100
B. FOrmatting the OULIINE. .........eiiiiieie et e e e e e bt e e e e nneee 101
O S 101 (1o To = 1o I @ U1 1o = PP PP PPPP 102
XHLWOrKing With FOOTNOTES. ........uuiiiiiiiiiiiiiiee ettt e e e e e e e e e e enaaeneaees 103
N | 7= 1 o 103
L Y ATV o o PPN 104
LG o {1 1] o o T PPV PPPTTPPPN 104
(D O U L1011 oo PP PPPPRUPPRTN 104
XIV.WOrking With Caplions.......cooeeiieiii e e et e e e e e eeeetmeeaeeeeeees 106
N O 1o 1o o - F PP ORISR 106
B. CrOSS REIBIENCE. ... ottt e e e e e e e e bbb e bt et e e e e e e e s e e s nnbbnrnereeeaaaaenns 107
XV, WOrking WIth INAEXES ... e e e e 108
N [T [ OO PPPPTRPPPIO 108
S =T o] (SN o) B 0] o1 (=T | KU URTP TP 108

Page-iv -



XVIWOrking With Mail MEIQE..... ..o e e e ee e e e 110
A. Creating @ DaAta SOULCE........uuuuiieiieeeeeiiseeessititie e e eee e et et s s reeeeeeeaeeesesaassssteatarareeraaeesesanansnrernennnnees 112
a Configuring YOUTI DAt SOULCE ....cciiiieeeiieiiiiiiiieeie et e e e e e e s s s sssteare e e e eeeaeeeeessssssnranreereaaeeaaeessannnns 112

b VIEWING YOUE DAAL.....ceiiiiiiiiei ittt e et e st e e s s e e s asb e e e e e annees 114

c SelECHNG RECOIMUS.....ciiiiitiie e e e e e e s et e e e e b s 115

d STo] 1] g0l R {=T oo o TP OPPRRP PP 115

B. USING Other DAta SOUICES........eiiiiitiiiieiiiei it ettt ettt e st e s abbe et e e s asnn et e e s annb e e e e e annreeeenan 116

1 (o] PSP RPN 116

2. FIEMAEKET PrO.....eii ittt ettt n e r e nne e 116

G T @ {11 g o] o1 =i SRR 116

C. Printing Merged REPOILS. .....ccciiiiiiiie ittt ee ettt ettt e e e et e e e et e e e e st e e e e e e b br e e e e e anbre e e e e annrees 116
D. PrHINTNG LADEIS ....coiiiitiiii ettt e e e e s bbbt e e s st et e e e abb e e e e e e s snbneeeeeaaes 117
E. Printing ENVEIOPES. ...ttt e et e s e e e s nb e e s s 117
F. Cre@tiNg AWAITS. ... .coi ittt e ettt e e ok bttt e s aa bbb et e e e s bbb et e e s asbb et e e e annbnnee e e s annrneean 118

L T o T To O =T 1 ToT= (== 118
XVILWOrKing in Collaboration...............eeeeeieiiiieeiiee e e e e e e e e e e e e e e e e e e e emennees 120
F NS = U] o T =70 ] o] F= L= PSP 120
B. Sading Documents fOr COMMENTS...........uuuiiiiiiiiiiieie e e e e e e e e e e e e e e e ee e e e e aeara s s e s e e e e e eeaaeaeeeeeeeennes 121
C. Sending DocumMENtS fOr EAIING.......cccoiiiiiiiiiiiiiie e 122
D. ROULING @ DOCUMIBIIL ... ..eeiiieiiiieet ettt ettt ettt e sttt e s skttt e e e ab bt e e e s aan b bt e e e e nbb et e e e annbr e e e e e enebeas 122
N [0 1ol @foT011 1 4=101 £ T PP PPPPPPPON 123
L I = Yol (T o T4 g =T g o =7 123
G. LMitiNg ACCESS 10 DOCUIMEINLS. ... uuuiiiiie i et e eee et r e e e s e e e e e e e e e eeeeeeeeeeeeaeerernenn e nas 123

[ PO T aT o o (= Tox 1] g o = T D o Tox 01T o | SR 123
XV WOrking With MEIaL........coo oo 124
A. RECOITING 8 MESSAGE ....ceittiiii ettt e ettt ettt e e e st e e e s st b e et e e e sttt e e e e aaabbbeeeesanbbeeeeeabbreeeaeaanes 124
Yo (o [T g o Jr= RS 1U o [o H O 1o O PO PP P T TTPPPPPP 124
O Ao (o [o T Ir= BNV ATe [=To J O 1o JE PP OTP PRSPPI 125
XIXWOTKING ONIINE....ccoiiiiiiiiiieeee et e e e e e e e e e e e e e e e e eeeeens 126
A, FAXING DOCUMEBNES. .....ceeiiiiittiiee ettt e e sttt e et et e e s e e e e e aa bt e e e e s bt e e e e sa s eee e e e s s nneeeeesanrneeeessanrnneeeennn 126
B. Ceating BOOKMArk HYPEITINKS. ........ooiiiiiii e e 126

1 Creating @ BOOKIMAIK..........cuviiiiiiiie e e s e e s e 126

2 DisSplaying BOOKMAIKS.........cuviiiiiiiiiiice ettt e e e e enns 127

3 (=11 o T 20 Lo ] (= U €SS 127

C. Creating Hyperlinks t0 YOUr BOOKMAIK .........uuuiiiiiiiee i e e e e e e e e e e s s eneneeeee e 127
D. Creating File and URL HYPEIINKS.......cooiiiiiiie et r e e e e e e e e e s nee s 128
E. JUMPING 10 8 WEBITE. ........eeiiiiiiee ettt e e s e e e e e e e e e 129
F. Creating @ WED Page........coiiiiiiiieiieiie ettt e st e e e 129
G. Converting a Word Document t0 @ Web Page..........coooiiiiiiiiiii e 129
XX. DESKIOP PUDBISNING. ...ttt 131
YV o] g ol o A PO P P PP PPPPPPPPPPP 131
L e T T = o =T PSP TPPPP 131
LG B =111/ oo [ PSP PR TP 131
D. PosSitioning ODJECIS ON @ PAOE.........viiiiiiiiiiiee ettt ettt e et e e e s s stb e e e e s snbeeeeeeans 132
E. AlIGNING ODJECLS.... .ttt e e e e e e s e ettt ettt e et e e e e e e e s e e aaabbebbeeeeeaaaeaeeeeaaann 133
F. Creating @ CallOUL. ..ottt et et e e e e e e s e e s et bbb e e e e e e e e e e e e e e e nnnnbeeeees 133
G. Creating @ Floating CaptiOn........cooi ittt e e e e et r e e e e e e e e e e e s sanbbbbeaeeeaaaaaaeas 134

[ N OA - e[ aTo = W B (o] o J O o NSO ST TP PPPPPPPTR 134



[. Creating @ PUIl QUOLE...........oi ittt eeee e e e e s st e e e e e e e e e s e s s e e e eeeeeaeeaessaneanbaneeeeaeeeeesannnnnnnne 134
B8 O ] 1 1 1] PRSPPI 135
SO\ =T o o I (0] (=2 PP PP PPPPPN 136
L. Flowing Text Between AUIOSNAPES. .......coouiiiiiiiiiiei ettt ettt 136
M. FlOWING TeXt iN SIEDAIS. .....coiiiiiiiii et eanree s 137

I T = A o 7= L1 T o R R RO 138
0. Using Tables in DeSKtOP PUDBIISHING .........ccoiiiiiiiiiiiiiir e ee e e e e ee e e e e e e e e e e e e e nnnnnes 138
L R TCT Vo T Y o= o Lo =TT o 1= PSSR 138

(O O g T T o] (] 3=V (o IR Y= 1 1o T L= 140
S 1= To (=0 O e 1 1= £ PR PPR 140
XXIL.Working with SPeCiaDOCUMENTS..........ccciiiiiiiicie e eer e e 141
Y = 1 = = S P PP TP PP PRPRR 141

= T |V =T 0 o To L= PP TSP PP UTT TP 141
O e N 0101 =T ] o= =) APPSR 141

I T =T 0 01 0] == SR 141
| I (T4 g =T Vo TP PP PPPP TR PPPPPP 141
L IV =T = Lo 1= TP PP PPPPPPPPPPRPN 142
XXILAULOMALING YOUE WOTK ...uuieieee sttt e e e e e e e e e e e e e e e et s e e e e e e e e anraaeaaes 143
NS o 1= 11 o SRR SP 143

S T €] = 1001 .=V ST 143
(OF @ ¥ )1 [T T 143

[ T A U (0 I A PRSPPI 143
A 1 (o 1@ 0] ¢ (=T o AU 143
LS 0] ¢ (o U 1= Y SRR 144
LT Y- T o1 ST TRRRR 144
1. What Can YOU DO With IMACIOS........uuiiiiiiiiiiie st e e e e e e e eeeeeee s 144

2. RECOIAING MACIOS. ... utiiiieiiitiie ettt ettt e bbbt e e e ettt e e e e b b et e e e e bbb e e e e e e anbbe e e e e anbbeeeeeannrres 144

K T U] 01T g o 1Y = ol {01 S OO PP PP PRPRPP 145

4.  Assigrmig a Macro to the Toolbar, Menu or ShortCut KeY.........coooeeeeeieiiiiieiee e 146

5. WOrd Of MACIO CAULIOM ......uuuieiieiiieeee ittt ettt e et e e e e e e s e e et bbb e e e e e e eeaaeeeeasannebereees 146

DO LT (o] (o BT I ={o [0 Te7= 11T o T 147
VA 111 T PRSP 147
B. EdItING YOUWOTK. ...ttt et e et e e e e et e e e e et b e e e s e nbae e e e e e nnnees 147
C. ProOfiNG YOUF WOEK ...ttt sttt e ettt e e s sab bt e e e e bbb e e e e s annnneee s 147
(D =TT o o 11 (1T T PP PP PPPTPPPPRTN 148
E. PUDIIBING YOUI WOTK ...ttt e e e s st e e e s bt e e e s snnbreeeee s 148
ST L= 1 T RN 1= RS 148
DO YA O U] ¢TSI 0] 13 [U =1 ] o T 149

Page- vi-



Introduction to Course

Word has become one of the most popular programs in education and with the new features that have
0SSy FRRSR (2 GKS fF0Sad OSNAA2Yyas Al KIFa S@Sy Y2NB O 1
a very effective communication and insttianal tool if it is employed by teachers who know how to harness its
power to generate learning.

Word has become one of the most popular programs in education and with the new features that have
been added to the latest versions, it haseven more valye G KS G S OKSNRa | NASylt 2F (SC
a very effective communication and instructional tool if it is employed by teachers who know how to harness its
power to generate learning.

Word has all the tools necessary to make each of uscamdtudents, better readers and writers. It gives
each user much more control over the writing process and is so rich in features that can be used to make our
teaching for effective and more efficient.

But, according to Geoffrey Fletcher,

Whenyougo t o t he hardware store to
You need a hole. They dondt sell ho
to create the hole.

buy a drill, vy
| es

2 KSy @2dz 32 G2 GKS O2YLlzi SNJ a i 2 NaSconipter.oAdzn educator? Y LJdzd S N
82dz YSSR fSINYyAy3 FyR (KS& R2yQé asStt aGKIFG G . Sad . dz
computer. It takes a knowledgeable and skillful teacher to orchestrate the use of this technology so that it results
in learning.

It is not good enough to just learn the skills of Word. This will not make your students better readers or
writers. Learning does not come along with the software. Word is just a tool to help you get what you need. As you
learn to use Word, tere must be a balanced growth in the understanding of how it can be used to foster learning.

Therefore, this course has two thrusts: 1) to provide you with the skills of Word in order to make you a
more proficient and effective computer user and 2) to ralou a better educator. | have included many exercises
that have little to do with Word but have everything to do with change, reform, and a new way of looking at
education. Please open your mind and let your thought processes rumble. Stretch your itieegamal ponder
0KS LI26SN)I e2dz LI2aasSaa G2 YIFI1S &adzOK | aA3IyATFAOryd RAFTFS

There are several assumptions | am going to make about those who are taking this class. First of all, | am
going to assume that you are already a sorhatwompetent computer useilhis class is NOT for the beginning
computer user.There are classes you can take that will prepare you for this class but you need to be competent in
word processing, file management (saving, opening, printing, directoried)geaphics. If you feel weak in any of
these areas, you are going to struggle. There are quite a number of introductory classes available through Fresno
Pacific University that would meet your needs in preparation for this class.

During my years of teding people how to use computers, | have never forgotten my first
feelings of total frustration trying to make a dumb machine do what | wanted it to do. | have not forgotten the files
| have lost, the disks | have ruined, the mistakes, the hours of dtgdiavork. There is no shortcut to computer
f AGSNI O FyR SELISNIA&SD ¢KSNB Aa y2 LAttI y2 aftSIENYy S@
and error. There is no other road you can travel to get there. But with each step comesdeaxating
understandings, powerful capabilities that make you more efficient and effective at school and at home. The only
thing that is important is the next step. Keep struggling, for in the struggle comes the growth. It is my hope that
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the process yoare about to undertake will be one of the more significant in your life. It is all about your future, as
well as that of your students.

You are going to make mistakes. You are going to be frustrated and at times ready to shoot your
computer. But REMBIBER Nothing is fatal! Keep Trying! It will work. Also remember there are a lot of folks
who know less than you. | work with an administrator that moved into a new office a number of years ago. There
was a computer in the office when she arrived wit¥s8 NI t o ®pé¢ Ff 2LIJI RAala 2y (KS
coasters.
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Primary Learning Objectives

1. Provide participants with the skills necessary to utilize Word in their classrooms or office.

2. Demonstrate the impact Word can have on instruction and learning.

3. Provide some background on how classrooms are going to change in the future.

4. Give participants a new tool they can use to help students achieve.

5. Demonstrate how Word can be usasl a tool to help students acquire literacy.

In addition, students will:

w

w

learn to apply technology to facilitate a variety of effective assessment and evaluation strategies.

become confident in their ability to plan and design learning environmentsaatidities supported
by technology.

learn to apply the use technology to enhance their productivity and professional practice.

learn to implement curriculum plans that include methods and strategies for applying technology to
maximize student learning.

gain understanding of the social, ethical, legal, and human issues surrounding the use of technology
in our schools.

gain understanding of the role technology can play in supporting the acquisition of language and the
development of literacy skills.

become comfortable enough with technology that they will begin to try new things, take risks, and be
more innovating in their teaching.

find a new way of doing something and share it with a colleague.

understand the relationship between skills can teciuss learned in this course with National
Technology Standards.

apply the technical skills and competencies they acquire in this class to achievement standards in the
subject areas.

Page- ix -



Word is such a powerful program, it deservasre than a 2unit course. Since it has such a rich set of
features, | had to pick and choose those that | thought would be most beneficial to educators and pass over some
of the remaining options. Hopefully, | guessed right most of the time. If | didl moicourage you to keep digging.
There is treasure buried in this application.

| would also recommend that you take the time to become proficient in the other two applications that
make up the Office Suite, PowerPoint and Excel. Together, these thite@asmapplications can have a big impact
on how you do business in your classroom or office. Courses are now available through Fresno Pacific University on
both of these applications.

TEC 922 PowerPoint
TEC 921 Excel

| have decided to write the textipk for this class because | was unable to find one that was
appropriate priced below $50.00. The entire manual is available in PDF format at http://www.dlfunk.com. In
addition to the instructional portions of the manual, | will make additional comment®pits which | feel need to
be put into perspective.

Word files tend to be rather small in size unless you add a lot of graphics or other media. The problem is

sending your files in for evaluation. An easy way to submit your files is to Zip them antheedid file attached to
an email. Or, if you have the technology, you can burn your assignments onto a CD and send that in for evaluation.

Assignments
W

The Word file icon represents assignments that you are to complete for evaluation. They will most often
result in a file that must be submitted. As you complete each assignment, you will also be learning more about the
computer, honing your skills and intealizing concepts.

Time FrameOne year from date of enroliment.

Grading Criteria:

Total Scores determine the final grade:

A 90%- 100%
B or Credit 80%- 89%
No Credit 79% or below

In order to earn a letter grade of A, 10% of the grade will &gebl on the completion of Assignment 24, a
project, in that it is a testament to the effort put into the class and is a measure of increased learning on the part
of the student. The Journal file will also be assigned 10% of the grade provides evidesftertibn on the part of
the student. The other items will comprise 80% of the grade

Policy on Plagiarism

All people participating in the educational process at Fresno Pacific University are expected to pursue
honesty and integrity in all aspects of theicademic work. Academic dishonesty, including plagiarism, will be
handled according to the procedures set forth in the Fresno Pacific University Handbook.
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Course Requirements

Readthe Instructional Manual and complete the folting:
Assignments Must complete all assignments.

Students will be given the opportunity to make the connection between assignments completed in the
course and National Achievement Standards in the subject areas.

Emails- There are three emailembedded in the coursework. These will be part of the assessment
process.

Project- Assignment 24; All students must demonstrate their learning in a sslfected Word project
related to their current teaching assignment. This project must address sttde identified National
Achievement Standard in a subject area.

Included with this course are:

1 Course Manual and Assignments
I CD with necessary resources

Work through each section carefully. Complete the assignmentbegsare presented in the manual. At
the end of the course, | will provide specific instructions for your project. | will also identify, once more, all the files
you need to return for evaluation.

ATTENTIONIM

Professional Development Contacts

A numbe of districts are requiring additional contacts between students and instructors. If your district
requires this additional onen-one contact with the instructor you will need to complete the following in order to
earn credit for this course.

1. Email theinstructor when you begin the coursework. This is part of the very first assignment. The
purpose of this email is to provide comments and feedback as to your comfort level. Make sure to
document this email just in case your district wants proof that tbemmunication took place.

2. In Assignmentll.1, you are to email the instructor again with responses to an article you are to read.
Again, you might want to make a copy of this in case your district wants proof.

3.  When you determine which file you are goingstabmit for Assignment 24roject, email the instructor
with information as to the subject matter, the National Standards that are being addressed, and why you
selected the project. Again, document the email.

4. When you have completed the course, speni@a moments and reflect upon the contents and how it
relates to instruction in your curricular area. Email the instructor with comments regarding your current
status and the impact Word has on your teaching. Also, identify one major concept that appearthto
most valuable to you in terms of the coursework.
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Online Grade Form

Each student needs to submit an online Grade Form upon completion of the coursework. Log on at
www.fresno.edu/cpd and click on the Submit Grade Form link on the left. Contpleferm as requested then
scroll to the bottom of the screen and select the course that you wish to submit for grading. Select the desired
grade optionacknowledge the accuracy of the information by clicking in the check box, an&chokit

Returning Your Work

There are a lot of files that need to be returned when you finished with the coursework. A complete list
can be found at the end of the course manual and Assignment Booklet.

Please mail to:

Richard Kriegbaum, Ph.D.
1550 Kamm Ave Unit 131

Kingsburg, CA 936311148

Please make very attempt possible to avoid the temptation to send your materials via registered or
certified mail. All it does is delay the process and it is not necessary.

Keep a copy of your materials until you receive a greard from the University. Then you can feel
comfortable getting rid of the folder.

If you have a question, need advice or help, please email:

richfpu@comcast.net

If you do not have internet access or have an emergency(580) 283291 5and leave your name,
phone number and best time for a return call.

If you have internet access and would like to exchange information electronically, this option is available
for questions, answers and assistance.

Also, the course is supported at my bvsite at http://www.dlfunk.com. You will find PDF files of the
manual as well as all supporting files.
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National Technology Standards

The assignments contained in this course are closely aligned to the ISTE National Stamtdatds
established for technology known as the National Educational Technology Standards (NETS) and Performance
Indicators.

The following technology standards are addressed throughout this course.

1. Facilitate and Inspire Student Learning and Credti

Teachers use their knowledge of subject matter, teaching and learning, and technology to facilitate
experiences that advance student learning, creativity, and innovation in bothtéafsece and virtual
environments.

Teachers:
A. promote, support, and mael creative and innovative thinking and inventiveness.
B. engage students in exploring reabrld issues and solving authentic problems using digital tools and
resources.
C. LINPY2GS aGdzRSyid NBFESOGA2Yy dzaAy 3 O2rcdptuad 2 NI G A BS (2
understanding and thinking, planning, and creative processes.
D. model collaborative knowledge construction by engaging in learning with students, colleagues, and

others in faceto-face and virtual environments.

2. Design and Develop Digits#lge Leaning Experiences and Assessments

Teachers design, develop, and evaluate authentic learning experiences and assessments incorporating
cotemporary tools and resources to maximize content learning in context and to develop the knowledge, skills,
and attitudes identified in NETS.

Teachers
A. design or adapt relevant learning experiences that incorporate digital tools and resources to promote
student learning and creativity.
B. develop technologyenriched learning environments that enable all students to pursué the

individual curiosities and become active participants in setting their own educational goals, managing
their own learning, and assessing their own progress.

C. Odza i2YAT S YR LISNER2YFtAT S tSENYyAy3a I OQGAmMGgAGASa G2
strategies, and abilities using digital tools and resources.
D. provide students with multiple and varied formative and summative assessments aligned with

content and technology standards and use resulting data to inform learning and teaching.

3. Model Digita-Age Work and Learning
Teachers exhibit knowledge, skills, and work processes representative of an innovative professional in a
global and digital society.

Teachers:
A. demonstrate fluency in technology systems and the transfer of current knowledgevto
technologies and situations.
B. collaborate with students, peers, parents, and community members using digital tools and resources
to support student access and innovation.
C. communicate relevant information and ideas effectively to students, parents, ardspising a
variety of digitalage media and formats.
D. model and facilitate effective use of current and emerging digital tools to locate, analyze, evaluate,

and use information resources to support research and learning.
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4, Promote and Model DigitaCitizenship and Responsibility
Teachers understand local and global society issues and responsibilities in an evolving digital culture and
exhibit legal and ethical behavior in their professional practices.

Teachers:

A. advocate, model, and teach safe, legaid ethical use of digital information and technology,
including respect for copyright, intellectual property, and the appropriate documentation of sources.

B. address the diverse needs of all learners by using learaertered strategies and providing eqaiitle
access to appropriate digital tools and resources.

C. promote and model digital etiquette and responsible social interactions related to the use of
technology and information.

D. develop and model cultural understandings and global awareness by engadgingoliagues and

students of other cultures using digitae communication and collaboration tools.

5. Engage in Professional Growth and Leadership

Teachers continuously improve their professional practice, model lifelong learning, and exhibit leadership
in their school and professional community by promoting and demonstrating the effective use of digital tools and
resources.

Teachers:

A. participate in local and global learning communities to explore creative applications of technology to
improve student larning.

B. exhibit leadership by demonstrating a vision of technology infusion, participating in shared decision
making and community building, and developing the leadership and technology skills of others.

C. evaluate and reflect on current research and profesal practice on a regular basis to make
effective use of existing and emerging digital tools and resources in support of student learning.

D. contribute to the effectiveness, vitality, and se#fnewal of the teaching profession @of their

school and commuty.
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Center for Professional Development
1717 S. Chestnut Avenue

: 1 T : Fresno CA 93702
Phone: 800/375505 or 559/452015
FRESNO PACIFIC Fax: 559/452006

UNIVERSITY www.fresno.edu/cpd

From: Registrar
Re: Description of the Fresno Pacific University
Center for Professional Development Independent Study Courses

The following statements describe the Fresno Pacific University Center for Professional Development
independent study coursework. Further inquiries may be directed to the Center for PmfakBievelopment
office at 800/3725505, 559/4532043, or 559/453673.

Fresno Pacific University is accredited by the Commission for Senior Colleges and Universities of the
Western Associatin of Schools and colleges and authorized to offer coursework through the Center for
Professional Development. The Center for Professional Development courses serve a distinct audience consisting
of practicing preschool through twelfth grade teachers aadministrators. The primary goal of the Center is to
meet the needs of school districts and provide courses that will strengthen the teachers, the school district, and
the students they serve.

900 Serieg Independent Study Courses

Fresno Pacific School University offers independent study courses through its Center for Professional
Development that are primarily designed for students who have baccalaureate degrees and appropriate teaching
credentials. These courses are graduate lgwalfessional development units that are not part of a degree
program, but instead are primarily used for professional advancement. Students should seek approval of
appropriate district or college officials before enrolling in these courses to satisfyemmgal state credential, or
local school district requirements.

The FPU transcript legend reads as follows for independent study courses:

Course Course Category

Number
900-999 Graduate level university credit designed for professiatealelopment an d
2000 not as part of a degree program

3999

OFFICIAL GRADE REPORTS AND TRANSCRIPTS

BEFORE you order transcripts:

1. Finish the course. Be sure to return the completed Grade Form to the instructor.

2. Wait for the blue official computegenerated Grade Report to be mailed to you from Fresno Pacific
University.

TO ORDER your transcripts:

After you receive your blue official computgenerated Grade Report, Go to www.fresno.edu/registrar for
information and the official transcript request form (copy on back side); or calt532268 for information on
how to order transcripts.
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: REGISTRAR'S OFFICE
electronic 1717 S. Chostamt Ave.

r FRESNO PACIFIC M S o

UBMIVEWRSLTY FAX 559-433-3676

- - i STOP! Send only after you confirm that your
W ELHGTLECTES S LTE TIE RV 1, F74 1) Sl grades have been officially posted. Send or FAX
request to address at upper right. Requests will be

honored only if financial obligations to FPU are
current. Arrival and date received are not

1. Student Information guaranteed
Last Name First Name Middle Name MaidenF ormer Narme
Address City State Tip
FPUID or SSN Birth Date Cell Phane Day Phone Email Addires
Check this box if you attended any FPU classes prior to Change requested: Please change my official contact
O Spring 1985, information to reflect the information given above.
O (FPU employees may not use this form to report a name
2. Delivery Addresses change; contact Human Resources instead.)
#  |copies # _fcopies
Mamiz of inclividual Marme of individual
MName of Agency Mame of Agency
Mailing Address Mailing Address
City, Seare, Zip City, Staee, Zp
FAX Email FAKX Email
3. Type of Request

{JRegular request - $5.00 per copy (Processed within 5 business days; sent regular U.S. mail)
{CJRush request - $10.00 per copy (Processed within one business day; sent regular U.S. mail )
{")Same day pick-up - $10.00 per copy (Processed while you wait.)

Same day FAX/E-mail - $25.00 per copy (Processed same day if requested by 4:00pm PST. In addition, includes an official copy sent
Owi‘thin one business day.
{JUS. Express Mail - $25.00 per copy (Processed same day if requested by 1:00pm PST. Delivery time varies by zip code.)

4. Payment Information
e P
() Check
() Visa Credit Card Number Expiration Date |Credit Card Signature
) MasterCard
() Discover Card
5. Signature required to release Information: Office Use Only
7
mount billed
receved

12,024
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Center for Professional Development

1717 S. Chestnut Avenue

|.| Fresno CA 93702
Phone: 800/372-5505 or 559/453-2015

FRESNO PAC”:]C Fax: 559/453-2006

UNIVERSITY www.fresno.edw/cpd

ACADEMIC POLICIES AND PROCEDURES FOR INDEPENDENT STUDY COURSES

Enroliment Requirements

Open enrollment is available for all Center for Professional Development independent study courses. Students register by
returning a completed registration form and appropriate fees to the Center for Professional Development office, by calling
800/372-5505 using Visa, MasterCard or Discover Card, or online at www.fresno.edu/register.

Students may take a maximum of nine units concurrently.

Students may not complete more than 15 units in a semester. Semester dates as defined by the Center for Professional
Development are:

*  Spring Semester: January 1 through April 30
*  Summer Semester: May 1 through August 31
e  Fall Semester: September 1 through December 31

Students have up to one year to complete a course.
A minimum of one week per unit of study has been set, by design. as a standard for all Center for Professional Development
independent study courses.

Note: Do not call instructors to enroll. Instructors are notified daily of new registrants. Course materials are then mailed
directly from the instructor. not the CPD office.

Tuition and Materials Fees

The price per course consists of $113 fuition per semester unit plus applicable materials, online and administrative fees. All
prices of taxable items include sales tax reimbursement computed to the nearest mil. Tuition and fees are subject to change
without notice. Center for Professional Development courses do not qualify for financial aid or loan deferment.

For courses listing a partial materials fee, certain materials may be shared with another student. Students ordering partial
materials must ascertain that they have access to all the required materials before ordering. Any shipment of materials atter the
partial materials have been mailed may be subject to additional postage and handling fees.

A telephone and/or additional postage fee may be charged, at the instructor’s discretion, to students receiving materials in
Hawaii, Alaska, US territories, or foreign countries.

Dropping and Adding

Students are permitted to drop a course, or drop a course and add an alternative course within four weeks of the registration date.
A full refund for tuition and instructional materials, less a $30 handling fee, will be granted if a course is dropped within four
weeks of the registration date and all materials are refurned to the instructor in their original condition. After four weeks, a 50%
refund will be granted through nine weeks. After nine weeks. there is no tuition refund.

Withdrawal Requirements

Students must officially withdraw from a course or a “No Credit” grade will automatically be issued one year after the date of
registration.
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Extensions

Students may request an extension for up to six months from the Director of Independent Studies prior to the original due date. A
letter or the Extension Request Form —found at http:/www.fresno.edu/cpd/policies/#extensions -- must be submitted to the
Director of Independent Studies PRIOR TO THE ORIGINAL COURSE DUE DATE. accompanied by a $30 handling fee.
Grades will not be released until all tuition and fees have been paid.

If students do not complete course requirements within the six-month extension period, a grade of “No Credit” will automatically
be issued.

Reducing Number of Units

Students are not permitted to reduce the number of units in an independent study or online course for which they
are enrolled.

Receiving Credit

Students must submit satisfactorily completed coursework to the instructor within one year of the registration date in order to
receive credit. The postmark on coursework mailed to the instructor determines completion date.

Students may not receive credit for duplicate courses.
Grades will not be released until all tuition and fees have been paid to the university.
Grading System

Independent Study Courses are graded as either “A.” *B” or “Credit,” *No Credit.” “Credit” is equivalent to a letter grade of
“BL”

A grade of “No Credit” will be issued if coursework does not meet the course requirements.

A grade of “No Credit” will automatically be issued if coursework is not completed within one year from date of registration,
and an extension has not been requested.

Official Grade Reports
Grades are posted by the CPD Office within five business days upon receipt of the Grade Form from the instructor.

The Grade Report will reflect the grade in the semester in which the course was registered.

The Transcript will reflect the course beginning and ending dates.

Re-Enroliment

Students may re-enroll in Independent Study Courses if they have previously received a grade of “No Credit.”
The current tuition fee and materials fees, if necessary, must be paid in order to re-enroll.

Grade Appeals
Grade appeals must be made within one year from the date the grade report was issued.

Appeals must first be presented to the instructor. If necessary, a second appeal may be made to the CPD Director of Independent
Studies. and finally to the Continuing Education Executive Director.

Important Note: Healtly/Physical Education (HPE) and Computer Technology (TEC) courses do not fulfill the computer or
health component requirements for the California Clear Credential.

Plagiarism

All people participating in the educational process at Fresno Pacific University are expected to pursue honesty and inte grity in all
aspects of their academic work. Academic dishonesty. including plagiarism, will be handled according to the procedures set
forth in the Fresno Pacific University catalog.
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|. Introduction to Word
Processing

The actuahistory of word processing goes
back to the very beginning of communication. In the
earliest days of man, communication was limited to
vocalization of sounds that carried meaning to the
listener. If the sounds were not correctly generated,
the listener cailld not understand the message. Thus
began the history of language. Information collection
was extremely limited because it passed from one
generation to another in the form of legends,
possibly tales told around a fire in a cave. Progress,
in terms of a alture or civilization, was slow.

From the earliest times, humans also tried
to communicate with written symbols, the first
attempts being drawings. These drawings carried the
message to later generations and even today, as we
explore these early dwellirsg we find meaning in
the drawings that appeared on the walls.
Information collection now had form and the culture
of a people was passed on to the next generation.

The advent of a written language took place
rather late in the history of the human rack was
really a matter of converting sounds into symbols
that would make sense to the message receiver.
Hieroglyphics were one of the first efforts to
communicate in some form of written language that
was uniform and had structure. It took many years
for awritten language that could be decipherable by
an average person, to be developed. This writing
allowed for the collection of information and great
civilizations resulted from this growing mass of
collective knowledge.

| am reminded of the many Hmong @ae
that were transported to the Fresno area many years
ago. They lacked a written language and so the
English alphabet was used to create a written
language that could be used to communicate
information in written form. Prior to that point, all
communicaion had taken place via oral interchange.

With our normal centrist tendencies, we
Americans think the English language developed
from the very beginning of written language when in
fact, our alphabet came along rather late in the
development of writtencommunication. There are

TEC920 Word 2003

many written languages in the world today that
were here long before Standard English evolved.

The written word also was not made
available to the common man in the early days. You
have all seen the commercials of monks sittihg a
their desks copying religious manuscripts. In fact,
much of the early writing, at least in what we call the
western world, was restricted to religious history
and doctrine. The common man simply did not need
to know how to read. There was not much thdoe
them to understand anyway. Civilization slowly
marched forward.

With the advent of the printing press, the
world changed forever. Now, information could be
passed on in volumes. Culture blossomed as a result.
Knowledge exploded. No longer were theade
limited to the privileged few who had the capability
to read. Language flourished. The fact is, it was still
rather abnormal for the average person to be able to
NEFR® LG 6FayQd dzyaGAaAf
began nationwide efforts to teach petmpliteracy.

Today, information is available in quantities
and formats that far exceed our ability to read, let
alone understand and assimilate. The knowledge
pool is growing so quickly our braiofen hit the
overload button. So many words, so littiene.

A. History of Word Processing

Why would we take the time to discuss the
history of language? | want to make every effort to
put word processing into a historical perspective
because as educators, we must understéine role
language plays in literacy, education, the
development of a civilized and educated populace.
Word processing has become the standard method
of communicating information, particularly in
academia. The ability to enter, edit, store, print, and
recal, while making our lives a little more
complicated, has also allowed us to have
information at our fingertips that was unavailable in
8SINE LIl adod L GKAY]
my mother passed away, | was privileged to spend
time with her, barning about her past, having her
write a journal of the events that shaped her life.
This was all put into word processing and shared
with family members. | cherish these files today and
fully understand the importance of passing along
who we are to ouancestors. Combined with
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TEC 92Q Word 2003

pictures, the experiences and knowledge my mother
gained during her 79 years on this earth will be there
for my grandchildren to relive. The power of the
written word.

Of course, today, technology has taken us
to new extremes. Smiaphones, Blackberries and
social networking have changed the way we
communicate.

| have done some research into the history
of word processing but | am going to avoid a
scholarly investigation into the evolution of our
current word processing progranasid am going to
limit my comments here to personal experiences.

| was born in 1945. That happens to be the
same year that the Eniac computer, the very first
electronic computer, was introduced. The Eniac was
based on vacuum tube technology, was very large
expensive, and would not do word processing. For
that matter, it did not do very much math either. It
simply did not have the power to do so.

When | was in grade school, | used to watch
0KS |jdzic nEkang & dzS a ( Atgay ¢
is after we finally got one. There was no such thing
as a TV in my earlier years. They had a computer on
the show based on transistor technology named the
Univac. It looked mighty impressive but still, it did
not do word processing.

As a result of or race to get into space, the
microprocessor was developed and the personal
computer became not only a possibility, it became a
reality in ways that have far exceeded my ability to
fathom.

1977 (I was 32 years old already)

| remember buying my first coputer ¢ the
Commodore PetThis computer had 4K of memory,
which was not enough to do word processing. | could
do simply programming exercises in which the
program asked your age and calculated how many
days you had lived. | paid $1,200 in 1977 dollars
which would be so much more today. | started
teaching in 1968 and my yearly contract salary was
$6,400 so paying that amount in 1977 was a major
investment.

1979 (Age 34)
My next computer was Radio Shack TRS
80, Model | The first one had 8K of memagstill

no word processing. This computer came with a
program that provided an early glimpse of what
word processing was to becongea simple line

editor. You could enter text line by line but the good
Lord help you if you had to go back and edit any
material.lt was not much better than a typewriter,

in fact, it was much more frustrating, so few people
embraced this new computer application. Besides,
you had to be a computer programmer to be able to
use it.

1981 (Age 36)

| then bought arApple Ilewith 8K of
memory, soon to be kicked up to 16K. The processor
sped along at an amazing 1MHz. This was just
enough memory to take the line editor to the next
level. Early AppleWorks was one of the first word
processing applications | remember, even though |
know therewere several that preceded it. There was
no such thing as graphics, no WYSIWYG (What You
See Is What You Get). If you boldfaced text, there
would be a small symbol (") before boldface began
and the very same symbol where boldfaced ended.
The same thing Hd true with underlining and italics
except the symbol used was the same one. There

2 Yas HoSwayBddidoR at the/tdxt and know what was

boldfaced”, “underlined”, or *italicized”. Weird, to
be sure.

It was around 1982 that | bought my first
hard drive. It wa for the Apple lle, cost $1,200, and
held all of 5MB of memory. (Why does computer
equipment always seem to cost $1,2007?)

1982 (Age 37)

| bought aniBM XTwith 64K of memory
and my life changed. | thought | had reached heaven.
The text that was boldfackwas now displayed in
one color, italic in another color, etc., but there was
still no way to see what your print was going to look
like without printing your document, nor were there
any graphics. The computer simply did not have
enough power or memoryataccomplish this.

1984 (Age 39)

Along came my fird¥lacintoshcomputer
(512K) with a GUI interface (Graphic User Interface)
and the WYSIWYG environment. My first Mac had
512K with a clock speed of 8MHz, which was quite
revolutionary in those days. MacW&iwas my first
experience with a word processing program that
actually allowed you to see what your text was going
to look like while you were doing it. There was even
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the capability of limited graphics. WOW. Nirvana! |
bought aMac Plusnhot too many yeas later, my first
experience with a Megabyte of RAM memory.

Lots of time passed...

2011(Age ?- | forget! - 65)

Today | havéhree computers in my office
an eMac running at 1GHan HP running at 2.29GHz,
and a Compagq laptop running at 2.1 GHz. Thofap
has 3GB of RAM and a 140GB hard dkivieo would
have thought when | was working on my Apple lle
that | would one day be able to make my own
movies. Nobody had ever heard of CDs at that time
and there certainly was no hint of the DVD craze. In
fact, duing the Apple lle days, we were fighting over
whether to purchase VHS or Beta video players.

Try to step back and consider the changes I,
and many of you, have been witness to. The
Commodore Pet had a cassette tape for memory
storage. Then along came tpedH p ¢ Ff 2 LILJE

KStR mMmnnY. ® ¢KSy 6S Y2@SR

a plastic case, soon to be eclipsed by CDs (700MB)
and now DVDs (4.7GB). Now we carry around flash
rom drives in our pocket that can hold over 20GB of
memory storage. WOW!

Today, we think nothing of changing fonts,
size, style, columns, margins, and tabs. We use spell
checkers, thesaurus, word count, and all kind of
proofing aids. We add graphics and pictures with a
flourish, as if it has always been this way, dmneh
we publish to the web for everyone in the world to
see.

The history of word processing is a rather
short history (35+ years) when you compare it to the
history of written language. But, then again, today
we have computers that process oveGbiz, have
RAM measred in Gigabytes and hard drives that are
approaching Terabyte capacity.

As we focus our eyes over the horizon to
look into the future, we can only imagine how this
type of communication will impact our lives and the
lives of the students who sit finont of us each day
in class.

W] ASSIGNMENT 1.1
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B. Word at a Glance

Word is a very powerful, full featured word
processing program. You are going to read the
following words over and over again in this
documentg powerful, amazingawesome, neat,
g2y RSNFdzA 2 a2y AaKAYy3S
There is so much in this program that can positively
impact education, | struggle to find the words to
adequately describe how | feel. Bear with me. In my
old age, my mind is going anéird it more and
more difficult to come up with just that right word.
Thank God for the Thesaurus. It makes me look

much more intelgentthanL I Y gKAOK AayQi

much.

Word goes far beyond simple word
processing. At a very elementary level, you eater
text, edit it, store it, recall it, print it, just like | did
with my early word processing applications. But as
word processing has evolved, new features are
gokstaRllfk being added, a little of this and a smidgen

ofikrRt. I0afhpst becddied bledhelfrgPatitimdslin A Y

fact, | have tended to shy away from Word simply
due to its complexity. | like simplicity. If | were a
pilot, I would fly a Piper Cub and not ai1i& When |
look at the Word screen, it makes me feel like | am
sitting in the cockpit of aiR-18. Where in the world
is the ignition switch? With so many buttons,
gadgets, features, it becomes a forest and the tree
issue.

Word can be made as simple as you wish or

Fa O2YLIX A0l SR | a4 &2dz 6AaKD

the features. In fact, youan use only those you are
familiar with. Pick some trees and forget about the
forest. If you are a Piper Cub pilot, turn Word into a
simpler environment and you will be much happier.
There are, in fact, many of the options in Word that |
have neverused.Nii 2y O0S® 52y Qi
anything beyond what you need to work with. Ignore
the rest for the sake of your sanity and your family.

Speaking of forest, that reminds me of a
joke. If a man says something in the forest, and his
wife is not there to hear I, is he still wrong?

C. Tool for School

Word processing has become a mission critical
application, for both teachers and students. Our
students will be handicapped if they cannot

Page 3-
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keyboard and use word processing to communicate
andcollaborate. As we are now fully into the 21st
Century, it has become a basic skill and as educators,
we need to figure out how to not only teach our
students how to do word processing, we need to
figure out how we can maximize their learning in
other areas as well. We will be talking about the use
of the spell checker, the thesaurus, the outline
capabilities. We will be looking at how students can
collaborate, do peer editing, incorporate charts,
pictures, graphics to communicate ideas and
demonstratelearning. Portfolios become

manageable when the information is electronic and
word processing can play a key role in authentic
assessment, as well as student centered learning,
creative thinking, problem solving, learning to work
collaboratively, projecbaseR
need to include anymore of the buzzwords of today.
You have all heard them. The reality, we must put
these things to work for us and technology (word
processing included) must play a central role as we
attempt to address the neds of 21st Century
students.

D. Laying the Foundation

| am going to take this opportunity to lay a
little foundation for the course. First of all, | am
going to assume that you are already comfortable
with your computer andts operating system. We
are not going to cover topics such as creating
folders, copying files from the hard drive to a CD.
These skills are covered in classes that should have
preceded this course.

| am also going to assume that you know
how to type, knev how to boldface, use the mouse
and menubars. | am going to assume that you know
how to launch programs, therefore, | am not going
to say anything more in this section. (Applause)

E. Windows Verses Macintosh

We might as well get this over with at the
very outset. The argument over Mac verses
Windows has gone on for over 20 years now. It is
time to put this to sleep. Which one is better than
the other? Neither is better than the other. They are
both computers ad, as such, perform in a very
similar manner. Reality is, once you get to your
application, there is little difference between the
two platforms. Even the files are interchangeable

tSEFNYyAy3Iod L

(Word, Excel, PowerPoint, AppleWorks, HTML Web
pages, FileMaker Pro,
- the list goes on...).

The main difference between the two
platforms is the operating system. There is a
different look but the feel is very similar. They both
use folders and icons, you drag to copy, you double
click to open. The look and feel makes learning the
other operatingsystem a breeze. So, until you pull
down Fileto Save As.,.the two platforms are going
to perform pretty much the same.

While this course is written for both
platforms our focus is going to be on Word 2003 for
the Windows environmentWhere there are
difarghees betivéieh §ig twad., | witlccasionally
point those out and give visual examples of the
differences.

9y 2dzaK alARd [SiQa
important (student learning) and not on platform
wars.

Page-4 -
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ll. File Management

Now | am going to break the rules set in the
previous section. File management is so critical |
want to take a few moments with the more
important functions that deal with document
creating, saving, recalling, and printing.

A. Creating a New Word Document

To create a new Word document, pull down
Fileto b S ¢ Wsing this option gives you some
choices, which is exactly what you may not want to
do each time you need a new, blank document. This
option will show you the most rec¢ documents
you have had open and will also give you the
opportunity to open a variety of other document
types including templates. Fairly simple and
straightforward.

TheNew Document Task Pangorks really
well for that purpose. It provides a lot of weuseful
functions when you are trying to @m a new or
existing document.

New Document v x|

Open a document
2FileManagement.doc
1Intro.doc
8SpecialFormatting.doc
9Tables.doc

(2 More documents...
New
[0 Blank Document
) Blank Web Page
& Blank E-mail Message
New from existing document
#] Choose document...
New from template
®] General Templates...
2] Templates on my Web Sites...
@] Templates on Microsoft.com

(4 Add Network Place...
(2) Microsoft Word Help
v | Show at startup

The Macintosh works a little differently. If
you pull downFileto New, you are simply going to

TEC920 Word 2003

get a new blank document page and that is it. But,
there is a feature calleBroject Gallerywhich works
very similar to what you see above on the Windows
side of the house.

_Project Gallery PCHTLLHET——
Ldpare :
Blan Docrieins RS ©
Ny 1C120dCS L o 3
Bl w il [ L ;& el

b uaizas Tz 3 """ '

*lore Leenrsids | e
Iaheic l
Iritors-Tnsslonss Tomwoa: sl 'karags SovarTs e T ersuaen

B Menas ACealige
hracarors W | W

» Manwere {

P Prmgernar oo 3 1 -

» Gutearc=Teachen {

bWl Pages |

> Withig Taalivie - ] -

WS g TR TR T

View LAl aio H Shuew A e lecnmenis T,, Liesw e uren _3’

" Cown.. T Shiew Pt Gallbey o1 siweing: { canenl ) D

Or, you can click once on tiNew button
found on theStandard Toolbar Using this option
cuts through all the decisiemaking and provides
you with a new, blak document. Quick and easy.
' YRZ R2Yy QCtrl ¥ (CEmSand iNnlthé
Mac)will provide the same results.

W| ASSIGNMENT 2.1

B. Saving a Document

Saving a document is a critical function
when working with wordorocessing and it is the one
area in which people make the most mistakes. It is
not good enough to simply save a document and
pray that you will be able to find it again. When you
are finished with a project on your desk and put all
the papers backintot® T2t RSNE & 2 dz
to the filing cabinet, open any drawer, and without
looking, put the folder at any random location. You
go to a specific drawer, move back to the right
section, and place the folder exactly where it
belongs so that you will bable to retrieve the folder
the next time you need to work on it. Consider a
school office where the student files are not
alphabetized nor stored by grade. Good Luck!

R2y Qi

You simply must set up a filing system on
your computer. This means creating foldersla
folders within folders so that you can file away
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TEC 92Q Word 2003

documents in areas that make sense, just like your
paper filing system. | know some of you are
snickering right now about your filing system. What
filing system? Yeah, | know. Once you have created
your filing system, always put the file in the right
place, every time you save it.

1. Save As

The first time you save a document, you
must go to the{ | @S dialag Kox to input some
information. Most users enter a filename and click

decisions to make! Yes, one of the most important
elements of saving a file is giving it a name that will
give you some sense of the dent but you cannot
stop there.

Save s 27X

@ ¥ O BB~ Tools~

3 Budget

X & Famiy
Histor 22 Hobbies
= Photos

Fie gome: [T =l Sove

Sove s [ oot 5 ==

There are two other decisions that have to
be made. First of all, onto which drive are you going
to save the file. Ninetyine percent of the time it
will be onto the main hard drive. The second
decision you must make requires that you determine
the folder in which you want to place the file. Find
the folder in which the file belongs and put it there.
52y QG FdzR3IS 2y (KAA&AD
a little man inside each computer who can sense
vulnerability. When you are the most vulnerable, he
will strike! Be careful. Save your files catgf and
back up your important data.

There is &avebutton conveniently located
on the Standard Toolbathat works quite well.

-

In fact, it can sense whether a file has been
saved before. So, the first time you click on that
previously saved, andiifot, it will automatically
bring up the{ | @S wihdbw Once you have given

. 2.dz Ghyfiater vBrston ienNhEe® chhngeld Yo 2 2

the computer the information it needs, the next time
you click on that button, it simplgaveshe file using
the correct name and location.

W

ASSIGNMENT 2.2

Speaking of file fonat ¢ did you know you
can save your Word file in many different formats.
You can save them as WordPerfect documents, as
text files, as Rich Text Format files, even as HTML
files (Web pages).

el Fage (% }
\Wed Page, Filterad [™.htm; . marl)
Wen Archive (. mkty * mhimil )
Ducuinznl Tarplalz (.dal)

Fich Texz Format | *.r%)

Flein Tesl (.1

MS-DOS Text with Lavout (™. asc)

1 sk weth Layout [*.ans)

Word 22 for Windows (=.coc)

Wurd 4.0 fur Macinlosh (%)

Word 5.0 for MaclTiosh (.o

Word 5.1 for MaclThosh (. row)

weord £.00s (. doc)

Word 57 2002 & €.0/92  RTT (*.cac)
WordPerfact 5.0 (*_roc)

wiordParfact 5.0 Secondzry Fle (*.doc)
Wordrerfoct .1 for DUS (*.doc)
WordPert=ct 5.1 or 5.2 S=condary Tl (*.doc)
WordPerfact 5. for Windows (=.dnc)
W k= 2000 {*_wps)

Works 4.0 for WIncows [*awps)

Check out the pojup box at the bottom of
your{ I @S dialod Window. Neat!

While we are here, let me bring up a rather
sore subject; extensions. The new versions of Word
have added an extension onto the filename simply
to make you mad. With Word 2003, a filename
would look like this: Filename.DOC. With waab7 ., . .
a > U KSNB
Filename.DOCX. If you try to find a .DOC file, it will
not see .DOCX files. But, know that you can save files
as .DOC files in these later versions.

W

ASSIGNMENT 2.3

2. Save

Once you have use8a\s !, §ioX now
only need toSaveyour file. If you have given it a
name and location, a simp®avewill suffice. The
only time you need to go back fol @ S is if yoX
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decide to change the filename, the file location, or
the file format.

Oh, please doot forget about theCtrl + S
option. Vey simple and easy to remember.

C. Opening an Existing Document

There are basically three ways to open an
existing document that has been saved on your hard
drive or CD.

One way is to doublelick on the file icon.

If you find and open the folder which contains
your file, once you can see the file icon, a double
clickand the file will be opened in Word. This also
works if you are in Windows Explorer. The problem
here is finding the icon. My adviceGgR 2 y Q (i
your files too deep into a folder scheme. Keep it
fairly flat if possible. That way no icon is more than
one or two folders from thédesktop

The other way to open an existing Word
document is to launch Word and pull dowiileto
h LJS yf ou are already using Word, this is the best
way to do it. Mind you, you are going to have to find
the folder, open it tdfind your file icon. That is why a
filing system that makes sense to you is so
important. You know exactly where your files are
located.

Thenext method of opening existing files is

to click on theOpenbutton on theStandard
Toolbar.

Now that is faiy simple, eh?

One last way is to use thHeecentfeature.
Most likely, you are going to open a document that

TEC920 Word 2003

you from easily finding the files you are looking for.
The most common problem that surfaces is
differences in file type. If you have opted to save
your files without using the-Better extension (.doc),
then you might run into difficulty, pecially if you

are moving from Mac to PC or PC to Mac. The best
way to solve this problem is to change thide
Formatoption to All Files (*.*).In that way, you will

be able to see all the files and yours should be there.

D. Closing a Document

Threeways to close documents as well. You
can click in the small close box located on the
Titlebar.

28 Document1 - Microsoft Word

With Windows, make sure you click on the

4 | @ gbottom Xand not the top. The top one closes the

application, the bottom one closes thercant
document.

Or, you can pull dowfileto Close You can
alsoQuit Wordand make a choice as whether to
save the document or not but | think | would
recommend either of the first two options.

The final option is to rightlick on the
document icon on th&askbarat the bottom of the
screen. Up pops th€loseoption.

E. Opening Multiple Documents

It is possible to have many Word
documents open at the same time. If you have
unlimited RAM memory, you can have as many files
21LSy +a e2dz KF@S YSY2NER O . dzi
away here.

[ SGQa &are e2dz KIS + R20dz
are working on it. You decideu need to open
another document to check some information. You
do not need to close the first document. Simply
open the second document right over the top of the

82dz 62NJ SR 2y NBOSyi(fed 5 JitQdeunrd. NiSvill placdtRedstond dodutmenNS I

time saver.

Well, it is not always as easy as it looks.
There are issues that can jump up thell prevent

Ayid2 (GKS O2YLlzi SNAlActiveSY2NE |y
documents can be found at the bottom of the

Window menu at the top of the screen or on the

QuickLaunch area at the bottom of the screen. In
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fact, with XP, if you have a bunch of Word files open,
you will find only one Word icon on the bottom ba
Clicking on that button will open a peayp list of all
opened files.

Zoom Window
Minimize Window %M

Bring All to Front

New Window
Arrange All
Split

1 CivilRights.doc

2 History.doc

3 TEC920 Syllabus
v 4 ThirdWave.doc

You can continue to pull dowkileto
hlL)Syd Ylrye GAYSa Fa &2dz gtyd o0dziX

. @ (KS glrex R2y Qi F2NBSG I 02dzi
keyboard commands for many of these instructions.
Itis a whole lot esier to doCtrl/Command + $o
save rather than to remove your hands from the
keyboard, grab the mouse, move to the correct
menu, pull down to a particular command and
release the mouse button. Which is faster? No
cheating on this question!'Ctrl + Ois avery quick
way to open a new file.

F. Printing Documents

Printing documents is fairly straight forward
in Word. Pull dowrFiletot NJ gt @lik on the
Print button on theStandard Toolbar And for all
you keyboard enthuasts, there is always the
Ctrl/Command + P

L

=
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1. The Word Screen

38 Document! - Microsoft Yord x
Ee Edit View [nset Format Joos Tabe Wrdow Hely - X
D=t &y B F

A Hormal - limes Kevs Koman sz - B2IUE]=
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CRRCIEN|
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The Word screen is well organized with
each component in its own particular spot. Most of
the items can be modified but for the most part,
things are placed quite logically. Your Word screen is
divided into two sections. There is thdenubarand
Toolbarsacross the top of the screen and the
Statusbaracross the bottom. Then there is the
document area in the middle of the screen where
you do all your work.

A. Titlebar

TheTitlebaris located at the top of every
document window. The documémindow is a free
floating window that can be moved to different
locations on your screen as long as it is not
maximized. In fact, you move the document window
by grabbing hold of thd@itlebar. There are several
things on theTitlebarthat warrant mentioning.

-OX
TheClose, Maximize (Zoom) and

Minimize (Iconize) buttons are located at the right
end of theTitlebar.

Ei Document1 - Microsoft Word

B. Menubar

TheMenubaris located across the very top
of your computer window. With the Macintosh, it is
part of the conmand area and is not tied to your
document window and is always located at the very
top of the screen. With Windows, it is actually a
Toolbarand can be brought onto your word area as
aTool Palette You can modify elements of your
Menubar but we will dealwith that much later in
this course.

TEC920 Word 2003

I love writing this course because
everything is right in front of me. When writing
PowerPoint, for instance, | had to flip back and forth
between PowerPoint and Word. Writing Word in
22NR: AdQa a2 SlaeH

C. Toolbars

Toolbarsare a real case. There is so much
to learn about theToolbarsbut we are going to wait
with that until later in the course when it will make
Y2NBE &aSyasSeo C2NIy2¢6z fSiQa
with a few major points regardingoobars.

There are two ways of viewinigolbarsg
either asToolbarsor asTool Palettes

Drawing ~ X
Draw ~ [

AutoShapes~ ™.
OO E 4l

Tool Palettesare free floating windows
(shown abovejhat can be move anywhere on your
screen, be resized, or closed.

File Edit View
ODEEs
<4 MNorma

Toolbarscan be attached to a side of the
screen and can be relocated to the top, either side,
or the bottom of your window. Yes, you read
correctly. Everyroolbarcan be placed anywhere you
want it. To change @oolbarinto aTool Palette
grab it by theHandleat the far left end of the
Toolbar.

Drag it out onto your work area. To change
aTool Paletteinto aToolbar, grab theTitlebar of
the Tool Paletteand drag it to the edge of the
screen where you want it placed.

Page 9 -
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Draw™ k

AutoShapes™ ™, "w [ | O [&
Al

- 4-A-==E0g

Most of them should be at the top of &
screen because this provides the most efficient use
of space. You may need all the space you can get for
your work.

To display a particularoolbar, pull down
Viewto Toolbarsand move over to the poppen list
to the Toolbarof your choice.

£ | e 5
E b
i
Dhs o wm
Jeabelor * e
am el
¥

Noticethe checks in front of th@oolbars
that are already being displayed. These are toggle
commands. If there is a check and you select that
one, the check will be removed and theolbarwill
disappear off your screen. If there is no check and
you select thafToolbar, Viola, there it is!

COMMENT: Some of you who have taken
my classes before know that Viola is not a typo. Yes, |
know the correct usage should be Voila but my
Y 2 (i K S NI as Vibla, ¥irl inder honor, it is now
and shall every be, Viola! Besides, it sounds kind of
cool.

There are loads of differefftoolbarsthat
you can open. If you openedthe | f £ X
have anyroom left on your screen for a work area.
This is onef those times when simplicity is best.
Only have thosé& oolbarsopen that you currently

need. Close all the rest. Besides, it gives you so much
more room to view your document.

D. Scroll

If you have used the computer at all in the
past 15years, you are familiar with th8croll Bars
that reside across the right and bottom edge of your
document. TheScrollis used to view or move to
different locations in your document.

| like to call these elevators since they
behave so much like their wéral counterpart. There
is an up arrow and a down arrow just like real
elevators. There is also an elevator that moves up
and down within the elevator shaft, again, just like
the real thing.

This reminds me of a good Amish joke |
heard recently. It seemian Amish family traveled to
the big city for the very first time. They arrived at
their hotel and while the father stood in line at the
registration desk, the mother and two children
explored. As they stood admiring a wall that sparkled
of polished brassthe wall opened up and an elderly
man slowly walked in and the doors closed. They
stood in wonder when moments later, the same wall
opened up and a muscular, handsome young man
strolled out. The mother grabbed her son and said,
G1 dzNNE W2 KF Wy I KSNDAS

Back to our elevators. Contrary to how
elevators work in the hotel, there are three ways to
move the elevators on the computer. Most of us are
familiar with 1) clicking and holding on the up or
down arrow to make the elevator move in the shatft,
or 2) grabbing the actual elevator and moving it
where we want inside the shaft.

82dz 62dA Ry Qi

Page 10-

e 2 dzNJ



Lt The arrows are nsed 10 mosve wonr _
docurnent up or down one 10w art a ime.

1]

The elevator can be moved anvwhere wit
the zhaft, taking won 1o that place in the
document.

Clicking in the shaft, either abowe or
| ——— " helow the elevator, will move 700 one
full acreen in that direction.

F

ot Word hasadded double-amows
which will mowve up or down &
full acreen.

EREICAE]

The third way is to actually click inside the
shaft, either above or below the elevator. This will
move the elevator one full screen up or down. | use
this method more than the other two because | find
it meets my needs to move up or down rapidly in a
given area.

With the new operating systems, you can
opt to have arrows at the top and bottom or you can
choose to have both of them at the bottom.

BYSYoSNI GKS |
SOFrGi2NE | yR

wdza & N R
3Si GKS St a2
Word has added ter additional buttons at
the bottom of the vertical scroll allowing you to
move up or down a screen at a time, the same thing

as clicking in the shaft. Works great.

E. Ruler

Jool

g

TheRuleractually resides at the top of the
g2NJ] | NBI @ynué akoat jh&ulerad
this time but this is one very important component
on your word processing screen. You must learn to
make the very most of what it has to offer. The
paragraph margins and tabs are all located on the
Ruler.

TEC920 Word 2003

F. Statusbar

S 1

IEX Wi w1 ma fe we e e [
TheStatusbaris located at the bottom of

the computer screen and is not part of the work

window. This bar displays the current page number,

section number, how many pages there are in your

document, as well as the line number and column of

the insert point on your work area.

G. Work Area

TheWork Areais the large window in the
middle of your screen where you do your wotlthe
Work Areawindow can be resized and moved. The
image below is from an earlier version but | am going
to leave it here so you can see how the basic layout
has not changed with the new versions.

TG Bk e It Fomat ook Tk ndow s
0@ &8RkY B - AR BORES

tornd | Toestewfonn |10 o[ B 1

383

YS$ R KI Fio¢

ELcEn

[Po 1 sec1

(T Y TR F R F I

Windows: The Windows work area includes
the Menubarand Toolbars When you minimize the
window, those parts remain part of the work area. In
the upper right corer of theWork Areaare three
boxes that are quite significant. Thds used to
Closethe current document. The middle box is used
to Zoomin and out of the document so that it will fill
the screen, if per chance you have made it smaller
that the full sceen. The final button to the left is the
Minimize button which will close the current
gAYR2% odzi YIF{1S AdG |
Taskbarat the bottom of the screen.

Macintosh: With the Macintosh, the

Menubarand Toolbarsare attached to the top of
the screen. They do not become part of the work

Page 11-
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area when you minimize the window. On the
Macintosh window the button to the far left on the
Titlebaris theClosebutton. To the far right is a
Collapsebutton that will turn the entire window into
aTitlebar.

In the bottom left corner of the work area
are theView buttons. TheViewsare Normal View
Outline Layout ViewPage Layout Vievand Outline
View.We will talk about these different views in a
later section of the course.

H. Dialog Boxes

Dialog Boxedehave in accordance to rules
asSi FT2NIK Ay
Software developers can call up these tools as part
of their applications so it should be of no surprise
that all Dialog Boxedehave the same way and have
components that behave in a like manner.

Macro 2
Templates and Add=Ins...
Customize...

Preferences...

Anytime you call up a function or command
on theMenubarthat has three dots after it, you are
going to getDialog Box

Dialog Boxe$ NB |
high-powered applications since therese many
options and decisions to be made. There are a
variety of ways you can enter your decisions based
on the type of information the computer needs.
Microsoft has opted to use a number of different
formats for decisiormaking purposes and we are
goingto review these options. You will find that
these options flow across applications since they are
a Microsoft Windows or Macintosh OS issue and not
a Word issue.

G0KS O2YLlzi SNDa

NE Ij dzA NBY Sy i

l. Views

1. Normal View

O=—— WordSection|
L\gnwnz [N SETE RV IR RURERT IRRARRRY TRRR
Word Outline for FPU Course

iu
Tl 1l m

[. Introduction to Word Processing

The actual history of word processing goes back to the very beginning of communication. In the
earliest days of man, corumunication was limited o vocalization of sounds that camed meaning to
thie Listener. If'the sounds were not comestly geverated, the listener could not understand the
message. Thus began the history of language. Informeation collection ws extremely Ineted because it
passed from one generation to another in the form of legends, possily tales told avound a fire ma
cave. Progress, in temus of & culture or civilization, was slow.

From the earliest tirmes, hurmars also tried to communicate with written syrabols, the first atterpts
being drawings. These drawings carried the wessage o lster gevevations and even today, as we
explore these early dwellings, we find mearing in the drawings that appeared on the walls
Tnformation callection now had form and the culture of'a people was passed on to the next
genemation.

‘The acvent of & written language took place rather late in the history of the human race. It was really
4 matter of converting sownds mto symbols that woukd make sense to the message reoeiver
Hiexoglyphics were ore of the fist efforts fo communicate in soxe form of wtten language that
was waform and bad structure. It took many years for a written langusge that could be deciphershle
EX fil d

Laslovad Hessiod bl oo llocti

SEEET D

DA

2 118 fjandpid yray ofdogking a xpi

document would be through th@lormal View It is
designed for speed of entry and for speed of editing.
It is one long continuous column of text that flows
from one page to the next and is used mainly for
modifying contem and not layout.

2. Page Layout View

O “Word Section | EH

‘Word Outline for FPU Course

L. Introduction to Word Processing

~ The sctual historyof word processing goes back ta the vezy beginzing of communcation. In the
. eatliest days of man, ‘was Emited o sounds th o
- the listerer. If the sounrds were not conee iy ge nesated, the listerer could not understaz the

T message Thus began the histry of laxguage. Information callsction wes extremely limited besause
it paseed from one generation 1o arother in the form of legexls, possibly tales told woured a fire ina
& cave, Progress, in tarms of a culture or civilization, was dow.

- Frora the earlisst times, humars also tried to communicate with written syrabols, the first atie mpts
= being drawings, These drawings camied the message o later geventions and even boday, e we

= explore these early dwellings, we find rearing in the drawings that appe azed on the walls

v, Information collection now had for and the culturs of a peopis was passed o to fhe next

. zenaring
EEEEL! i 1»

“[o[=T4]

This is where you check the layout of your
page to make sure the pages are balanced and to see
how it is going to look when you decide to print it.

You use this view to take a look at the plaent of
pictures, graphics, charts, and other objects. You use
this view to check the arrangement of columns. You
can use th&Zzoom Control on the Standard Toolbar

to zoom in and out of your document for a more
global or closeup look.
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3. Outline View

[w]

Word Section |

coao

EEET TS

mREOAQr

|

Tl ] m|

9

"

cument

cument

i

0 A. Entering Text |2
¢ B. Editing Text @
¢ C. Selecting Text =
& D Dalating Taxi

DEE B ) 0

I highly recommend creating an outline
before you begin to write, especially if it is going to
be a long document. You will be so much more
organized in your writing and you can then
concentrate on writing totems on the outline. The
Outline Viewdisplays your document as an outline,
based on theStylesyou defined for the various
headings. Use th@utline Viewto organize your
topics before you begin to write. The uselfag
and Dropis awesome in moving itesraround on the
outline. Besides, Word will renumber and letter your
outline as you make modifications. Powerful?

Indeed!

4. Online Layout View

a]

=}

Word Section |

w | Introduction to Word Pre
A, History of Word Proce;
C. Tool for School
D. Launching wWord
w |I_File Management
A. Creating a New Word
» B.Saving & Document
C. Opening an Existing D
D. Closing & Document
E. Opening Multiple Docul
F. Printing Documents
w I11. The Word Screen
A, Menubar
B. Titlebar

w |V Working with Text

»

C. Toolbars smidgen of that. Ttalmost becomes overvhelning st times
D. Seroll In fact, | have tnded © shy sway from Word simply due
E Ruler o it complexity. I Wea simplicity. If I ware a pilot, [
F Statusbar would fiy & Piger Cub and notaa F-13, #hea | lock st tie [
¥omd screen, 1t mekes me feel e | am sifing in the 1
G. Work Area cockpit of an F-18. Where in the workl i the ignition 2]
b H. Dialog Boxes switth? With 50 many butions, gadgets, features, it [2f
P 1 Views becoines  forestand the tes 550s. Word canbe made a3 [

B. [Word at a Glance

Wond is & very powerful, full featured word processing
program. ¥ou o going o read e following words over
and over again in this document - poverful, amazing,
awesome, neat, wonderful, astonishing, remarkable. . 1
can’t help it. Thers i3 30 much in this program that can
positively mpact efucation, 1 stggle 1 find the wouds 1o
adequately describe how I feel Bear with me. In my old
sge, my mind s going and I find it more and more difficult
10 come up with just that right word . Thank God for the
Thesaurus, [t makes me look much more inteligent tat [
am, Which B0t saying much

fu] Dm

Wand goes far beyond simple word processing. Ata very
elementery level, You. can enter text, editit, swre it, recall
it, gt i, ustlike [ did with my early woid processing
applications. But as word processing has evolved, new
fesmes ave constntly being addad, & linle of this &nd &

s wp are farnilisr arith Dick

simply 6 300 Wish You don't need 1 use all the feamues
Infart

This view is reserved for reading documents
online. All the elements are in place bate
optimized for onscreen readability. Truth is, it works
great for taking a detailed look at your document.
You have the outline to the left and the document to
your right. Click on any section on the outline and
Word will move to that portion of youratument.

Slick!
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5. Master Document Clipboard.
D Word Section | EE = -
& S Gl g E71 o — & 1 of 24 Clipboard * X
@ [ [nmducion m Wond Processng =1
" P i s e L o ot I Bl reste Al B Uear Al
mwumﬂmmﬂwmmmr.ummmm
T gerecawd, fhe Tnwaer coub o wodecnend e v The .
nlsnn-orlammes Imomnmmhtmmaumlvmnm- i iZ ILll. di e Lo |.Ic‘.-i|.l':':

[Pams=L AW 008 AD=TT 0 S0 1. e Bor of lsgenda, poesily mies
eooined & fi0e 10 pove . Frogress, 2u temms of & rultooe oo orrtimanon, e e,

o Fron ihe sertest times, meahombwmwwwhmnm\ub E_.J
th et aHETLS Neltey LANWITEY. These ATHWTLEA asrkd fhe Matsags 1 e

mummw:wnm\lay sweepmmmmwwm’ we Tl menrdig
1n e dxwinea harappanned om the Vall. [nuio cowton eoleeron nooy Tead 10 o0
&od the cTOIT 0f 2 penpls vy [aEssd on m 0 0Kt pARET
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reone 1o the mesaege Tecctr, Hismglvphics were one of the Bt affocs 1 |
cornimke e in some (oo of weinen Jargnage thal was mfmon and Ted
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A single long document often is made up of
smaller sections. The critical factor here is
consistency across the sectiohdaster Document
allows you to combine subdocuments into one
Master Document TheToolbarprovides all the
tools to add and merge subdocuments or to create
Hyperlinksto other subdocuments.

This provides a visual clue as to what has
beenCopiedor Cutto the Clipboard

Search

J. Task Pane
(o] o
And, finally, Windows XP has adde@iask —
Panethat you can display on the right portion of the - .

screen. | really am uncomfortable with thiRane -
being displayed all the time since it takes up so much el
real estate, which | need for my documents. There

are multiplePaneshat you can select from. Sen alen

= GibanieT Seerch
M And s dnsemErk.

iy daaliod

|| tew mevimant

.?:M ' This providesome basic search features
o that allow you to locate specific documents that
En e contain certain keywords either in the title or in the
tityles end Hormiatting body of the text.
Reveal Fovraing
Mal Fenge Insert Clip Art
Trargabe
& Irszrl Ulp Aol - X
New Document sanaradi s
Semrch ioa
This is the same window that opens when Bl
you pul down File to New. It provides all the options
for a new file. We saw this Pane in the previous m_'ﬂ*-‘*»ﬂ b o
chapter on opening new documents. =:=:|1::'u_n_ .

LT PR N7 I H

Allwacia The s -

This one is pretty cool. It allows you to
search different libraries based on your needs.

Page 14 -



@ Tnsert Chp Art v X

Resulls

fa

| |

MocIFy

We will look at this in more detail in the
section on graphics.

Styles and Formatting

i Sovies and Mormatting .
Formatting of sckected toxt

Surmal
ook A Yo Sl

PFick brwmaatHng o apiphy

Ol Fomailinge

Heading 1 1

Heading 2 1

Heading 3 T

ol T
Drews: dualasm lnencllng -

More on this in the section on text and
formatting.

Reveal Formatting

| guess this is useful. | shows you what the
formatting is for either the selected text or at the
position of theCursor

TEC920 Word 2003

Mail Merge

4 Mall Merge -

Lzlect documeent typo

Wl Lyue ol coaunenl e pul vy
Bl

W attacs
E-msl mzzmocs
Lirelapss
L
Codery
Lekters
epn ELlars Lo yroop of people, Tou

vl perzandilee e l2le Uil ead
IO T UG

b | L S v L T
sup Lol

& Heedi Slorliw decammnl

This one is valuable, even though you do
not need to have &anedisplayed in order to take
advantage oMail Merge. More later.

Translate

a Transkits - &
Iransbala valials
0 Teaks | prondale e e,
curremn sk edian
Lrlng cwarnsnl
Lawik s i lia Ua mary

Tirnnery

[ETLE [ R BT TR R e El

Rasulis

Soectawwrs nihs Roadhs anc diz:
deploee ool 4 ey dnzaeen

Transkte wia e Weh

And, finally, there is th&ranslate Pane
This one is cool. Remember, this option has to be
installed before it will work. So, have your CD handy.
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IV. Working with Text

We move now to the very heart &¥ord,
text. Being able to enter, edit, manipulate, format,
and print text is the central purpose for using Word.
If it was anything other than that, you should be
considering a different application. Word is made for
words. And the better you get at worlgnwith
words, the better you will be at word processing.

Besides, text is at the very foundation of
education. Reading is such a critical skill we spend
years working with students trying to make them the
best readers they can be. So, even though you
consder yourself a good word processor, go through
this section carefully and make sure there are no
holes in your learning.

A. Entering Text

Entering text is a skill we do not need to
teach anymore. It almost seems our children know
how to enter text coming out of the womb. The
critical piece here is the placement of the cursor.
There are two items on your screen that work in

concert. Thd Beam, which is your pointer,
and theCursor which is the flashing vertical line
which is thetext entry point.

1. Moving the Insert Point

What is so very critical here is the
placement of theCursor which can also be called
the Insert Point There are three ways to reposition
the Cursor

Using the arrows on thkeyboard to move
the Cursorup, down, left, and right. This works
pretty well if you are trying to move to another
Insert Pointin the near vicinity of the currerCursor
location. This does not work well if you are trying to
move from page 1 to page 5.i¢tpossible to use the
Page UmndPage Dowrkeys to get to the page you
desire and then use the arrow keys to maneuver the
Cursorinto place. Your call.

1) Using the mouse, click in the new
Insert Pointlocation using the
pointer (| Bean). This works welf
your intended location is on the

same page, but what if you need to
move pages. Then you need to use
the mouse to scroll down or up to
the correct location and then click
with the pointer to place theCursor
hyS FSIFGdz2NBE GKIFG |
think about is the use of th®age Up
andPage Dowrkeys. Use this in
conjunction with clicking the mouse
in the correct location, just like you
would use it in conjunction with the
arrow key method.

2) And finally, there is th&ndand
Homekeys which take yoaither to
the very end of your document or to
the first line.

2. Replacing Existing Text

It is possible to replace existing text as you
enter your new text. You must first highlight the text
you want replaced and then startliyA y 3 ® / | y Q1
much easier than that.

B. Editing Text

The ability to edit text after it has been
entered is at the very heart of word processing use
and is also the basis for its power in education.
Students can create text with éhfull knowledge that
they can edit the text in so many ways prior to
submitting it for final evaluation. When | was in
school, back in the dark ages, | used to hate to write.
We would write our stories in pencil and turn them
into the teacher. She/He wodlthen correct errors
with big red marks. The spelling errors were a real
thrill. I can still remember the feeling of getting a
paper back with red marks all over the place with
extra emphasis on the SP items. THEN, the teacher
g2dz2 R RNEBL) & ¢ suilents,2aKedoHte
your ink pens and rewrite the story on good paper
dzaAy3a &2dzNJ 6S4ai
written long stories and | am a lot of things but crazy
| am not. One small error and you had to start all
over again with a new, ni¢evhite piece of paper. |
wrote short stories. Very short stories.

On a side note, | am reminded of a trip |
took with my family to the Grand Canyon. We were
driving through a beautiful section of the area and |
noticed both of my boys were hiding their eyes and
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laughing. I inquired as to their amusement and they
toldmeli KS&@ RARY QiU gyl G2 2271 IThe ldsyfiek]lfpronfise. Ifyd Ghbvdzapod

their teacher would make them write about it when pointer to the left of the text and keep moving to the
they got back to school. left portion of your screen, yourBeamwill turn into
an arrow that points toward the rightinstead of the
How sad. Hopefully, through the use of normal left direction. Use this right pointing arrow
word processing, we might be able to instill a sense to select rows of text.
of enjoyment in the writing process. Studsrcan
spell check, edit, do peer review, use a thesaurus, _ E 1

and print out as many copies as necessary until it is
just right. Interesting thing;, this puts the

responsibility for good writing on the student. They I Introduction to I
are responsible for correct spelling and graar. ’

The actual lustory of word
4 earliest dajes of ram, corerr | £ f
the listerer. [Fthe sounds v
message. T hus began the hy
passed fror one generatior

1. SE|eCting Text carve. Progress. in terms of

It works really neat and | have learned to
like this feature. You can select line by line and this
makes it simple to select several paragraphs with
speed.

~s

{2 tSGQa t221 G 6KIFG SRADG
about.

One of the more common activities in
editing text is fixing spelling or typos. This does not
require selecting text in many cases and simply
requires the corect placement of theCursorto add
or delete sever_al characters. But, in most cases, you 2. Delting Text
will need to edit or format larger sections of text.
You might want to spell check a paragraph, move a
paragraph to a new location, replace existing text
with a newpassage. This requires selecting text.
There are several features that will help you in
accomplishing this feat.

Most people realize mistakes as they are
typing them and use thbackspace/deletekey to
delete the character preceding theursor | wear
this key out on my keyboard. A little known fact,
especially to Macintosh owneris, the fact that the
del key will delete the character just after the
Cursor So if you have some characters to get rid of,
from where you are to the end of the line, for
example, hit thedel key a couple of times. Works
great.

Most folks know that you drag theBeam
over the text to select it. For a letter, a word or
sentence this works quite well. But there are sdm
additional features that you need to know about.

Doubleclick on a word and that word will et tinle ch ¢ is al
be selected. Triplelick on a word and the entire ki De et'f‘g multiple ¢ aractelto t%Xt |s,a sc; PR 3
LI N} 3N LK Attt 08 astsoisAdPdS fA Ve P ¢ Uy KM &2 2
Hold down theCommand/Ctrlkey and click on a |mpprtant. If you want to de_lete_ it and no use It
word and thesentence will be selected. again, then | suggest you highlight the portion and

hit the backspace/deletekey. There are several
other ways of gettingridofthé SEG A F &2dz R2Yy Q
intend to use it again. Th&learcommand, found
under Editwill do the same thing as hitting the
delete/ backspacekey. You will also finGutunder

the Editmenu but this does something with the text
you are trying to delete. It placéke removed text
onto the Clipboardand this may not be something
you want to do, especially if you have something on
the Clipboardthat you want to remain thereThink
and be a little careful.

A few more tricks. If you have several pages
to select, the best way is to move to the point where
you wish to begin selection and click to position the
Insert Point Holding down theshift key, now scroll
down to where you wanthe selection to end, not
letting go of theshift key, and click where you wish
it to end. Everything between the first click and the
second click will be selected, only if you continue to
hold down theshift key. If you need to select the
entire documet, then Select Allor CommandCitrl +
Ais your best choice.
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Fom: 2[X|
W] ASSIGNMENT 4.1 o el
= Wegular I1: _
Imes New “oman malic e
Let me take this opportunity to give you a is"n“ el SR M
major warning. Deleting text is a very important skill et oo rderine s
but you must make sure that is what you want to e =1 =

happen. Highlighting text is a dangerous business on
the computer. If you have the entire document
selected ad you happen to hit one of the keys on

the keyboard, you have just replaced the entire

= aadoe | seeall mps
[ all eaps
b [ thdeer

document with a single letter. Be careful when you times —
have text highlighted. Know what you are doing and 120 3 el ot a2 v eage i ot ek ped
always remember th&/ndo option. | =]
3. Formatting Text W
ASSIGNMENT 4.2

Not only can students edit the contents of
their document so it reads well, they can also format

the document so that it looks good. Formatting text b. Size

has become a popular American sport. People love

fonts and | have to admit to a collection of seale Sizeis another option that is quite
hundred fonts. The critical thing is knowing when to straightforward.Sizecan be determined on the
use them and determining what best fits the 12 -

situation. Formatting Toolbar , the formatting

palette, or by usingth€orii X 5Al 23 . 2E®
| remember a principal at one of our

elementary schools who, years ago, got a Macintosh
computer. He fell in love with the idea of fonts and W ASSIGNMENT 4.3
started a crusade to collect fonts and was so proud

of his collection. He decided to put out a school

newsletter and true to form, he used almost every c. Style
font he had in that letter. The school newsletter
looked like a ransom note. Most of us are familiar with the standard
Styleoptions,Boldface Italics andUnderline The
a. Font big three are normally available as buttons on the

Formatting Toolbar
Everyone knows how tchange fonts these
RFea a2 6S 62yQi o0StIF02N 0KS LRAy*~ »
is to use thePop-Up list that appears on the B I
Formatting Toolbar

(74

SraasSald ol @

U

With the advent of modifiabld oolbars it is
not always a given that the big three will be there.
You may need to add those buttons if necessary.
And, you can always add some additioSafle

Times Mew Foman ~ 12 -

If you want a little more overall control, options if you like.
then you will have to highlight the text you wish to
modify and pull dowrFormatto C 2 y ldeXe you w
have control over all aspects of your font formatting. ASSIGNMENT 4.4
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Pull downFormatto C 2 y @an&you will
find an additional sebf Styleoptions that are quite
nice. You now have options that will allow you to
change the underline format, font color, as well as a
list of otherStylefeatures such aEmbossand
Engrave Play with these to get familiar with the
20 KSNER® 2 §tolspeddl yh@h maieRihe/
with these options.

Font Character Spacing

Fant GEFS3ENT )| et ettocs |

Notice the tabs across theont... Dialog
Box The second tab Sharacter Spacingrhich
contains choices for the amount of space provided
between letters on your page as well as raised or
lowered text. This feature makes Word a very
powerful publishing software in addition to being a
good word processor. Usirgharacter Spacing/ou
can adjust the spacing between characters so that
the document will completely fill a line or page.

rem U Teut Citects |

Scale: [120% =]

spzcing: |Ncrmal = e [ =]
Fosticn: |Ncrmal -~ #: | =

-= Foirte and adova

[ Kerning fur funls:

Expanded by 3 points
Raiiedh}.- 3 points.
W| ASSIGNMENT 4.5

The last tab iFext Effectswhich does not
have much use unless someone is going to read your
text off the screen. Text simply will hepakle once
Al A& LINAYGISRO®
it out. (Joke)

W

ASSIGNMENT 4.6
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Format Palette

TheFormat Paletteis available on the
Macintosh and works just like tHeormatting
Toolbaror the TaskPaneformatting option in
Windows. The negative on the side of tAéndows
Task Panés that it only shows establishegtyles |
really like theFormat Paletteand find it to be a real
time-saving tool. You can easily expand any of the
categories, make your Etion, and put it away.
Truth is, you can certainly creatéd=armat Palette
on Windows if you drag thEormat Toolbarof the

Toolbarand make it dPalette> 6 dzii A G 2dza G
work as well.

C Formatting Palette

¥ Font

Style:  Normal v

Name: Times New Roman ¥

Size: 12 ¥ Font color: [

B /7 U § A A,

and v

ABe 2B | AR ‘;{_‘,\

| - . -
s a

Lists: 2«
b Alignment and Spacing
P Borders and Shading
P Document

Formartting Palette
= Font
¥ Alignment and Spacing

Horizontal.

Line spacing: |§55

Orientation

Paragraph Spacing
Before: Opt 5 After: 0Opt
Indentation
Lefr: O°

First: 0" -
p Barders and Shading
# Document

LNBSOWRERTRBENE  yR 2 FSNJ
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& Formatting Palette

b Alignment and Spacing
¥ Borders and Shading

Borders

Type: Style:
Caolar: Weight:
Shading

Pattern: [ Clear v

Color: Fill calaor:

P Document

Formartting Palette
> Font
P Alignment and Spacing
» Barders and Shading

¥ Document

Margins

Left 1" v Top 1" -

Right: 1" Bottom: 1 v
.

Header: 0.5" & Footer: (0.5

Gutter: 0" + . Mirror margins

Layout

Show: S 1[

Style

We need to come back and revisit theyI6t
option. Earlier, we looked at the three main font
styles but in this case, the word Style refers to an
entirely different thing. | wish they would have come
up with a different descriptor because it gets
confusing when you talk about Style.

It is possible to creat8tylesand then apply
them over and over to your text. In fact, this is the
single best way to ensure continuity throughout your
document, or even a set of documents. UsBigles
you can be assured that all major headings and
subheadings will be the same font, font size, and
have the same indent setting.

When you are ready to establish formatting
for your document, you need to take a close look at
the Stylesyou are going to useMake sure body text
is as you want it to be (font, size, indent,
justification, etc.) and make sure that all headings

and subheading options are set correctly. Then, as
you go through and format your document, click on
any portion of a heading and cliok the correct
heading option from theStylelist.

What makes this extremely powerful is the
ability to go back and modify th®tyleformat and
Word will automatically go back and reset all text
usingthatStyleF 2 NY I 4 (2 GKS Y2RATASR
sayyou have just completed a document using
Times Roman size 12 and you find out that the other
folks, working on a collaborative document, have
used Courier size 10. If you have used $itdes
feature, you can open th8tylesdialog box and
make the changand your entire Body Text will be
converted to the newstyle Otherwise, you are
going to have to go back and highlight each
paragraph and make the change. Same thing applies
to headings. Select yo@utline Styleand stick with
it.

Really a very powauf tool.

Format Painter

Now is an excellent time to bring up a
rather unknown yet great formatting tool, the
Format Painter. This little button resides quietly next
to the Paste button on the Standard Toolbar. This
little Paint Brush is as good as aszent wrench in
the old toolbox. The purpose for this tool is to copy
and paste formatting from one section of text to
another. Here is the caveatit copies and applies
not only the font and font style format, it also
applies the margins, indents, andl ather Styles that
you have selected for the text.

Here is how it works you first of all place
the Insert Pointamong the text of the format you
wish to copy. You can also highlight a portion but
that is not necessary for this to work. A single click
on the FormatPaintericon will copy that format and
hold it in memory. You now go and find the
paragraph or heading upon which you wish to apply
the copied format, click anywhere in the paragraph
and click on thé&-ormatPainterone more time and
Viola! Ohce you click, the icon becomes gray again
which mears that it has finished its job.

W| ASSIGNMENT 4.7
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But, what if you want to copy a format and
FLILX &8 AG G2 YdZf GALX S
have decided to change the headifumt size and
indent on several headings in one section of your
document. Modify one of the headings so that it
looks exactly as you want it to, then click twice on
the Format Painter. The icon will become a little
darker which indicates that you camow click on
numerous portbns of text and the style will be
applied at each mouse click. To end this process, you
will need to go back and click on tRermat Painter
once to end the cycle.

4. Copying/Moving Text

Part of editing your document can require
the moving or duplicating sections of text. This is
INBFG F2N) addzRSyida airyoOos
over again simply because a sentence or paragraph
is out of place. Even if a word is in the wrong place, it
is easy to make it right.

a. Clipboard

Most of us are familiar with the Clipboard
and how it can be used to copy or move text or
images from one location to another. What is
important to know here is the fact that the
Clipboardwill only hold one itemCopyone
sentence onto theClipboardand the gaphic that
was previously there is gone. One item only.

- e

The-C]ipl; AT

Cut E—
= > Paste

Copy e

The use of the€lipboardrequires a decision
to be madeg Do you want to make a duplicate copy
of the selection or do you want to move it to a new
location? Or, do you simply want to get rid of it?
you want to duplicateCopy), then you will use the
Copycommand undeEditto place the selection
onto the Clipboard If your intent is to move the
selection, then you will need to use ti@ut

4 SOl roxhg Blipdaid ( SEG @
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command. Either way, the selected portion is moved
[ SGoa at e

Now, what do you do with it? Since it is
setting on theClipboard your only option is t&Paste
it. Place youcCursorat the correctinsert Pointand
pull downEditto Paste Truth isthere is another
thing you can do with the text that is on the
Clipboard If you have no intention of using it at a
new location, simply leave it there and the next time
youCutorCopya 2 YSUKAY AT Al oAt
hurt anything residing on th€lipboard In addition,
you canPasteas many copies as you like since it
remains on theClipboarduntil you Copyor Cut
something else.

| strongly recommend that you avoid using

{he Edé pulidgwn dlénu. K singply taleg toogofig. NJj

You do have buttons orhe Standard Toolbafor
these actions and they work pretty well. But, best of
all is the keyboard command input using @&l + X
(Cui), Ctrl + QCopy, andCtrl + V(Pasté. (For you
Mac users, simply substituttommandfor Ctrl) The
fastest method byar.

b. Drag and Drop

There is a new feature that has cropped up
in the latest versions of almost all software including
word processingDrag and Drogllows you to
highlight text orObjectsand drag them to a new
location. You must select the section©bject first
and then move your pointer over or near the edge of
the selection so that it becomes an arrow. You can
now drag the selection to a nelmsert Point This is
marvelous. So easy and logical. Beats scissors and
glue.

Uil IR IEEE, LI LEIIN UL LWILLEE UE BLY LAEL
P

F
From Wz ealiest ties, huans also tred to o
being drawings. These drawings carried the e
explore these early dwellings, we find meaning
Informaton collection nowr had form and the ¢
g6t patint

The advent of 2 written language took place ral
a matter of converting sounds into symbols th
Hieroglyphics were one of the first efforts to ¢
was uniformn and had strocture. It took many
by an aversge person, to be developed. This w
great cralizations resulted from this growing x

But, | have a little dessett add to that
main dish of a feature. If you hold down the
Option/Alt key, when you drag the selection to a
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new location, the original will remain where it is. You
are now copying instead of moving. WOW!

Open a new document and enter a few
short paragraps. Play with this until it makes sense.
It is quite Igical and oh, so very valuable.

ASSIGNMENT 4.8

C. Storing and Reusing Text

1. AutoText

There is a rather neat feature connected to
the AutoCorrect Dalog Boxthat you will find very
useful. AutoText allows you to store a sequence of
text and use it over and over again. It might be a list
of names or a phrase that you use a lot in your
writing.

| v mal ¥ Ty

faTEE ‘ Atol crmat ] smt lags

v Show ALmZe oleze sujgestions

I¢ 2zoapt T2 sLiciomdless eLgceston, frass sre”

Ado
| [ e |
[ e |
— show 1ealbar

“rev

2
Fresno Pacile Universily

oK Lance

Any time you type something over and
over, it is wise teset it up inAutoText This saves
time and also insures that you do not make typos, as
long as your original is correct. So, if you use phrases
repetitively, copy those phrases infautoTextand
Word will automatically enter the entire paragraph,
if needbe.

The best way to add text tAutoTextis to
highlight the text in your document, pull downsert
to AutoTextand click on thutoTexttab at the
top. A single click on the Add button will add that
selection to your list.

From now on, when you typée first few
letters of that phraseAutoTextwill kick into gear.
Press€Enterand the phrase is inserted.

But, you also need to be made aware that
this can drive you absolutely crazy and for some of
us, that is a very short trip. Every time you start
typing some of the letters, Word will want to give
you the option to uséutoText So, when | start
GeLAyYy3IsT a¢KS | RGSyldzNB
up with theAutoTextT dzy OG A2y @ 52y Qi
portions of text. It can become overbearing. Besides,
you can shut off this feature with a simple click in
the box in the top left corner which shuts off the
AutoCompletesuggestions.

6S3l y¢
|.

W
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D. Proofing Tools

The most powerful features for educators
and students are th@roofing tools that are included
with Word. Proofing tools puts the responsibility of
good writing where it belongs, on the student.
{GdzRSyGa R2y Qi tA1S Gdz2NyAy3
errors. They would prefer to catch all these mistakes
before they turnthe paper in, not after. Proofing
tools provides them the power to evaluate their
work before submittal. Besides being good for the
student, it is good for the teacher as well since it
frees up their time to focus on structure and
content.

1. Find and Replace

I may be silly but I have always liked this
feature. | have used it many times to create
Crytograms, where you take a body of text or
spelling list, and replace all the letters with other
letters. The students then have to figuoat the
code. | also like to use this in some form lettetsut
you need to be a little careful here. Simply replacing
the name may not be good enough especially if you
are dealing with different genders.

Even though thé&indand Replaceare two
separde commands under th&ditmenu, they open
the sameDialog Box |t is the tabs at the tophiat
separate the two functions.

Page 22-
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Findallows you to locate a word or phrase
somewhere in your document. If you want to find

2dzi g KSNB
GKSy GeéLls Ay

82dz O ¢ 109 Ri AM20y2¢dzi
G2NRASYGé

Iy R

now, Word has raised the bar and included features
such as sounds, certain punctuation, styles, whole

words, even wildcards.

Find and Replace @|@\
Find | Replace | goTo |
Find what; [ =]

[~ Highlight all items found in:

Search Options
Search; il -

I~ Find uihole words only

I Use wildcards

I Sounds like (English)

[~ Find all word forms (English)
Find

Format ~ ‘ Special ¥ ‘

1 O] e

This is all useful but I think I am going to let
you playaround with some of these features to
figure them out. No need taking up more space in

this manual.

Replacethe second tab on th&ind and
Replace Dialog Bohas the same features &ind
but includes alrext Entry Boxvhere you can enter a
replacement ér the text that Word finds. You can
decide to go ahead and change every occurrence in
your document or do it one at a time so you can
decide individually. That is what theénd Nextis all

TEC920 Word 2003

2. AutoCorrect
a & NoERereislsonfetNifigInét you will either

lobelor Hat& & dZikRhadndidRsedt &ideNJ G SE G @

watching your every move, waiting for the slightest
SNNBENE NBEIFR& G2 GKNRg A
quite that bad but if you are sensitive to criticism,

this feature may put you over the edge. Truth is, you
can always turn it off anavethe last laugh but

then again, | think théutoCorrectwould have the

last laugh when you put something out that had
errors in it.

AutoCorrect: English (U.5.)

AurTedt

Avwlurad

AutoFoma: Sart Tags

SUTOFOIMET A 00 T

¥ Sl A eSueseed Gp v e

[ Cartact T THIEAl DA | Exzepticns...
Captwlize Arst =tee of seatarnas

Captwliea Arat stee of baha call=

Captmlize aames of doys

Corradt acz deatal ustge of CcAPT LOCK key

=

Teplace test as you type
Teplece: W (F ."

|c':p1ld

qrenp s

Jruna Jrovip

Jngas roups

rese o -
B[ acE Lzles |

[ Butorratzally use suggesdons Ton 4z sae g chacker
oK Carzel

about. AutoCorrectwill identify mistakes as you
make them, both spelling and grammatical. Spelling
errors are identified \ith squiggly red underlines and
o e | e | grammar is green. Word can correct your typing if
o B z you mistakenly add two capital letters at the
et [ = beginning of a sentence eapitalizeit if you forget.
There is so much this can do for yatiis amazing.
Less & ‘ Replace | Replace Al ‘ Eind Next ‘ Cancel ‘
Acdidant
This works great for younger students who | Accdent |
dza S G KSAH @RUNR fafy GKS GAYS Ay (K¢ Arcidents tKSe
can choose a different word and selectively change Ignare Al
some of the occNNBy 0Sa 2F WyAaAO0SQo 2dz to Lctznery
AurnCor=ct v
Longuage -
W] ASSIGNMENT 4.10 e
I Pastz
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AutoCorrect Optionss found under the
Toolsmenu. It opens ®ialog Boxon which you can
make lots of choices. There are four tabs on this
AONBSY 0SSOl dzaS GKSNB |
a look at the various options.

NI

3. The AutoCorrect Dialog Box

The first option is the AutoCorrect tab. This
is the one that will fix capitlizatioproblems and will
automatically correct any spelling errors that are in
its list of fixes. There is a very long list of AutoCorrect
Replace words and you can add more to it if you like.
L Yradlr|iSyte SyGdSNBR
! OOA RS Yy ickkedch the woNlTard K i
selected the correct word.

This adds that variation to the list so that
GKS ySEG GAYS L GeLsS Ay
automatically fix it for me. Really a powerful tool. |
KISy G2 KIF@S + KSI @@
instructed Word to fix those words | have difficulty
with. | also get typing so fast that one finger will hit
the key slightly faster than it is supposed to. | type
GKS 62NR G3INI KLIAOE £ ¢
ldzii 2/ 2 NNBOG G2 OKIy3aS A
having to go back and make the change. Getting
mighty close to Artificial Intelligee-L Q@S 32
already.

W
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a. a) AutoFormat as you
Type

This option is not as powerful but has some
nice features. You can use smart quotes so that your
work looks more professional. You can have it
automatically configure ordinals such as 24th.

ALFurel

St Tets

Altol oMt A5 Y30 Iype

vl wilh s el vunles”
" trdinals
[+ rrertions
" Hyphens ¢ 3
I "Buld™ a1l ilalic_ U ‘<l luimalling
I* imterazt and netwerk paths vt hyaerinks

ANy 7= van type
F Al coleles e
I futcrwic -ombered ists
 Borcer nes
[« Tahles
I Buil-in Headg slyles

Astomatical'y o= vou type
[+ torrzz begmning of st item ke the === 22fore t
| st #f ore Test Indert wits mhs and hacksprees
I i <yles based on your Fymalls g

sonat
Frnetian chaemrter (1)

a! OOARE y i

G ¢

6 K §0 AN

b. AutoFormat

AutoCorrect

hid L

é 2 Y I A Correet | Anmlormes As You Tye

Autororma:

Amiet

smar acs

[+ Temremeint
[+ ohar paragraps syles

star lists

eplace
¥ Shaighl ol sl el 1w
rarecn
“2aticn character ()

You got me. It is almost the same as the second

tab. Look for yourself.

al OOA RiJA%fo?exf‘ KS O2YLdzu SN gAff

TA \)(/eEI d?sé\lujssgdz Autlo‘l' exrt<ir|i t?esprevious
section. Justemember, this is a great way to have
Word enter sections of text that you have to enter

asis. It ng\| teve %e 8 Baéagraph if
u wish_jt %B hj s greaﬁwa 1Q Savs
L}/gimmen s'Fg]gaEr més GentAvork f%r%a(int Ie’B{ers

W e

5. Spelling

Spell checking is a wonderful feature.
Teachers should get on their knees and thank the
good Lord every night for giving someone the smarts
to create a way of checking spelling in this way.
Before the addition of spell checkers in word

processing, the teacher was the spell checker. Essays

would be graded and red marks (you remember
those) would be placed by each incorrectly spelled
word. In most cases, the student would get the
paper back and find they had, say 6, spelling errors.
ThestuSy i 62dzZ R arex al! g3
paper away. Absolutely no learning took place there.

With the advent of the spell checker, the
spelling now becomes the responsibility of the
student, where it really belongs. It is the student that
must make sure the word is correct. The computer
does not correct it for them, in most cases, it simply
identifies unknown words and asks the user to select
the correct word from a list. Good spelling
AYyaiaNHzOGA2y Ay Yé 02210
checkers. Insist that each paper be spell checked
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with it.

A a

This is a good way to teach spelling. Turn off
the AutoCorrectand purposefully misspell this
$SS1Qa alLlsSttAy3
each word and pick out the correct spelling of that
word. It works.

Pull downToolsto Options/Preferences
click on theSpelling and Grammaab and the
following options will be available:

Security Spelling & Grammar ‘ Track Changes

Spelling
IV {Check spelling a5 you fypel
| Hide spelling errors in this document
[v Always suggest corrections
I Suggest from main dictionary only
[ Ignore words in UPPERCASE
[v Ignore words with numbers

[ Ignore Internet and file addresses

Custom Dictionaries...

W
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Now for something very interesting.
Microsoft has included a Spanish dictionary which
means you can switch the language to Spanish and
select the Spanish dictionary. You will find a variety
of dictionaries included in the Value Pack that is on
the CD. It is in th@roofing Toolssection.

6. Grammar

This one is not as hot as spelling since there
are so many ways of saying things and sometimes,
22NR R2S8SayQd 3asi A
what it considers bad grammar and you have to
make a decision as to tell it wieeto get off. In so
many cases, Word is correct in its analysis.

Grammar

[¥ Check grammar as you type Writing style:

[ Hide grammatical errors in this document W
[# Check grammar with spelling
Seftings...

[ Show readability statistics

There is one feature of the grammar check
that I think is rather neat. When you have finished
checking the grammar, Word will provide you with
some statistics regarding what it checkétluding
the number of words, sentences, and THE
READABILITY LEVEL! Yes, the readability level based

GdzZNy SR Ay o 5 dytheFledckidcaidiréading devetizRnSaging a sb@dS i |

TEC920 Word 2003

gl
grader who has written an essay and checks the

grammar only to find out it was written at about the

2nd grade level. Now, | will grant one argument to all

you English teachers out there, that the measure of

fAadoe ¢KS witinglah6t Yased onvieadabilityyeRes Buf 2 is dn2

indicator of the level of language use, of compound
sentences, of adjectives and adverbsagimg this
alYyS adGdzRSyild 6K23x gAlGK2dzi | ye@
goes back and works at his writing. The next check

aK2ga A0 Aa G GKS nédK 3INFRS
thatto eachone ok 2 dzNJ a G dzZRSy a4 Q LJ LISNA
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7. Thesaurus

| love theThesaurus| use it all the time.
There are two ways to make use of thhesaurus

The first way is to use th@ontrolkey/right
mousebutton when you click on a specific word.

s e

Ea Copy
— | B Paste

A Font..
=7 Paragraph...
i= Bullets and Numbering..

_J DrawTable

error
blunder
erratum
fault
inaccuracy
misprint
oversight
slip

At the bottom of thePop-Up command list

NJA 3 K O @il bedgthondnmibvhdréyouicKnSebsly séledta KA I K A I K 1

different word from the list. Again, | recall all the

AAEGK 3INYRSNB GKIG t20SR G2 d
their writing. With theThesaurus| could have had
GKSY 32 GKNRJZAK FyR FTAYR #2NR

describe peoplend things. Good vocabulary
development there, folks!

The other way to use th&hesauruss to
highlight the word and pull dowmoolsto Language
and over to¢ K S & | dANsHzil ¥pen the following
window, which gives you a few more options than
simply alist of synonyms.
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Thesaurus: English {US)

Looked Up:

Replace with Synonuym

[Mistake

)

[error

Meanings:

error (noun) -
misunderstanding {noun)
err (verb)

Antonyms

Related Words

error
blunder
erratum
fault
1naccuracy
misprint
owersight
slip

tupo

E. Special Symbols Shortcut Keys

Replace | || Look up || [ Cancel | [Previous

Another powerful tool for you to use in
helping students develop their vocabulary, their
writing skills, even their reading skills, as st®ll see

in the next section.

W

I know this will sound crazy but yes, Word can
read your work to you. You can even decide which

ASSIGNMENT 4.14

8. Speaking Selection

— 21X
Symbols | Spedal Characters.
Foat: [(normal t=xt) =] subset: [Geometric Shapes ~]
T [ = 2T ™
[ T IEIEA - EEE=NEAEE
ole|o o @2l e s v e|]|F |
HEEENERER A
Recently used symbols:
[o]a[e]«]¥]e]@[n<]#][<[>]-] | [
BLACK SQUARE  Character code: [2540 froms [unicode (nex) -
autoCorect . | shormtkey. | Snortcut key: 2520, &
Insert Cancel

If you pull downinsertto Symbol.., the
window above will appear. The font happens to be
Symbol but it could just as easily be Monotype Sorts,
which provides a vast array of graphic symbols.

Notice theShortcut Key..button on the
Symbolwindow. Click on this button and the

voice you want to listen to. Highlight the text you e
want to have read and pull dovifools to Speak

Selection

That 6s it. |t

better than nothing.

may

not be...

The Windows side of the house really has not

introduced this option as part of Word. The

Macintosh side has this feature as part of the feature

list.

Now, what do you do with this option?
Students develop oral language much mguékly
than written language. They will hear errors that they
would never see on a written page, particularly those
students that are somewhat new to the English

otz Kb

following window will appear:

]

I have chosen Monotype Sorts font, shown

language. What a wonderful tool to put into their

hands. Let the computer read it to themtlsey can
errors
even scan portions of the textbook and have the
computer
powerful stuff. Learn how it works and put it to work
in your classroom tomorrow. And sit baakd watch

hear

t hat

read it to

your students take off.

To pick another voice, pull dowhools to Pick
V o i cand choose your speaker. | loMysterical
this i

but
setting.

snot goi

t hey

ng

don

t hem

in the lower left, and have selected the large bullet,
shown to the right. | have entered the keystroke
Control+9 If | click on théssignbutton, this symbol
will be assigned to that keystroke combination and
every time | hitControl+9 | will get the large bullet.

Now that we have gotten this out of the
by, it isSnSp8r@rft o fedlize What tRid mledh& for YO U ¢C
you a@ a teach?r H]erF |3/\mr¥ to adg %II the achnt
marks you need {6 in your WOrK. If you tedch a
foreign language and need accent marks on letters,
it is here for you; & & é & &. Your call. And, if you

teach math and need the division mark, it is available

to

t he

- +. You will just hee to find it and if you are going
to use it a lot, set it up as@pecial Charactewith a
keyisteoke ¢gombination.

nstructi

Mac users, use thKeyCapso find the keys
we are talking about. You do not need to open a
dialog box to insert these special charactetseyr
are already set up with a keystroke combination.
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V. Working with
Paragraphs

A. Concept

A paragraph is defined by the text that
resides between two returns or paragraph markers.
Users of word processingeawell aware that you do
not hit the enter or return key until you have typed
all the text for a specific paragraph. There are certain
formatting options that can be assigned to
paragraphs but they must apply to the entire
paragraph, not just a letter, wd, or sentence. You
will understand this as we move through this
section.

B. Margins

Marginsare invisible lines on the left and
right side of the page that establish the border or
horizontal limitation of text on your paper. Normally,

TEC920 Word 2003

E C
" which in fact is three items, two
triangles and a square.

250ttt G NBSGmaker8rst NA 3 K {
since it is the easiest to comprehend. The right
marginmarker sets the right boundary of each
paragraph. Each paragraph can have a different right
margin but no single paragraph can have more than
one margin setting. The margin is set by moving the
right marginmarkerto a new location on theuler.

- IRRNERES ERENERRE IRRRRRRE IRRERRRE TRRYRES SERNRRRYINRY
Let’s talk about parsgraph margins first. These limits are set by

markers located on the muler at the top of your word amea. When

o first open a blank document, wou should find & marker at 6.5

at the fght which establishes your dght margin. To the left of the

ulex, at 0", wou will find the left margin marker which in fact is

three iterns, two triangles and a 2quare.

“We'll target the right margin markex first since it is the easiest o comprehend. The right margin
marker setz the fdght bonndary of any parsgraph. Each parsgraph can have a different right
margin but no single paragraph can have more than one margin seting. The margin is set by
moving the rght margin marker 0 a new location on the roler.

g---I---]---I---2---I---3---I---4---I- et

Let’s talk about paragraph margins first. These limits are set by markers located
on the raler at the top of wour word avea, When you first open a blaok docwment,
o, shovld find & marker at 6.5 at the dght which establishes wour dght
wargin. To the left of the roler, at 0, you will find the left margin marker

Y I

dzaAy3 Iy yopé E mMMé LIASQOS vibmietshmimms mumebeodasgan. " L, 9 f A 4K
YFENBAY |G GKS §tSTG 2F mé YR I YFENBAY 4 GKS NRIKG 27
MéZ B&2dz KIS ONBFGSR 462 AyOKéa 2F LI LISNI GKIG Aa 27FF
fAYAGa G2 GSEG a2 GKSNB Aa sihgfe@'eﬁw%%ﬁi@ﬁsio@tvet’fﬂ f NMz § Ay
which to place your text. |dent|f|e by the coloration.

There are twdinds of margins. There are
margins that affect only a selected paragraph and

B e 2 3 4 5 6 o T

there are margins that apply to the entire document.
It is important to understand the relationship
between these two margin settings so that you can
make your documents work fg/ou.

1. Paragraph Margins
[ SGQa (pkragtaphtmargintidst.

These limits are set byarkerslocated on theruler
at the top of your word area.

SR Y TR TR EEEE TR R R TRRTERRT SRR ERRT TR

When you first open a blank document, you
should find amarker | G ¢ th@right Which
establishes your right margin. To the left of theer,

Fd néx @2dz gAfmarkerAy R (KS

The white area of theuler is the portion

that fits within theGlobal Margins which we will
talk about in a moment. It is posde to drag the

right marginmarkerto a location outside the
limitations set by theGlobal Marginsbut this is not a

wise move. In the next section, we will talk about

how you might modify the darker gray area of the
ruler.

Since a paragraph can havelyone margin

setting, you do not need to highlight the entire
paragraph to change the right margin settings for a
single paragraph. The location of yawrsor, the
flashing vertical insert point, within a given
paragraph identifies that paragraph as skl and
any movement of thenarker will affect only that

fp@e:qgr@ph \}f y%ﬁ/angto modify more than one

paragraph at a time, you will have to highlight all the

paragraphs and then move thearker.
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éll'l'”1'”II”Z'“II”S”II'”4'”“”5'”‘5'
Let's talk about paragraph marging first. These limits are set by markers located w
o the raler at the top of your word ares. %When you first open a blank document, ASS I G N M E NT 5 1
300 shovld find  marker at6.5" at the fght which establishes wour fght margin. .

Ta the left of the Talex, at 0", you will find the left margin marker which in factis

three items, tor0 tiangles and a square.

e 'll target the right margin marker first since it is the easiest o comprehend. The

right margin marker sets the right bonndary of any paragraph. Each paragraph can NOW tO the dlfﬂCUIt pal’t. The tWO triangle
i diffe iz h in'lb ingle h har than . . .
i seting. The i s 51 Ly Mt e HEt motein marker 1 o 1w markershave a unique relationship. The toparker

location on the raler.

affects only the first line of each paragraph.

If you want to modify the right margin ]
setting for theentire document, then you will need
to select the entire document by using
Control/Command+Aor pull downEditto SelectAll.
Any movement of the right margimarker will affect
the entire document.

First Line [ndent

The bottommarkerimpacts the remaining
lines.

One of the more difficult topics to o
understand is the i@ marginmarkers Since there &

are three items and their relationship is so critical in :
ASGGAY3T GKS LI NI} INF LK YENBAyas A qLoanoingindent) o «o X 34NB
out exactly how you might use these puppies.

o ’ _ _ . Inother words, when you start a new
[ SuQa FTANBRG 2F Ftt O2ydaraglapitd sentdrr retufh She firgdt mhé o¥J

box that resides under thiwo triangle shapes. that new paragraph will begin at the location of the
top marker. All remaining lines of that paragraph will
e begin at the location of the bottormarker. If you
stop to think about this, it is really cool. If you move

GKS (2L YINJSN (12 odpés @&2dz
for your paragraph. If you selected your esti
document, you could indent the first line of each

If you put the very tip of your pointer paragraph by moving one littimarker.
arrow inside the box, you can drag it to a new

location. Grabbing the box will move both the 5
triangles with it. So, if you need to change the left LA B

Left [ndent

YENBAY G2 ™mMé AyagélthRbor ¥ GKS RS Let's talk about parse
Fd GKS o026GG2Y YR RNF}3I AdG G2 0 lgcakdonthe mleratthetny UGKS

ruler. Only the current paragraph, or highlighted docuiment, sou shovld find &

paragraphs, will be affected. right margin. To the leftof th

which in fact is three items, t

'5'2' el target the right ;

, ‘ comprehend . The right margi

The actual history of word processing goe: Each parazraph can have a di

earliest days of man, coraraunication was | more than one margin setting

the listener. [f the sounds were not conect 3
message. T hus began the history of langus mATKET 1D & 1§ location on
passed frow one generation to another in )
cave. Progress, in tertas of a cultwe or ofvi

[From the earliest times, ks The reality here is the fact that you should

first atterupts being drawin: type all your text with no indents. DO NOT TAB THE
and even today, as we expl: FIRST LINE OF YOUR PARAGRAPHS! This is a mistake
that appeared on the walls made by many wat processing folks. Truth is, you

people was passed on o th can set the margimarkersbefore typing and the

currentruler setting will follow you all the way
through your document. Or, you can do it aftgou
have typed all your text.
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ASSIGNMENT 5.2

What will happen if you drathe bottom
markeri 2 ®p ¢ = Ay anarkel? Well2tRis G K
is rather interesting in the fact that you will get a
hanging indent There are many occasions when a
hanging indentis exactly what you need but if you
R2y Qi 1y2¢6 K2g lendvantageofi =
its capability. This is very effective with bullets,
numbering, keywords. The bottomarkercan be
dragged anywhere on theuler which makes for
some mighty awesome options.

S

Il?lllélllllllzll
Let's talk ahout paragraph i
located on the raler
open a blank docums
right which establish

0%, =0 wrill find the
items, two fangles

We'll target the rght margin
comprehend. The rig
any paragraph. Each

o 3ingle paragraph
mArgin is set by mos
on the Taler.

This works great for documents such as
resumés. Théanging inden works perfectly and
you can always go back and adjust it if you are not
satisfied with the results. Set tHenging indent
markerl G | NRPdzy R Hé = SydaSN (K
hit tab to move to themarker.

A T Gt T FRR I el 6o

Exzperience
Teacher - Hilldale T taught 6 grade ot Hilldals Elementary for 7 pears. While thers, 1
was directed the SpOrE activities o campus and was an active
member of the Parent TeacheT A330ciation.

ASSIGNMENT 5.3

If you drag using eithehe top or bottom
triangle marker, they will move individually. If you
grab the lowerbox, the two will move together, in
whatever relationship you established. That way, if
you want to move your text in a little from the left,
you do not need to move botthe markers just the
box.

TEC920 Word 2003

2. Global Margins

Global Marginsare different than
Paragraph Marginsin fact,Global Margindmpact
Paragraph Margindut ParagraphMarginshave no
impact'ohGlobal MarginsGlobalMarginsare the
marginsettings for your entire document. It
establishes limitations at all four sides of your paper
as to how close the text can come to the edge of the

Dandt Your¥r&gthphiidrginsmust stay within the

Global Marginsyou have established.

[ SGdQa G 4rewblankddcarentl G
that you open. If you have not modified thiefault
aStiAy3as ( koNdSMadgiidt ézciR
edge of the paper. This provides a section on the
LI LISNJ Ay 6KAOK (2 SydSNJ &2dzNJ
ddzo G NF OG H & TNERY mMovE K LyFoR 2 dz ¢
print any closer to the edge on any side, you are
going to have to change thelobalMargins

0S8 mé

To adjust theGlobal Marginson the
Macintosh, you must pull dowRormatto
Document...To adjusiGlobal Margingn Windows,
you mustpull downFileto Page Setup. Either way,
you will be able to change the margins that are going
to affect the entire document, not just a paragraph
or two.

Margms‘ Paper \ Laynut\

o B = s

Left: | Right: 125" =]
N . ; Gutter:  [0" =] uter postion: [k~ | ; .
S R U oteroin u FyR

- co— o B

Default.. Cancel

LF @2dz Y2RATFE (KS NRIKG Y

Opé X GKS ¢ Knlérdill honBxtendzoF & 2 dzNJ
T¢ AYyadSIR 2F copé , 2dz KI @S |
to the print area on your page. Adding additional left
and right space will always add white area to the
rightend of therulera A y OS A0 R2Say Qi YI 1
32 fSaa GKIFYy né¢ 2y GKS tSFio
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Once you have changed tlidobal
Margins you can now move yoWwraragraph
Marginswithin your new imitations.

W

ASSIGNMENT 5.4

C. Alignment

Each paragraph can have its own alignment
but no paragraph can have more than one
alignment. There are four different alignment
options in WordLleft, Center, Rightand Justified
The default id eft since almost all the typing you do
will be aligned to tk left side of your page. But,
there are times when you need to align your text
differently. You may want t€entera title, Right
align a date or your name. If you are publishing a
document of student work in columns, you will
probably want toJustifyalign the text so that it
looks more professional.

Only the paragraph(s) that are highlighted
will be affected by a change in alignment. To change
the alignment, four convenient buttons are available
on the Toolbar for you to use. If they are not on your
Todbar, move to the section for adding buttons and
get them up there.

| like them onthe Ruler Toolbarather than
on myFormatting Toolbar Highlight the paragraphs
FYR Of AO] GKS I LILIINRBLINRIFGS

The second way to modify alignmerit o
paragraphs is to highlight the paragraphs you wish to
change, and pull down Formait | NJ 3 NheteJK X
you will find a popopen box that will allow you to
change alignment.

There is a vertical alignment option as well
but this is pretty much limited t@ables

W

ASSIGNMENT 5.5

D. Spacing
Ly

and we either single spaced or double spaced. Now,
you have so many options it gets confusing. There
are two types of spacing that we can moditye line
spacing and the space between paragraphs.

1. Between Lines

Most of us are familiar with spacing
between lines. Using the computer, you have been
able to choose from single space, 1.5 spacing, double
spacing, etc. There asmme nice buttons that you
can put on youiToolbarthat will allow you to make
those simple spacing choices. Again, | like my spacing
buttons on myRuler Toolbar The only options you
have here are the single, 1.5, and double.

But, whoa, there are morepiions available
below the surface. Remembering that you must
highlight the paragraphs you want to modify, pull
downFormattot | NJ 3 Mid lydfd Kow have a lot
more control over your text. You can set the spacing
at any measurement you want.

Line spacing: At

v'Single
1.5 lines |—|@
_| Double
— At least ¥
o dzii G| Exactly 82d2Q@S 320 AGO
Multiple

You carselect your single and double, but
you also have three other optionét LeastExactly
or Multiple. At Leastprovides the minimum line
spacing that Word can use to adjust to
accommodate font and graphics within the specified
setting. (I never use this e)Exactlysets the
specific setting that Word cannot adjust. All lines are
evenly spaced with this option, which | use more
than the othersMultiple allows you to adjust the
line spacing by percentages of the font size.

This gets very close to theeadng found in
desktop publishing applications. In the days of
Guttenberg, they used lead shims to modify the
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spacing between lines of text so that the text would
fit properly on a page. Today, magazines and
newspapers use line spacirigeéding to cause a
portion of text to fit exactly on a page or column.

12 Point

Froro the earliest tivoe:
heing drawires. These
explore these early chw
[nfiorroation collection
generation.

15 Point

Line spacing: At:
$) [set B

|. Exactly

From the earhest times
being drawvwvmgs. These
explore these early dwr
Tuforration collction
zereration.

Play around with this becaugkere is some
real power here.

W| ASSIGNMENT 5.6

2. Between Paragraphs

Yes, it is possible to modify the amount of
space between paragraphs. You can modify the
amount prior to the paragraph as well as the space
after the paragraph. This is done on tRaragraph
dialog box, found under thEormatmenu. You can
see the result®f your actions in théreviewbox.

Spocing
Bely e E@ Line spazirg. A

after- |0 pl E |2 wie 3] I;

Previcw

TEC920 Word 2003

| really like this dialog box because there is
a window across the bottom that gives you a little
view of how your are affecting your text. You can
either enter a specific value or click on the up or
down arrows to mdify the setting. Easy.

W| ASSIGNMENT 5.7

3. Spacing Between Characters

Changing the spacing between characters
provides some valuable tools for making your
document look the way you want. Creating
headlines across the topf the page is always
difficult if you cannot change the spacing between
the characters of your headline.

o 5 .

Our Class Newspaper

C- ¥

To change the spacing between characters,
highlight the text you want to modify, and pull down
Formatto Font...and click on the&Character Speaing
tab. Change th&pacingoption to Expandedand
begin to add to the value to the right until the text is
stretched to your liking.

Font Character Spacing \ Text Effects

Scale: 100% -

Spacing: |Expanded j By: ‘3.4pt il

Position: |Ra|sed j By: ‘9| pt il
[ Kerning for fonts: El: Points and above

TR e —— c

There is one more little option here that is
loads of fun and can make you look like an expert.
The verticaposition of text can be adjusted on the
dialog box seen above. The first thing you must do is
highlight the exact text you want to modify.
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Newsletter

If | raise the vertical by 9 points, my text will
look like this:

| made the N a little larger but you caee
how the remaining letters have been raised off their
baseline.

ASSIGNMENT 5.8

E. Tabs

| must admit thatabsare also a difficult
concept on the computer. | learned to type when |
was in the 4th grade. A bus came out to our rural
school equipped with typewriters and we would go
out to the bus one day a week for about 45 minutes.
Setting tabs was one of the features that was drilled
into our heads. | can still see the set tab and clear
tab keys in my sleep.

Tabson the computer wok the same way.
The confusing part is the fact that each line can have
its owntab setting and, since there is only one place
to display thetab setting, on theruler, it really gets
mixed up in our minds when we try to rationalize
how we learned many yea ago and what we are
presented with today. Now, enters a new ingredient
into the mix. There are four types t#bsto deal
with, not just one. Oh my, how | remember being so
very confused when | first tried to master the
concept oftabson the computer.

Most people avoid the use ¢débs. They
would rather use thespace batand align items on

their screen in that way. The problem arises when
82dz GNB (2 LINAyido®
when you print because the computer handles
spaces in a way that does not make all of them of
equal size. Therefore, if you are going to create a
docurrent that must contain several columns of
information, you must uséabs. It is the only way it
is going to work correctly.

Each word processing application seems to
handle them a little differently but the concept is the
same. If you leartabswith one word processing
program, you will learn it for all. Some have
individual buttons for each of the four types but one
feature holds true to alltabsare established on the
ruler. Tabsare located in the white area just under
the ruler. Tabsare automaticallya S
and if you will look closely at yowuler, you will find
light gray marks in the liglr gray area below the
ruler.

These are the defautab settings and can
0S dzaSR AT @&2dz 2ytée ySSR (2
But this does not givyou much power over your
text. You need to learn how to establish, modify, and
removetabs.

The small box at the left end of the ruler
contains all foutab options.

The default is the normal lefab which we
learned to use on the typewriter. It looks like Bn
with the bottom lip indicating the direction of the

tab. This button is what we call a toggle in

that it will toggle through all four options and then
return to the first to begin the cyclagain. You can
click on this button as many times as you want and it

will toggle through the foutabs. (Left Tab) >

(Center Tab) > (Right Tab) >

(Decimal Tab) > and back to Left Tab .
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