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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 has even more value in the teacherôs arsenal of technology tools. Word can be 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 us and our students, 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,  

 

òWhen you go to the hardware store to bu y a drill, you donõt really need a 

drill. You need a hole. They donõt sell holes at the hardware store. It is 

simply the tool needed to create the hole. ó 
 

When you go to the computer store to buy a computer, you donôt really need a computer. As an educator, you 

need learning and they donôt sell that at Best Buy or Circuit City. Learning does not come built into the 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, there 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 make you a better educator. I 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 imagination and ponder the power you 

possess to make such a significant difference in so many peopleôs lives.  

 

There are several assumptions I am going to make about those who are taking this class. First of all, I am 

going to assume that you are already a somewhat competent computer user. This 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, directories), and graphics. 

 

 During my years of teaching people how to use computers, I have never forgotten my first feelings of total 

frustration trying to make a dumb machine do what I wanted it to do. I have not forgotten the files I have lost, the 

disks I have ruined, the mistakes, the hours of duplicated work. There is no shortcut to computer literacy and 

expertise. There is no pill, no ñlearn everythingò book, no magic. It takes time, effort, patience, trial and error. There 

is no other road you can travel to get there. But with each step comes new and exciting 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 the process you are 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 - REMEMBER - Nothing is fatal!  Keep Trying! It will work. Also remember there are a lot of folks who know 

less than you. I 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 with several 3.5ò floppy disks on the desk. She thought they were 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 used as a tool to help students acquire literacy. 

 

In addition, students will: 

 

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

 

Å become confident in their ability to plan and design learning environments and activities supported by 

technology. 

 

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

 

Å learn to implement curriculum plans that include methods and strategies for applying technology to 

maximize student learning. 

 

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

schools. 

 

Å gain understanding of the role technology can play in supporting the acquisition of language and the 

development of literacy skills. 

 

Å become comfortable enough with technology that they will begin to try new things, take risks, and be more 

innovating in their teaching. 

 

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

 

Å understand the relationship between skills can techniques learned in this course with National Technology 

Standards. 

 

Å apply the technical skills and competencies they acquire in this class to achievement standards in the 

subject areas. 
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Word is such a powerful program, it deserves more than a 3-unit course. Since it has such a rich set of 

features, I had to pick and choose those that I thought would be most beneficial to educators and pass over some of 

the remaining options. Hopefully, I guessed right most of the time. If I did not, I encourage you to keep digging. 

There is treasure buried in this application. 

 

I 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 three software applications 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 

 

 I have decided to write the textbook for this class because I 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, I will make additional comments on topics which I 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 and send the Zip file attached to 

an email. Or, if you have the technology, as most do, you can burn your assignments onto a CD and send that in for 

evaluation. . 

 

Assignments 

 

 
 

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 internalizing concepts.  

 

Time Frame: One year from date of enrollment. 

 

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 be based on the completion of Assignment 23, 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 evidence of reflection 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 their academic 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 
 

Read the Instructional Manual and complete the following: 

 

Assignments: Must complete all  assignments. 

 

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

 

Project - Assignment 23 ï All students must demonstrate their learning in a self-selected Word project 

related to their current teaching assignment. This project must address at least one identified National Achievement 

Standard in a subject area. 

 

 

Included with this course are: 

 

 Course Manual and Assignments 

 CD with necessary resources 

 

Work through each section carefully. Complete the assignments as they are presented in the manual. At the 

end of the course, I will provide specific instructions for your project. I will also identify, once more, all the files 

you need to return for evaluation. 

 

ATTENTION!!!!  

 

Professional Development Contacts 
 

A number of districts are requiring additional contacts between students and instructors. If your district 

requires this additional one-on-one contact with the instructor you will need to complete the following in order to 

earn credit for this course. 

 

1. Email the instructor 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 the communication took place. 

 

2. In Assignment 11.1, 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 going to submit for Assignment 24- Project, 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, spend a few 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 appears to be the most valuable to you in 

terms of the coursework.  

 

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. Complete the form 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 

option, acknowledge the accuracy of the information by clicking in the check box, and click Submit.  
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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 the Assignment Booklet.  

 

Please mail to: 

 

Richard Kriegbaum, Ph.D. 

1550 Kamm Ave Unit 131 

Kingsburg, CA 93631-1148 
 

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 grade card 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, call (559) 283-2915 and 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 web site at http://www.dlfunk.com. You will find PDF files of the manual 

as well as all supporting files.  

 

http://www.dlfunk.com  
 

  

http://www.dlfunk.com/
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National Technology Standards 
 
The assignments contained in this course are closely aligned to the ISTE National Content Standards 

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 Creativity 

Teachers use their knowledge of subject matter, teaching and learning, and technology to facilitate 

experiences that advance student learning, creativity, and innovation in both face-to-face and virtual environments. 

Teachers: 

A. promote, support, and model creative and innovative thinking and inventiveness. 

B. engage students in exploring real-world issues and solving authentic problems using digital tools and 

resources. 

C. promote student reflection using collaborative tools to reveal and clarify studentsô conceptual 

understanding and thinking, planning, and creative processes. 

D. model collaborative knowledge construction by engaging in learning with students, colleagues, and others 

in face-to-face and virtual environments. 

 

2. Design and Develop Digital-Age Learning 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-S. 

Teachers: 

A. design or adapt relevant learning experiences that incorporate digital tools and resources to promote student 

learning and creativity. 

B. develop technology-enriched learning environments that enable all students to pursue their individual 

curiosities and become active participants in setting their own educational goals, managing their own 

learning, and assessing their own progress. 

C. customize and personalize learning activities to address studentsô diverse learning styles, working 

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 Digital-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 knowledge to new 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, and peers using a variety of 

digital-age 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. 

 

4. Promote and Model Digital Citizenship 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, legal, and ethical use of digital information and technology, including 

respect for copyright, intellectual property, and the appropriate documentation of sources. 
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B. address the diverse needs of all learners by using learner-centered strategies and providing equitable 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 engaging with colleagues and students 

of other cultures using digital-age 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 learning. 

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 professional 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 self-renewal of the teaching profession and of their school and 

community. 
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Center for Professional Development  
1717 S. Chestnut Avenue  

Fresno CA 93702  

Phone: 800/372-5505 or 559/453-2015  

Fax: 559/453-2006  

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 Professional Development office at 800/372-

5505, 559/453-2043, or 559/453-3673.  
 

FRESNO PACIFIC UNIVERSITY 
CENTER FOR PROFESSIONAL DEVELOPMENT 

 

Fresno Pacific University is accredited by the Commission for Senior Colleges and Universities of the Western 

Association 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 

pre-school through twelfth grade teachers and administrators. 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.  
 

POLICY STATEMENT  
 

900 Series ï 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 level, professional 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 satisfy any degree, state credential, or local school district requirements.  

 

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

 

Course Number Course Category 

900-999 

2000-3999 

Graduate level university credit designed for professional development an d not as part 

of a degree program 
 

 

 

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 computer-generated Grade Report to be mailed to you from Fresno Pacific 

University.  

 

TO ORDER your transcripts:  
After you receive your blue official computer-generated Grade Report, Go to www.fresno.edu/registrar 

for information and the official transcript request form (copy on back side); or call 559-453-2268 for 

information on how to order transcripts. 
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I. Introduction to the 
Word Processing 

The actual history 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 could 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 culture 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 dwellings, 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 race. It 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 a written 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.  

 
I am reminded of the many Hmong people 

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 
communication 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 written communication. There are 

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 sitting at 
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 there for 
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 the ideas 
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 
rŜŀŘΦ Lǘ ǿŀǎƴΩǘ ǳƴǘƛƭ ŀŦǘŜǊ мфлл ǘƘŀǘ Ƴŀƴȅ ŎƻǳƴǘǊƛŜǎ 
began nationwide efforts to teach people literacy.  

 
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 brains hit the overload 
button. So many words, so little time. 

A. History of Word Processing 

Why would we take the time to discuss the 
history of language? I want to make every effort to 
put word processing into a historical perspective 
because as educators, we must understand the 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 
recall, while making our lives a little more 
complicated, has also allowed us to have 
information at our fingertips that was unavailable in 
ȅŜŀǊǎ ǇŀǎǘΦ L ǘƘƛƴƪ ƻŦ Ƴȅ ǇŀǊŜƴǘΩǎ ƭƛŦŜ history. Before 
my mother passed away, I was privileged to spend 
time with her, learning 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. I cherish these files today and 
fully understand the importance of passing along 
who we are to our ancestors. Combined with 
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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. 

 
I have done some research into the history 

of word processing but I am going to avoid a 
scholarly investigation into the evolution of our 
current word processing programs and am going to 
limit my comments here to personal experiences. 

 

I 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 I was in grade school, I used to watch 

ǘƘŜ ǉǳƛȊ ǎƘƻǿ άϷспΣллл vǳŜǎǘƛƻƴέ ƻƴ ǘŜƭŜǾƛǎƛƻƴΣ ǘƘŀǘ 
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 our 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) 
I remember buying my first computer ς the 

Commodore Pet. This computer had 4K of memory, 
which was not enough to do word processing. No 
floppy disks either - cassette recorder. I could do 
simply programming exercises in which the program 
asked your age and calculated how many days you 
had lived. I paid $1,200 in 1977 dollars which would 
be so much more today. I 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 a Radio Shack TRS-

80, Model I. The first one had 8K of memory ς still 
no word processing. This computer came with a 
program that provided an early glimpse of what 
word processing was to become ς a 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. It 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) 
I then bought an Apple IIe with 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 I remember, even though I 
know there were 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 held true with underlining and italics 
except the symbol used was the same one. There 
was no way to look at the text and know what was 
^boldfaced^, ^underlined^, or ^italicized^. Weird, to 
be sure. 

 
It was around 1982 that I bought my first 

hard drive. It was for the Apple IIe, cost $1,200, and 
held all of 5MB of memory. (Why does computer 
equipment always seem to cost $1,200?) 

 
1982  (Age 37) 
I bought an IBM XT with 64K of memory 

and my life changed. I thought I had reached heaven. 
The text that was boldfaced was 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 memory to accomplish this. 

 
1984 (Age 39) 
Along came my first Macintosh computer 

(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. MacWrite was 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 
the capability of limited graphics. WOW. Nirvana! I 
bought a Mac Plus not to many years later, my first 
experience with a Megabyte of RAM memory. 

 
Lots of time passed... Lots of time! 
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2008 (Age ? - I forget! - 62) 
Today I have two computers in my office - 

an eMac running at 1GHz and an HP running at 
2.29GHz and they both have 60GB hard drives and 
1GB of RAM. and I have 200GB external drives 
handing off each of them. Who would have thought 
when I was working on my Apple IIe that I 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, during the 
Apple IIe days, we were fighting over whether to 
purchase VHS or Beta video players. 

 
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, and 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 at 5+GHz, have 
RAM measured 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 in front of us each day 
in class.  

 ASSIGNMENT 1.1 

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 
document ς powerful, amazing, awesome, neat, 
ǿƻƴŘŜǊŦǳƭΣ ŀǎǘƻƴƛǎƘƛƴƎΣ ǊŜƳŀǊƪŀōƭŜΧΦ L ŎŀƴΩǘ ƘŜƭǇ ƛǘΦ 
There is so much in this program that can positively 
impact education, I struggle to find the words to 
adequately describe how I feel. Bear with me. In my 
old age, my mind is going and I find it more and 
more difficult to come up with just that right word. 
Thank God for the Thesaurus. It makes me look 
much mƻǊŜ ƛƴǘŜƭƭƛƎŜƴǘ ǘƘŀǘ L ŀƳΣ ǿƘƛŎƘ ƛǎƴΩǘ ǎŀȅƛƴƎ 
much. 

 

Word goes far beyond simple word 
processing. At a very elementary level, you can enter 
text, edit it, store it, recall it, print it, just like I did 
with my early word processing applications. But as 
word processing has evolved, new features are 
constantly being added, a little of this and a smidgen 
of that. It almost becomes overwhelming at times. In 
fact, I have tended to shy away from Word simply 
due to its complexity. I like simplicity. If I were a 
pilot, I would fly a Piper Cub and not an F-18. When I 
look at the Word screen, it makes me feel like I am 
sitting in the cockpit of an F-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 as 
ŎƻƳǇƭƛŎŀǘŜŘ ŀǎ ȅƻǳ ǿƛǎƘΦ ¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǳǎŜ ŀƭƭ 
the features. In fact, you can 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 I 
ƘŀǾŜ ƴŜǾŜǊ ǳǎŜŘΦ bƻǘ ƻƴŎŜΦ 5ƻƴΩǘ ǘƘƛƴƪ ŀōƻǳǘ 
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 him, 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 
keyboard and use word processing to communicate 
and collaborate. 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 
demonstrate learning. 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, project-ōŀǎŜŘ ƭŜŀǊƴƛƴƎΦ L ŘƻƴΩǘ ǘƘƛƴƪ L 
need to include anymore of the buzzwords of today. 
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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 needs of 21st Century 
students. 

D. Laying the Foundation 

I am going to take this opportunity to lay a 
little foundation for the course. First of all, I am 
going to assume that you are already comfortable 
with your computer and its 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. If you need background in that 
area, you should look at TEC 927XP for Windows and 
TEC 937 for Macintosh. 

 
I am also going to assume that you know 

how to type, know how to boldface, use the mouse 
and menu bars. I am going to assume that you know 
how to launch programs, therefore, I 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 and, 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 
(PageMaker, 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 operating system a breeze. So, until you pull 
down File to Save As..., the two platforms are going 
to perform pretty much the same.  

 
I have attempted to write this course is 

written for both platforms. Not easy since new 
versions seem to leapfrog earlier renditions. And, in 

Word 2007, Microsoft took out a number of features 
that were available in earlier version. The Ribbon is a 
new feature not found on the Mac yet. But the Mac 
has audio and video features that would make a 
Windows user drool. Where there are differences 
between the two, I will point those out and give 
visual examples of the differences.  

 
9ƴƻǳƎƘ ǎŀƛŘΦ [ŜǘΩǎ ŎƻƴŎŜƴǘǊŀǘŜ ƻƴ ǿƘŀǘ ƛǎ 

important (student learning) and not on platform 
wars. 
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II. File Management 

Now I am going to break the rules set in the 
previous section. File management is so critical I 
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 

The quickest and easiest way to open a new 
document is to click on the New Document button 
on the Quick Access Toolbar at the top left of the 
Word window.  

 
If the New Document button is missing, 

click on the small down arrow to the right of the 
Quick Access Toolbar and add that button to the 
Toolbar.  

 
You also can use the Office Button in the 

topmost left corner. This button will open a pull-
down menu which includes New, Open, Save, Save 
As, Print, etc.  

 

The Macintosh works a little differently. If 
you pull down File to New, you are simply going to 
get a new blank document page and that is it. But, 
there is a feature called Project Gallery which works 
very similar to what you see above on the Windows 
side of the house. 

 

 
!ƴŘΣ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƘŀǘ Ctrl + N (Command + 

N on the Mac) will provide the same results. 

  ASSIGNMENT 2.1   

B. Saving a Document 

Saving a document is a critical function 
when working with word processing 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 paper project on your desk and 
put all the papers bŀŎƪ ƛƴǘƻ ǘƘŜ ŦƻƭŘŜǊΣ ȅƻǳ ŘƻƴΩǘ 
walk over 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 be able 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. Or worse yet, 
no filing cabinets. Good Luck! 

 

You simply must set up a filing system on 
your computer. This means creating folders and 
folders within folders so that you can file away 
documents in areas that make sense, just like your 
paper filing system. I know some of you are 
snickering right now about your filing system. What 
filing system? Yeah, I know. Once you have created 
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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 {ŀǾŜ !ǎΧ dialog box to input some 
information. In fact, if you have not named your 
document, Word will automatically open the Save As 
Dialog Box. This is to save your skin - trust me. I have 
seen too many people Save files and not name it 
properly nor give it a place to reside.  

 

If you move to the Save As option, the 
following pop-up menu offers some different save 
formats. 

 
The most common option would be to 

simply save it as a Word document. But, you may 
wish to save it as a Template or in an earlier version 
of Word. And finally, there are Other Formats to 
consider. This would include saving it as a text file 
(.txt), in Rich Text Format (.rtf), or Works (.wps).  

 

 
There are two other decisions that have to 

be made. First of all, onto which drive are you going 
to save the file. Ninety-nine 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. 
5ƻƴΩǘ ŦǳŘƎŜ ƻƴ ǘƘƛǎΦ ¸ƻǳ ǿƛƭƭ ōŜ ǎƻǊǊȅΦ L ƪnow there is 
a little man inside each computer who can sense 
vulnerability. When you are the most vulnerable, he 
will strike! Be careful. Save your files carefully and 
back up your important data.  

 
There is a Save button conveniently located 

on the Standard Toolbar that works quite well.  

 
In fact, Word can sense whether a file has 

been saved before. So, the first time you click on 
that button, for a particular document, it will 
automatically bring up the {ŀǾŜ !ǎΧ window. Once 
you have given the computer the information it 
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needs, the next time you click on that button, it 
simply Saves the file using the correct name and 
location. 

  ASSIGNMENT 2.2 

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

 
Check out the pop-up box at the bottom of 

your {ŀǾŜ !ǎΧ dialog window. Neat! 

  ASSIGNMENT 2.3 

2. Save 

Once you have used {ŀǾŜ !ǎΧ, you now 
only need to Save your file. If you have given it a 
name and location, a simple Save will suffice. The 
only time you need to go back to {ŀǾŜ !ǎΧ is if you 
decide to change the filename, the file location, or 
the file format. 

 
Oh, please do not forget about the Ctrl + S 

option. Very 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 double-click on the file icon.  

 
If you find and open the folder which 

contains your file, once you can see the file icon, a 
double-click and the file will be opened in Word. This 
also works if you are in Windows Explorer. The 
problem here is finding the icon. My advice is ς donΩǘ 
save 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 the Desktop. 

 

The other way to open an existing Word 
document is to launch Word and pull down the 
Office Button to OpenΧ If you 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 to find 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. 

 
The final method of opening existing files is 

to click on the Open button on the Quick Access 
Toolbar.  

 
Now that is fairly simple, eh? 
 
Well, it is not always as easy as it looks. 

There are issues that will prevent 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 4-letter extension (.docx), then you might 
run into difficulty, especially if you are moving from 
Mac to PC or PC to Mac. The best way to solve this 
problem is to change the File Format option to All 
Files (*.*). In that way, you will be able to see all the 
files and yours should be there. 

 
Now that I have raised this ugly subject, we 

might as well spend a few moments hashing out 
something that is very important - extensions. You 
would have thought that we could be done with 
these little pesky additions but nooooo, Microsoft 
Ƨǳǎǘ ŎŀƴΩǘ ƭŜǘ ƛǘ ƎƻΦ Lƴ ŦŀŎǘΣ ǘƘŜȅ ŀŘŘŜŘ ŀ ŦƻǳǊǘƘ ƭŜǘǘŜǊ 
to the extension so that Word documents are no 
longer simply .doc files, they are .docx files. Why 
ŎŀƴΩǘ ǘƘŜ ŎƻƳǇǳǘŜǊ ƪŜŜǇ ǘǊŀŎƪ ƻŦ ŀǇǇƭƛŎŀǘƛƻƴǎ ŀƴŘ 
simply display the proper icon. Well, it is much more 
complicated than that. So, we are stuck with 
extensions. 

 
The new version of Word has added the x to 

the end of the .doc extension. They have extended 
the extension. So, as we mentioned above, if you are 
looking for a certain type of file in the Open Dialog 
Box, be aware of the extension issue. If the FileType 
is listed as .doc, you will not be able to see a .txt file.  
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D. Closing a Document 

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

 
Or, you can pull down the Office Button to 

Close. It is at the very bottom. You can also Exit 
Word and make a choice as whether to save the 
document or not but I think I would recommend 
either of the first two options. 

 
I put a Close button on my Quick Access 

Toolbar and love it. 

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 
ƻǇŜƴ ŀǎ ȅƻǳ ƘŀǾŜ ƳŜƳƻǊȅΦ .ǳǘ ŘƻƴΩǘ ƎŜǘ ŎŀǊǊƛŜŘ 
away here.  

 

[ŜǘΩǎ ǎŀȅ ȅƻǳ ƘŀǾŜ ŀ ŘƻŎǳƳŜƴǘ ƻǇŜƴ ŀƴŘ 
are working on it. You decide you 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 
first document. This will place the second document 
ƛƴǘƻ ǘƘŜ ŎƻƳǇǳǘŜǊΩǎ ƳŜƳƻǊȅ ŀƴŘ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ŀŎǘƛǾŜ 
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 
fact, with XP and Vista, if you have a bunch of Word 
files open, you will find only one Word icon on the 
bottom bar. Clicking on that button will open a pop-
up list of all opened files. 

 

.ȅ ǘƘŜ ǿŀȅΣ ŘƻƴΩǘ ŦƻǊƎŜǘ ŀōƻǳǘ ǘƘŜ 
keyboard commands for many of these instructions. 
It is a whole lot easier to do Ctrl/Command + S to 
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 + O is a very quick 
way to open a new file.  

F. Printing Documents 

Printing documents is fairly straight forward 
in Word. Pull down the Office Button to tǊƛƴǘΧ or I 

like to add the Quick Print button on the Quick 
Access Toolbar.   

 
And for all you keyboard enthusiasts, there 

is always the Ctrl + P.III.  The Word Screen 
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III. The Word Screen 

 
The new Word screen has been completely 

redone. I cannot say I like what they have done. It 
may be more intuitive but they threw out a lot of 
stuff that made me feel comfortable. They have 
taken me out of my comfort zone and I get edgy. 

 
Your Word screen is divided into several 

sections. There is the Menubar and Tools across the 
top of the screen and the Statusbar across the 
bottom. The document area is in the middle of the 
screen where you do all your work.  

A. Titlebar 

The Titlebar is located at the top of every 
document window. The document window 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 the Titlebar. There are several 
things on the Titlebar that warrant mentioning.  

 
Macintosh ς The Close button is on the far 

left end of the Titlebar. The second button from the 
left is the Minimize (Iconize) button which will create 
an Icon on the Dock and hide the window. The 
leftmost button is the Maximize (Zoom) button. 

 

Windows ς The Close  , Maximize   

(Zoom) and Minimize  (Iconize) 
buttons are located at the right end of the Titlebar. 

B. Ribbon 

 
The Menubar (Ribbon) is located across the 

very top of your computer window and for better or 
worse, it is no longer a real Menubar. It is now a 
Ribbon, what ever that means. In fact, the entire top 
section is identified as a Ribbon. Click on any of the 
options seen above as tabs and you get a different 
set of buttons.  

 
I love writing this course because 

everything is right in front of me. When writing 
PowerPoint, for instance, I had to flip back and forth 
between PowerPoint and Word. Writing Word in 
²ƻǊŘΣ ƛǘΩǎ ǎƻ ŜŀǎȅΗ ¢ǊǳǘƘ is, I will be moving this 
document over to PageMaker for final production 
and addition of graphics but the actual writing is 
great. 

C. Quick Access Toolbar 

Before we begin, Microsoft has labeled the 
tool area a Ribbon. There is no longer the usual 
Toolbar across the top of the page, there is simply 
multiple Ribbons that can be opened to display the 
tools you need. 

 
There is a Toolbar but it is located up on the 

Titlebar at the very top of the Window. This is called 
the Quick Access Toolbar and can be easily modified 
to include lots of different commands. 

 
I actually like what they have done with the 

buttons. They have put them in sections identified at 
the bottom of each logical grouping.  
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Microsoft will not allow you to modify the 
Ribbon contents in any way. You are stuck with the 
Tools as they appear on the screen. You cannot add 
or remove any of the buttons. So, we might as well 
bite the bullet and learn how they work.  

 
Click on the Home Tab at the top of the 

Ribbon and you will get an array of tools including 
/ƭƛǇōƻŀǊŘΣ CƻƴǘΣ tŀǊŀƎǊŀǇƘΣ {ǘȅƭŜǎΣ ŀƴŘ 9ŘƛǘƛƴƎΦ ²ŜΩƭƭ 
use Home for our purposes here and then learn 
about the others as we get to sections that apply to 
those tools.  

 

Clipboard 

 
Here you find the Cut, Copy, and Paste and 

the Format Painter buttons. Paste has a small arrow 
underneath that allows you to select from some 
Paste options, such as Paste Special. At the bottom 
of this section, you see the word Clipboard with a 
small boxed arrow to the right. This opens the 
Clipboard in a Pane on the left of the screen with all 
the latest items that have been placed on the 
Clipboard. All you have to do is click on the item to 
place it into your document. 

 
We will get into this in a big way when we 

get to graphics. Notice the small X in the top right 
corner of this pane. You got it! 

 

Font 

 
This section has all the buttons and tools 

relating to manipulating the Fonts in your document. 
You use these buttons to change font, size, style, 
color, case. In the bottom right corner is that little 
boxed arrow again which will open the standard 
Font dialog box. You have a lot of options at this 
level. 
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So, Viola, there it is! 
 
COMMENT: Some of you who have taken 

my classes before know that Viola is not a typo. Yes, I 
know the correct usage should be Voilá but my 
ƳƻǘƘŜǊΩǎ ƴŀƳŜ ǿŀǎ ±ƛƻƭŀΣ ŀƴŘ ƛƴ ƘŜǊ ƘƻƴƻǊΣ ƛǘ ƛǎ ƴƻǿ 
and shall every be, Viola! Besides, it sounds kind of 
cool. 

 
So, as I said, we will get to know the inner 

ǿƻǊƪƛƴƎǎ ƻŦ ŀƭƭ ƻŦ ǘƘŜǎŜ άRibbonsέ ŀǎ ǿŜ ƎŜǘ ǘƻ ǘƘŜ 
related sections.  

D. Scroll 

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

 

I like to call these elevators since they 
behave so much like their vertical 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 I 

heard recently. It seems an 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 brass, the 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, 
άIǳǊǊȅ WƻƘŀƴƴΣ Ǝƻ ƎŜǘ ȅƻǳǊ ŦŀǘƘŜǊΦέ 

 
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 shaft, 
or 2) grabbing the actual elevator and moving it 
where we want inside the shaft.  

 
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. I use 
this method more than the other two because I find 
it meets my needs to move up or down rapidly in a 
given area.  

 
Wǳǎǘ ǊŜƳŜƳōŜǊ ǘƘŜ ŀŘŀƎŜΣ ά{ƻƳŜ Řŀȅǎ ȅƻǳ 

get the elevator, and some days you get the ǎƘŀŦǘΦέ 
 
Word has added two additional buttons at 

the bottom of the vertical scroll allowing you to 
move up or down a page at a time. Works great. 
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Now here is something new and I think 
rather beneficial. It gets confusing but it works really 
well. You can split your work area in half vertically so 
that you can view two portions of your document at 
the same time. There is a very small line above the 
vertical Scroll Bar. Grab that and bring it down and 
you have a split work area with two sets of Scroll 
Bars on the right. You can move up and down in 
either sections. In fact, you can actually look at the 
same portion of text in both sections. Drag the line 
back to the top to reduce it back to one screen.  

E. Rulers 

 
The Rulers actually reside at the top and 

ƭŜŦǘ ƻŦ ǘƘŜ ǿƻǊƪ ŀǊŜŀΦ ²Ŝ ǿƻƴΩǘ ǎŀȅ ƳǳŎƘ ŀōƻǳǘ 
Rulers at 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 top Ruler.  

 
Word has added a new button at the top of 

the right Scrollbar. It allows you to View and Hide 
the Rulers. It is a toggle so the same button takes 
you back and forth.  

F. Status Bar 

 
The Status Bar is located at the bottom of  

the work window. This bar can be used to display a 
very large amount of information. I suggest you keep 
it simple but you might be interested in some of the 
options. In the graphic above, you can see to the left 
that I am looking at page 1 of 6 and there are 2,582 
words in this document. The little button to the right 
of the word count is a Proofing button, letting me 
know that Word has found some proofing errors 
that need to be looked at.  

 
Then, there are five buttons that give you 

different views of your document, from Print Layout 
view to Outline view. Then something new, a Zoom 
bar which allows you to zoom in or out of your 
document with ease.  

 
Now, any or all of these items can be 

removed from the Status Bar and others can be 
added. The list is long. Right-click on the Status Bar 
and the following list appears. Those with checks are 
already showing.  

 
Keep it simple. 

G. Work Area 

The Work Area is the large area in the 
middle of your window where you do your work. The 
Work Area window can be resized and moved.  

 
The Work Area is simply the white portion 

of the Window where you do your work and enter 
text.  It is bordered by the Rulers and the Scroll Bars.   

H. Views 

1. Page Layout View 

There is no longer a Normal View. It has 
been changed to the Page Layout View, which is 
probably a more logical description of the view.  
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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 placement of 
pictures, graphics, charts, and other objects. You use 
this view to check the arrangement of columns. You 
can use the Zoom Control on the Status Bar to zoom 
in and out of your document for a more global or 
close-up look. 

 
 

50% 

 
100% 

 
200% 

 

2. Full Screen Reading 

This is an interesting new tool. You can 
actually fill your screen with your document for 
reading purposes. Much easier on the eyes. Works 
quite well. There are a few tools that are available in 
the upper left hand corner and you can modify the 
Full Screen View content in a variety of ways using 
the Options menu in the upper right corner. To go 
back to Page Layout View, you need to click the 
Close button at the top right. 

3. Web Layout 

Web Layout View does not work very well 
unless you have some Objects and graphics that 
have been placed on your document. But, Microsoft 
is very Internet oriented so they have created a View 
that will let you see what it would look like as a web 
page.  

4. Outline View 

 
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 to items on the outline. The 
Outline View displays your document as an outline, 
based on the Styles you defined for the various 
headings. Use the Outline View to organize your 
topics before you begin to write. The use of Drag 
and Drop is awesome in moving items around on the 
outline. Besides, Word will renumber and letter your 
outline as you make modifications. Powerful? 
Indeed! 
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5. Draft View 

I am really at a loss at describing this View. 
It removes the Rulers but I have not found any 
information as to its main purpose.  

I. Task Panes 

And, finally, Office XP added the concept of 
the Task Pane that you can display on the right or 
left portion of the window. I really am 
uncomfortable with any Pane being displayed all the 
time since it takes up so much real estate, which I 
need for my documents. There are multiple Panes 
that you can display, depending upon the topic. In 
fact, often Panes will pop up as the result of a 
button click on the Ribbon. 

 
Clipboard.  

 
This provides a visual clue as to what has 

been Copied or Cut to the Clipboard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Styles 

 
More on this in the section on text and 

formatting. 

J. Split Screen 

Something new has been added to the 
latest version of Word - the ability to split your 
screen in half vertically so that you can look at two 
sections of your document at the same time. 

 
At the very top of the right Scroll Bar is a 

small flat line. When you put your Pointer on the 
line, the Pointer becomes a move line. You grab this 
line and drag it down to say, half the screen height. 
That essentially divides your screen in half. 
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Each half now has its own Scroll Bar which 

means you can scroll up and down in either section. 
In fact, you can see the same portion of text on the 
top and bottom screen if you move far enough. If 
you want to compare the first paragraph with the 
last paragraph, this is the way to do it.  

 
To change it back to a single screen, grab 

the line and move it back up to the top of the Scroll 
Bar. 
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IV. Working with Ribbons 

We have been using Ribbons for a while in 
this course and it is time to stop and spend some 
quality time with this most important topic. Since 
Ribbons play such an important role in the Word 
user-interface, it behooves us to master this core 
feature so that we can take advantage of its power. 
Now, Microsoft did a lot of good things with the new 
user-interface. There are thousands of features and 
it is tough figuring out a logic way for users to access 
all those options. But, they took away some of our 
options in terms of configurating Word to better 
meet our needs. Simply put, you cannot modify 
Ribbons to meet your needs. You must figure out 
what they want you to do with it and that is it. 

A. Basic Ribbons 

The Ribbon is positioned just above your 
work area at the top of the screen. There is a row of 
tabs across the top of the Ribbon allowing you to 
select any topic with a single click of the mouse. 

 
There are seven tabs to select from on the 

top of the Ribbon. Notice that Home is highlighted 
since it is the current selection. Click on any of the 
seven tabs and it will open a new Ribbon with the 
features related to that selection.  

B. Ribbons Sections 

Each tab displays a related set of features 
you can select from. It will take a while for you to get 
used to which tab to click but many of them are 
intuitive. There ŀǊŜ ŀ ŦŜǿ ǘƘŀǘ ǊŜŀƭƭȅ ŘƻƴΩǘ ƘŀǾŜ ŀ 
good fit anywhere so they just put them in an empty 
slot.  

 

Home 
 Clipboard 
 Font 
 Paragraph 
 Styles 
 Editing 
 
 

Insert 
 Pages 
 Tables 
 Illustrations 
 Links 
 Header & Footer 
 Text 
 Symbols 
 
Page Layout 
 Themes 
 Page Setup 
 Page Background 
 Paragraph 
 Arrange 
 
Reference 
 Table of Contents 
 Footnotes 
 Citations & Bibliography 
 Captions 
 Index 
 Table of Authorities 
 
Mailings 
 Create 
 Start Mail Merge 
 Write & Insert Fields 
 Review Results 
 Finish 
 
Review 
 Proofing 
 Comments 
 Tracking 
 Changes 
 Compare 
 Protect 
 
Views 
 Document Views 
 Show/Hide 
 Zoom 
 Window 
 Macros 
 
 
Can you see now why this is so crazy. There 

are so many things that Word can do, creating a 
sane user-interface is insanity, at best.  

 
I am not absolutely sure I like the changes. 

For one, it takes up a lot of real estate on the screen, 
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which means you have less area to display your 
work. Each section takes up far too much space in 
my opinion but then again, my eyesight is corrected 
to 20/20. A good example is the Styles options which 
take up at least 4 square inches of screen space. 

 
.ǳǘΣ ǘƘŜƴ ŀƎŀƛƴΣ ǘƘŜȅ ŘƛŘƴΩǘ ŀǎƪ ƳŜ ǿƘŀǘ L 

wanted.  

C. Design Ribbons 

There is an additional twist to this feature. 
On some of the options, you get an entirely new 
Ribbon. For instance, if you insert a Shape from the 
Illustration section of the Insert Ribbon, you get an 
addition tab at the top, the Format tab. This opens 
an entirely new Ribbon with all kinds of Draw 
options.  

 
If you add a Picture, you get a similar tab 

designated for formatting pictures.  

 
 

 

Click on any of the Objects you have 
created in your work area and the Ribbon 
automatically changes to the appropriate Format 
screen. 

 
Some options require two Ribbons to 

contain all the features, such as the Table option. 
Insert a Table and you have two tabs at the top, 
Design and Layout. 

 

 

Insert a Chart and you get three tabs. 

 
 

I think you get the idea here. We will look at 
each of these Ribbons in detail as we get to the 
appropriate section of this course. 

D. Creating Your Own Ribbons 

/ŀƴΩǘΦ 
 
Sorry, I just could not help myself here. No 

assignment either. Truth is, if you know XML 
programming - - -never mind. 

 
One final comment that some of you will 

find useful. There are some computer users that 
really love to use the keyboard to input commands. 
In doing so, they keep their hands on the keyboard 
which really is the fastest way to do things. Try this 
and see if you like it. Open a Word document, make 
sure you are on the Home tab, and click the Alt key 
on your keyboard. Notice the changes on your 
ribbon. The Quick Access Toolbar gets numbers on it 
and the Ribbon gets letters. Click any of the letters 
and it will take you to that Ribbon and it will then 
show with letters which options are available. Click 
on Alt one more time to get rid of this information.  

 
I think this is cool. There are times when I 

use it just to save time and keep my right hand from 
having to leave the keyboard, find the mouse, move 
it and click it. 
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V. Working with Text 

We move now to the very heart of Word, 
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 working with 
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 
consider 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. The I 

Beam , which is your pointer, and the Cursor, 

which is the flashing vertical line which is the text 

entry point. 

1. Moving the Insert Point 

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

 

1) Using the arrows on the keyboard 
to move the Cursor up, down, left, and right. This 
works pretty well if you are trying to move to 
another Insert Point in the near vicinity of the 
current Cursor location. This does not work well if 
you are trying to move from page 1 to page 5. It is 
possible to use the Page Up and Page Down keys to 
get to the page you desire and then use the arrow 
keys to maneuver the Cursor into place. Your call. 

 

2) Using the mouse, click in the new 
Insert Point location using the pointer (I Beam). This 
works well if 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 the Cursor. One feature that a lot of people 
ŘƻƴΩǘ ǘƘƛƴƪ ŀōƻǳǘ ƛǎ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ Page Up and Page 
Down keys. 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.  

 
3) And finally, there is the End and 

Home keys which take you either 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 
ȅƻǳ ǿŀƴǘ ǊŜǇƭŀŎŜŘ ŀƴŘ ǘƘŜƴ ǎǘŀǊǘ ǘȅǇƛƴƎΦ /ŀƴΩǘ ƎŜǘ 
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 the full knowledge that 
they can edit the text in so many ways prior to 
submitting it for final evaluation. When I was in 
school, back in the dark ages, I used to hate to write. 
We would write our stories in pencil and turn them 
into the teacher. She/He would then 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 
ǿƻǳƭŘ ŘǊƻǇ ά¢ƘŜ .ƻƳōΗέ άbƻǿ ǎǘǳŘŜƴǘǎΣ ǘŀƪŜ ƻǳǘ 
your ink pens and rewrite the story on good paper 
ǳǎƛƴƎ ȅƻǳǊ ōŜǎǘ ƘŀƴŘǿǊƛǘƛƴƎΦέ hƴƭȅ ŀ Ŧƻƻƭ ǿƻǳƭŘ ƘŀǾŜ 
written long stories and I am a lot of things but crazy 
I am not. One small error and you had to start all 
over again with a new, nice, white piece of paper. I 
wrote short stories. Very short stories.  

 
On a side note, I am reminded of a trip I 

took with my family to the Grand Canyon. We were 
driving through a beautiful section of the area and I 
noticed both of my boys were hiding their eyes and 
laughing. I inquired as to their amusement and they 
ǘƻƭŘ ƳŜ ǘƘŜȅ ŘƛŘƴΩǘ ǿŀƴǘ ǘƻ ƭƻƻƪ ŀǘ ŀƴȅǘƘƛƴƎ ōŜŎŀǳǎŜ 
their teacher would make them write about it when 
they got back to school. 
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How sad. Hopefully, through the use of 
word processing, we might be able to instill a sense 
of enjoyment in the writing process. Students can 
spell check, edit, do peer review, use a thesaurus, 
and print out as many copies as necessary until it is 
just right. Interesting thing ς this puts the 
responsibility for good writing on the student. They 
are responsible for correct spelling and grammar. 

 
{ƻΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ǿƘŀǘ ŜŘƛǘƛƴƎ ǘŜȄǘ ƛǎ ŀƭƭ 

about.  

1. Selecting Text 

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 correct placement of the Cursor to add 
or delete several characters. But, in most cases, you 
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 new passage. This requires selecting text. 
There are several features that will help you in 
accomplishing this feat. 

 

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

 
Double-click on a word and that word will 

be selected. Triple-click on a word and the entire 
ǇŀǊŀƎǊŀǇƘ ǿƛƭƭ ōŜ ǎŜƭŜŎǘŜŘΦ bŜŀǘΣ ŜƘΚ Lǘ ŀƛƴΩǘ ƻǾŜǊΦ 
Hold down the Command/Ctrl key and click on a 
word and the sentence will be selected. 

 

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 the shift key, now scroll 
down to where you want the selection to end, not 
letting go of the shift 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 the shift key. If you need to select the 
entire document, then Select All or Command/Ctrl + 
A is your best choice.  

 
The last trick, I promise. If you move your 

pointer to the left of the text and keep moving to the 
left portion of your screen, your I-Beam will turn into 
an arrow that points toward the right - instead of the 

normal left  direction. Use this right pointing arrow 
to select rows of text.  

 

 
It works really neat and I have learned to 

like this feature. You can select line by line and this 
makes it simple to select several paragraphs with 
speed. 

 
Word 2007 has added a new twist to the 

text selection process. Once you have selected the 
text you wish, a pop-up transparent window 
appears. Move the Pointer over this window and it 
becomes active. It provides all the Font options. 

 
Oops. I do have at least one more trick. It is 

possible to select text using the keyboard and not 
the mouse. Hold down the Shift key and you can use 
the Arrow keys and the Home, End, Page Up and 
Page Down keys to select text.   

2. Deleting Text 

Most people realize mistakes as they are 
typing them and use the backspace/delete key to 
delete the character preceding the Cursor. I wear 
this key out on my keyboard. A little known fact, 
especially to Macintosh owners, is 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 the del key a couple of times. Works 
great. 

 
Deleting multiple characters of text is also 

ǉǳƛǘŜ ǎƛƳǇƭŜΦ LǘΩǎ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ Řƻ ǿƛǘƘ ƛǘ ǘƘŀǘ ƛǎ 
important. If you want to delete it and not use it 
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again, then I suggest you highlight the portion and 
hit the backspace/delete key. There are several 
other ways of getting rid ƻŦ ǘƘŜ ǘŜȄǘ ƛŦ ȅƻǳ ŘƻƴΩǘ 
intend to use it again. The Clear command, found 
under Edit will do the same thing as hitting the 
delete/backspace key. You will also find Cut under 
the Edit menu but this does something with the text 
you are trying to delete. It places the removed text 
onto the Clipboard and this may not be something 
you want to do, especially if you have something on 
the Clipboard that you want to remain there. Think 
and be a little careful. 

  ASSIGNMENT 5.1  

Let me take this opportunity to give you a 
major warning. Deleting text is a very important skill 
but you must make sure that is what you want to 
happen. Highlighting text is a dangerous business on 
the computer. If you have the entire document 
selected and you happen to hit one of the keys on 
the keyboard, you have just replaced the entire 
document with a single letter. Be careful when you 
have text highlighted. Know what you are doing and 
always remember the Undo option.  

3. Formatting Text 

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 
has become a popular American sport. People love 
fonts and I have to admit to a collection of several 
hundred fonts. The critical thing is knowing when to 
use them and determining what best fits the 
situation. 

 
I 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 
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 
font he had in that letter. The school newsletter 
looked like a ransom note.  

 
 
 
 

a. Font 

Everyone knows how to change fonts these 
Řŀȅǎ ǎƻ ǿŜ ǿƻƴΩǘ ōŜƭŀōƻǊ ǘƘŜ ǇƻƛƴǘΦ ¢ƘŜ ŜŀǎƛŜǎǘ ǿŀȅ 
is to use the Pop-Up list that appears on the Ribbon.  

 
If you want a little more overall control, 

then you will have to highlight the text you wish to 
modify and click on the Font Dialog Box button. It is 
located at the far right end of the Font tab at the 
bottom of the Ribbon. Here you have control over all 
aspects of your font formatting. 
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  ASSIGNMENT 5.2 

b. Size 

Size is another option that is quite 
straightforward. Size can be determined on the Font 
Ribbon   or by using the Font Dialog Box. 

  ASSIGNMENT 5.3 

c. Style 

 
Most of us are familiar with the standard 

Style options, Boldface, Italics, and Underline. The 
big three are normally available as buttons on the 
Font Ribbon.  

 
With the advent of modifiable Toolbars, 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 additional Style 
options if you like. In fact, Word has now added 
super- and sub-script, increase and decrease font 
size, change case, font color, highlight color, and 
srikethrough.  

 

But, a new twist that is rather cool. In the 
past, all you could do was underline with a single 
line. Now you can select from a variety of underline 
options. 

 

  ASSIGNMENT 5.4 

Click on the Font Dialog Box button and you 
will find an additional set of Style options that are 
quite nice. You now have options such as Emboss 
and Engrave. Play with these to get familiar with the 
others. We areƴΩǘ ƎƻƛƴƎ ǘƻ ǎǇŜƴŘ ƳǳŎƘ ƳƻǊŜ ǘƛƳŜ 
with these options. 

d. Font Character Spacing 

 
Notice the tabs at the top of the Font 

Dialog Box. The second tab is Character Spacing 
which 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. Using Character 
Spacing, you can adjust the spacing between 
characters so that the document will completely fill a 
line or page. This is great to Titles which look good 
when they reach across the entire page. 
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  ASSIGNMENT 5.5 

Guess what? Word 2007 took away text 
animation. Can you believe that. I guess it is because 
ǘŜȄǘ ǎƛƳǇƭȅ ǿƛƭƭ ƴƻǘ ǎǇŀǊƪƭŜ ƻƴŎŜ ƛǘ ƛǎ ǇǊƛƴǘŜŘΦ LΩǾŜ 
ǘǊƛŜŘ ƻǾŜǊ ŀƴŘ ƻǾŜǊ ŀƴŘ ŎŀƴΩǘ ŦƛƎǳǊŜ ƛǘ ƻǳǘΦ όWƻƪŜύ !ƴȅ 
of the earlier versions have a third tab on the Font 
Dialog Box called Text Effects. Really cool and they 
took it away! What is worse is the fact that the Help 
says to go use an earlier version of Word. Go figure! 

 
Format Palette 
 

The Format Palette is available on the 
Macintosh and works just like the Formatting 
Ribbon. I really like the Format Palette and find it to 
be a real time-saving tool. You can easily expand any 
of the categories, make your selection, and put it 
away.  

 

e. Style 

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

 
It is possible to create Styles and 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. Using Styles 
you can be assured that all major headings and 
subheadings will be the same font, font size, and 
have the same indent setting.  

 
There are three buttons at the bottom of 

the dialog box the first one allowing you to add a 
new Style. You can have as many as you like but I 
recommend you keep it simple. 

 
When you are ready to establish formatting 

for your document, you need to take a close look at 
the Styles you are going to use. Make sure body text 
(Normal) 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 click on the correct 
heading option from the Style list.   
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What makes this extremely powerful is the 
ability to go back and modify the Style format and 
Word will automatically go back and reset all text 
using that Style ŦƻǊƳŀǘ ǘƻ ǘƘŜ ƳƻŘƛŦƛŜŘ ǾŜǊǎƛƻƴΦ [ŜǘΩǎ 
say you 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 the Styles 
feature, you can open the Styles dialog box and 
make the change and your entire Normal will be 
converted to the new Style. Otherwise, you are 
going to have to go back and highlight each 
paragraph and make the change. Same thing applies 
to headings.  

 
To change a Style, right click on that Style 

and select the Modify option. That will open the 
following dialog box where you can make all your 
changes. 

 
Really a very powerful tool.  
 
We will look at Styles when we get to the 

Outline portion of the course. 

f. 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 on 
the Clipboard portion of the Ribbon. This little Paint 
Brush is as good as a crescent 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 caveat ς it copies and applies 
not only the font and font style format, it also 

applies the margins, indents,tabs, and all other 
Styles that you have selected for the text.  

 
Here is how it works ς you first of all place 

the Insert Point among 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 Format Painter icon 

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 Viola! Once you 
click, the icon becomes gray again which means that 
it has finished its job. 

  ASSIGNMENT 5.6 

But, what if you want to copy a format and 
ŀǇǇƭȅ ƛǘ ǘƻ ƳǳƭǘƛǇƭŜ ǎŜŎǘƛƻƴǎ ƻŦ ǘŜȄǘΦ [ŜǘΩǎ ǎŀȅ ȅƻǳ 
have decided to change the heading font 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 can now click on 
numerous portions 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 the Format Painter 
icon 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 
great for sǘǳŘŜƴǘǎ ǎƛƴŎŜ ǘƘŜȅ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǎǘŀǊǘ ŀƭƭ 
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. 
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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 
Clipboard will only hold one item. Copy one 
sentence onto the Clipboard and the graphic that 
was previously there is gone. One item only.  

 

Well, that is not entirely true now with 
Word 2007. You can view the Clipboard as a Pane on 
the left will hold items that you have either Cut or 
Copied. They will stay there as long as you keep 
Word 2007 open. Close it and goodbye. Rather neat 
- somewhat like the Scrapbook of old. 

 
The use of the Clipboard requires a decision 

to be made ς 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? If 
you want to duplicate (Copy), then you will use the 
Copy command under Edit to place the selection 
onto the Clipboard. If your intent is to move the 
selection, then you will need to use the Cut 
command. Either way, the selected portion is moved 
to the Clipboard. 

 
Now, what do you do with it? Since it is 

setting on the Clipboard, your only option is to Paste 
it. Place your Cursor at the correct Insert Point and 
click on the Paste icon to Paste.  

 

Or, if you have the Clipboard Pane open, 
you can click once on the item you would like 
Pasted. Just make certain you have the Insert Point 
at the right location. 

 

Truth is, there 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 you Cut or Copy something, 
ƛǘ ǿƛƭƭ ōŜ ƎƻƴŜΦ Lǘ ŘƻŜǎƴΩǘ ƘǳǊǘ ŀƴȅǘƘƛƴƎ ǊŜǎƛŘƛƴƎ ƻƴ 
the Clipboard. In addition, you can Paste as many 
copies as you like since it remains on the Clipboard 
until you Copy or Cut something else.  

 
There is one other way to Cut, Copy, and 

Paste. The best of all is the keyboard command input 
using the Ctrl + X (Cut), Ctrl + C (Copy), and Ctrl + V 
(Paste). (For you Mac users, simply substitute 
Command for Ctrl) The fastest method by far. 

b. Drag and Drop 

There is a new feature that has cropped up 
in the latest versions of almost all software including 
word processing. Drag and Drop allows you to 
highlight text or Objects and drag them to a new 
location. You must select the section or Object 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 new Insert Point. This is 
marvelous. So easy and logical. Beats scissors and 
glue. 

 
But, I have a little dessert to add to that 

main dish of a feature. If you hold down the Control 
key, when you drag the selection to a new location, 
the original will remain where it is. You are now 
copying instead of moving. WOW! 
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Open a new document and enter a few 
short paragraphs. Play with this until it makes sense. 
It is quite logical and oh, so very valuable. 

  ASSIGNMENT 5.7 

C. Storing and Reusing Text 

1. AutoText 

With the new version of Word, this feature 
has been somewhat buried. There are so many 
features available that it becomes overwhelming so I 
think the software creators figured less was better 
and simply hid the features away. If you need or 
want the feature, you have to go looking for it.  

 
{ƻΣ ƭŜǘΩǎ ƭƻƻƪΦ ¢ƘŜǊŜ ƛǎ ƴƻ ŎƻƴƴŜŎǘƛƻƴ ǘƻ 

AutoText anywhere on any of the Ribbons. If you 
want it you have to place a button on the Quick 
Access Toolbar, way up on the top of the screen. 
Click on the Office Button and at the bottom, click 
on Word Options. Click on Customize on the left 
pane and select All Commands from the Choose 
Commands from pop-up window.  

 
AutoText now becomes a button. 

 

 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. 

 

Any time you type something over and 
over, it is wise to set it up in AutoText. 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 into AutoText and 
Word will automatically enter the entire paragraph, 
if need be. 

  ASSIGNMENT 5.8 

D. Proofing Tools 

The most powerful features for educators 
and students are the proofing tools that are included 
with Word. Proofing tools puts the responsibility of 
good writing where it belongs, on the student. 
{ǘǳŘŜƴǘǎ ŘƻƴΩǘ ƭƛƪŜ ǘǳǊƴƛƴƎ ƛƴ ǇŀǇŜǊǎ ǿƛǘƘ ǎǇŜƭƭƛƴƎ 
errors. They would prefer to catch all these mistakes 
before they turn the 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. I 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 figure out the 
code. I also like to use this in some form letters ς but 
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.  

 

Open the dialog box by clicking on the 
appropriate button in the Editing section of the 
Home Ribbon.  

 
Even though the Find and Replace are two 

separate commands, they open the same Dialog 
Box. It is the tabs at the top that separate the two 
functions. 

 

Find allows you to locate a word or phrase 
somewhere in your document. If you want to find 
ƻǳǘ ǿƘŜǊŜ ȅƻǳ ǘŀƭƪŜŘ ŀōƻǳǘ άǎǘǳŘŜƴǘ ƻǊƛŜƴǘŀǘƛƻƴέΣ 
ǘƘŜƴ ǘȅǇŜ ƛƴ άƻǊƛŜƴǘέ ŀƴŘ ƛǘ ǎƘƻǳƭŘ ŦƛƴŘ ȅƻǳǊ ǘŜȄǘΦ .ǳǘ 
now, Word has raised the bar and included features 
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such as sounds, certain punctuation, styles, whole 
words, even wildcards.  

 
This is all useful but I think I am going to let 

you play around with some of these features to 
figure them out. No need taking up more space in 
this manual. 

 

Replace, the second tab on the Find and 
Replace Dialog Box, has the same features as Find 
but includes a Text Entry Box where you can enter a 
replacement for 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 the Find Next is all 
about. 

 
This works great for younger students who 

ǳǎŜ ǘƘŜ ǿƻǊŘ άƴƛŎŜέ ŀƭƭ ǘƘŜ ǘƛƳŜ ƛƴ ǘƘŜƛǊ ǿǊƛǘƛƴƎΦ ¢ƘŜȅ 
can choose a different word and selectively change 
ǎƻƳŜ ƻŦ ǘƘŜ ƻŎŎǳǊǊŜƴŎŜǎ ƻŦ ΨƴƛŎŜΩΦ 

  ASSIGNMENT 5.9 

2. AutoCorrect 

Now here is something that you will either 
love or hate. It is like having a backseat driver 
watching your every move, waiting for the slightest 
ŜǊǊƻǊΣ ǊŜŀŘȅ ǘƻ ǘƘǊƻǿ ƛǘ ƛƴ ȅƻǳǊ ŦŀŎŜΦ ²ŜƭƭΣ ƛǘΩǎ ƴƻǘ 
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 and have the last laugh but 
then again, I think the AutoCorrect would have the 
last laugh when you put something out that had 
errors in it. 

 

AutoCorrect will correct standard mistakes 
as you make them. A good example is the fact that I 
type very fast and sometimes hit one key before the 
other. Graphics is one I often mess up on entering 
grahpics instead. So, in AutoCorrect, I have told it to 
automatically change grahpics to graphics.  

 
AutoCorrect Options must be placed on the 

Quick Access Toolbar, just like AutoText.  
 
[ŜǘΩǎ ǎŀȅ L Ŏƻƴǘƛƴǳƻǳǎƭȅ ǘȅǇŜ Ƴƛǎǘŀƪ ƛƴǎǘŜŀŘ 

of mistake. Mistak has a red squiggly line under it 
because it is misspelled. Right-click on the word and 
pop down to AutoCorrect Options. Set it up and now 
it will fix it for you automatically without you having 
to spend time correcting.  

  ASSIGNMENT 5.10 

a. AutoFormat as you Type 

The AutoFormat option actually give you 
access to a lot more than simply formatting. It gives 
you access to the other AutoCorrect and AutoText 
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feature. So, I recommend that you go back and click 
on the Office Button, click on Word Options at the 
bottom, click on Customize on the left, then select 
All Commands in the middle. Pull down to 
AutoFormat... and put that on the Quick Access 
Toolbar. You may wish to go back and take off the 
AutoText and AutoCorrect buttons since that is now 
redundant.  

 
When you click on the AutoFormat button, 

you get a quick dialog box that takes you to the real 
power.  

 
Click on Options and the following window 

opens up. 

b. AutoFormat 

 
It is important that you remember where 

this is. You are going to want to come back to this 
page now and then to review your options. Several 
that are significant are the Fractions option, the 
Hyphens option, and the Internet and Network 
Paths option. Word will perform all the checked 
options without asking you. Just remember this! 

3. Math AutoCorrect 

Attention all you math teachers. Be aware 
that this is cool. You can have it place the symbols on 
your page, replacing text. 

 
4. 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. 
¢ƘŜ ǎǘǳŘŜƴǘ ǿƻǳƭŘ ǎŀȅΣ ά!ǿΣ ǎƘǳŎƪǎέ ŀƴŘ Ǉǳǘ ǘƘŜ 
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 
ƛƴǎǘǊǳŎǘƛƻƴ ƛƴ Ƴȅ ōƻƻƪΦ 5ƻƴΩǘ ǎƘȅ ŀǿŀȅ ŦǊƻƳ ǎǇŜƭƭ 
checkers. Insist that each paper be spell checked 
ōŜŦƻǊŜ ƛǘ ƛǎ ǘǳǊƴŜŘ ƛƴΦ 5ƻƴΩǘ ƭŜǘ ǘƘŜ ǎǘǳŘŜƴǘǎ ƎŜǘ ŀǿŀȅ 
with it.  

 
This is a good way to teach spelling. Turn off 

the AutoCorrect and purposefully misspell this 
ǿŜŜƪΩǎ ǎǇŜƭƭƛƴƎ ƭƛǎǘΦ ¢ƘŜ ǎǘǳŘŜƴǘǎ Ƴǳǎǘ ƴƻǿ Ǝƻ ǘƻ 
each word and pick out the correct spelling of that 
word. It works. 
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Spelling and Grammar check are found 

under the Review tab on the Ribbon. Click on 
Review and the following options are available in the 
Proofing section. 

 
Truth is, most of your spelling errors should 

have been identified with the squiggly red underline. 
But, if you happen to miss one, this is where to make 
sure you find it.  

 
So, this option is more for Grammar than it 

is Spelling.  

  ASSIGNMENT 5.11 

5. Grammar 

This one is not as hot as spelling since there 
are so many ways of saying things and sometimes 
²ƻǊŘ ŘƻŜǎƴΩǘ ƎŜǘ ƛǘ ǊƛƎƘǘΦ .ǳǘ ƛǘ ƛǎ ǘƘŜǊŜ ǘƻ ƘƛƎƘƭƛƎƘǘ 
what it considers bad grammar and you have to 
make a decision as to tell it where to get off. In so 
many cases, Word is correct in its analysis.  

 
Click on the Office Button and click on 

Word Options at the bottom. Click on Proofing on 
the left and you will see this window. 

 
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 checked, including 
the number of words, sentences, and THE 
READABILITY LEVEL! Yes, the readability level based 
on the Flesch-Kincaid reading levels. Imaging a sixth 
grader who has written an essay and checks the 
grammar only to find out it was written at about the 
2nd grade level. Now, I will grant one argument to all 
you English teachers out there, that the measure of 
writing is not based on readability level. But, it is an 
indicator of the level of language use, of compound 
sentences, the use of adjectives and adverbs. 
LƳŀƎƛƴƎ ǘƘƛǎ ǎŀƳŜ ǎǘǳŘŜƴǘ ǿƘƻΣ ǿƛǘƘƻǳǘ ŀƴȅƻƴŜΩǎ 
assistance, goes back and works at his writing. The 
ƴŜȄǘ ŎƘŜŎƪ ǎƘƻǿǎ ƛǘ ƛǎ ŀǘ ǘƘŜ пǘƘ ƎǊŀŘŜ ƭŜǾŜƭΦ [ŜǘΩǎ 
ǎŜŜ ȅƻǳ Řƻ ǘƘŀǘ ǘƻ ŜŀŎƘ ƻƴŜ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘǎΩ 
papers. No way!  

  ASSIGNMENT 5.12 

6. Thesaurus 

I love the Thesaurus. I use it all the time. 
There are two ways to make use of the Thesaurus. 

 

The first way is to use the Control key/right 
mouse button when you click on a specific word.  
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Toward the bottom of the Pop-Up 

command list will be Synonyms where you can easily 
select a different word from the list. Again, I recall all 
ǘƘŜ ǎƛȄǘƘ ƎǊŀŘŜǊǎ ǘƘŀǘ ƭƻǾŜŘ ǘƻ ǳǎŜ ǘƘŜ ǿƻǊŘ άƴƛŎŜέ ƛƴ 
their writing. With the Thesaurus, I could have had 
ǘƘŜƳ Ǝƻ ǘƘǊƻǳƎƘ ŀƴŘ ŦƛƴŘ ǿƻǊŘǎ ƻǘƘŜǊ ǘƘŀƴ άƴƛŎŜέ ǘƻ 
describe people and things. Good vocabulary 
development there, folks! 

 
The other way to use the Thesaurus is to 

highlight the word and click on the Thesaurus button 
in the Proofing section of the Review Ribbon.  

 
This will open the Thesaurus side pane and 

give you lots of options. 

 

Another powerful tool for you to use in 
helping students develop their vocabulary, their 
writing skills, even their reading skills, as we shall see 
in the next section. 

  ASSIGNMENT 5.13 

7. Speaking Selection 

I know this will sound crazy but yes, Word 
can read your work to you. But only if you use a 
Macintosh. They took it away in Word 2007! One of 
the most powerful tools for teachers and it is gone in 
Windows. But, please continue reading, all you 
Windows users. This is important stuff. 

 
So, if you have a Mac, you can take text to 

speech. You can even decide which voice you want 
to listen to. Highlight the text you want to have read 
and pull down Tools to Speak SelectionΦ ¢ƘŀǘΩǎ ƛǘΦ Lǘ 
Ƴŀȅ ƴƻǘ ōŜ ǇŜǊŦŜŎǘ ōǳǘ ƛǘΩǎ ǎǳǊŜ ōŜǘǘŜǊ ǘƘŀƴ ƴƻǘƘƛƴƎΦ 

 

Now, what do you do with this option? 
Students develop oral language much more quickly 
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 language. What a wonderful tool to put into 
their hands. Let the computer read it to them so 
ǘƘŜȅ Ŏŀƴ ƘŜŀǊ ŜǊǊƻǊǎ ǘƘŀǘ ǘƘŜȅ ŘƻƴΩǘ ǊŜŎƻƎƴƛȊŜ ƛƴ 
print. You can even scan portions of the textbook 
and have the computer read it to them. You tell me 
ǘƘƛǎ ƛǎƴΩǘ ǇƻǿŜǊŦǳƭ ǎǘǳŦŦΦ [ŜŀǊƴ Ƙƻǿ ƛǘ ǿƻǊƪǎ ŀƴŘ Ǉǳǘ 
it to work in your classroom tomorrow. And sit back 
and watch your students take off. Besides, it is really 
fun! 

 
To pick another voice, pull down Tools to 

tƛŎƪ ±ƻƛŎŜΧ and choose your speaker. I love 
Hysterical ōǳǘ ǘƘƛǎ ƛǎƴΩǘ ƎƻƛƴƎ ǘƻ Ŏǳǘ ƛǘ ƛƴ ǘƘŜ 
instructional setting. 

 
Hear our plea, oh Microsoft. We need this 

feature in education. We beseech thee to provide 
this option so that our students may learn.  

 
What, no one is listening? Surprise, 

surprise! 
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E. Special Symbols  -  Shortcut Keys 

 
Click on the Insert tab at the top of the 

Ribbon and  click on Symbol and down to More 
Symbols the dialog box shown above will appear.  

 
Notice the Shortcut Key... button on the 

Symbol window. I have entered the keystroke 
Control+9. If I click on the Assign button, this symbol 
will be assigned to that keystroke combination and 
every time I hit Control+9, I will get the large bullet.  

 
Now that we have gotten this out of the 

way, it is important to realize what this means for 
you as a teacher. Here is a way to add all the accent 
marks you need to in your work. If you teach a 
foreign language and need accent marks on letters, 
it is here for you ς è è é ê ë. Your call. And, if you 
teach math and need the division mark, it is available 
- ÷. You will just have to find it and if you are going 
to use it a lot, set it up as a Special Character with a 
keystroke combination. 

 
Mac users, use the KeyCaps to find the keys 

we are talking about. You do not need to open a 
dialog box to insert these special characters. They 
are already set up with a keystroke combination. 
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VI. Working with 
Paragraphs 

A. Concept 

A paragraph is defined by the text that 
resides between two returns or paragraph markers. 
Users of word processing are well 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, word, or sentence. You 
will understand this as we move through this 
section. 

B. Margins 

Margins are invisible lines on the left and 
right side of the page that establish the border or 
horizontal limitation of text on your paper. Normally, 
ǳǎƛƴƎ ŀƴ уΦрέ Ȅ ммέ ǇƛŜŎŜ ƻŦ ǇŀǇŜǊΣ ƛŦ ȅƻǳ ŜǎǘŀōƭƛǎƘ ŀ 
ƳŀǊƎƛƴ ŀǘ ǘƘŜ ƭŜŦǘ ƻŦ мέ ŀƴŘ ŀ ƳŀǊƎƛƴ ŀǘ ǘƘŜ ǊƛƎƘǘ ƻŦ 
мέΣ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ǘǿƻ ƛƴŎƘŜǎ ƻŦ ǇŀǇŜǊ that is off-
ƭƛƳƛǘǎ ǘƻ ǘŜȄǘ ǎƻ ǘƘŜǊŜ ƛǎ сΦрέ ƻŦ ƘƻǊƛȊƻƴǘŀƭ ǊǳƭŜ ƛƴ 
which to place your text. 

 
There are two kinds of margins. There are 

margins that affect only a selected paragraph and 
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 for you. 

1. Paragraph Margins 

[ŜǘΩǎ ǘŀƭƪ ŀōƻǳǘ paragraph margins first. 
These limits are set by markers located on the ruler 
at the top of your word area.  

 
When you first open a blank document, you 

should find a marker   ŀǘ сΦрέ ŀǘ ǘƘŜ ǊƛƎƘǘ ǿƘƛŎƘ 
establishes your right margin. To the left of the ruler, 
ŀǘ лέΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ƭŜŦǘ ƳŀǊƎƛƴ marker  

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

 

²ŜΩƭƭ ǘŀǊƎŜǘ ǘƘŜ ǊƛƎƘǘ ƳŀǊƎƛƴ marker first 
since it is the easiest to comprehend. The right 
margin marker 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 margin marker to a new location on the ruler.  

 

 
 

There are two sections on the ruler 
identified by the coloration.  

 
The white area of the ruler is the portion 

that fits within the Global Margins, which we will 
talk about in a moment. It is possible to drag the 
right margin marker to a location outside the 
limitations set by the Global Margins but 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 have only one margin 

setting, you do not need to highlight the entire 
paragraph to change the right margin settings for a 
single paragraph. The location of your cursor, the 
flashing vertical insert point, within a given 
paragraph identifies that paragraph as selected and 
any movement of the marker will affect only that 
paragraph. If you want to modify more than one 
paragraph at a time, you will have to highlight all the 
paragraphs and then move the marker.  
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If you want to modify the right margin 

setting for the entire document, then you will need 
to select the entire document by using 
Control/Command+A or pull down Edit to Select All. 
Any movement of the right margin marker will affect 
the entire document. 

 

One of the more difficult topics to 
understand is the left margin markers. Since there 
are three items and their relationship is so critical in 
ǎŜǘǘƛƴƎ ǘƘŜ ǇŀǊŀƎǊŀǇƘ ƳŀǊƎƛƴǎΣ ƛǘΩǎ ǘƻǳƎƘ ǘƻ ŦƛƎǳǊŜ 
out exactly how you might use these puppies. 

 
[ŜǘΩǎ ŦƛǊǎǘ ƻŦ ŀƭƭ ŎƻƴŎŜƴǘǊŀǘŜ ƻƴ ǘƘŜ ƭƻǿŜǊ 

box that resides under the two triangle shapes.  

 
  If you put the very tip of your pointer 

arrow inside the box, you can drag it to a new 
location. Grabbing the box will move both the 
triangles with it. So, if you need to change the left 
ƳŀǊƎƛƴ ǘƻ мέ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ŘŜŦŀǳƭǘ лέΣ  ƎǊŀō ǘƘŜ ōƻȄ 
ŀǘ ǘƘŜ ōƻǘǘƻƳ ŀƴŘ ŘǊŀƎ ƛǘ ǘƻ ǘƘŜ мέ ƳŀǊƪ ƻƴ ǘƘŜ 
ruler. Only the current paragraph, or highlighted 
paragraphs, will be affected.  

 

  ASSIGNMENT 6.1 

Now to the difficult part. The two triangle 
markers have a unique relationship. The top marker 
affects only the first line of each paragraph. 

 
 The bottom marker impacts the remaining 

lines.  

 
In other words, when you start a new 

paragraph, with an enter or return, the first line of 
that new paragraph will begin at the location of the 
top marker. All remaining lines of that paragraph will 
begin at the location of the bottom marker. If you 
stop to think about this, it is really cool. If you move 
ǘƘŜ ǘƻǇ ƳŀǊƪŜǊ ǘƻ ΦрέΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ŀ ƴƻǊƳŀƭ ƛƴŘŜƴǘ 
for your paragraph. If you selected your entire 
document, you could indent the first line of each 
paragraph by moving one little marker.  
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The reality here is the fact that you should 

type all your text with no indents. DO NOT TAB THE 
FIRST LINE OF YOUR PARAGRAPHS! This is a mistake 
made by many word processing folks. Truth is, you 
can set the margin markers before typing and the 
current ruler setting will follow you all the way 
through your document. Or, you can do it after you 
have typed all your text. 

  ASSIGNMENT 6.2 

What will happen if you drag the bottom 
marker ǘƻ ΦрέΣ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ǘƻǇ marker? Well, this 
is rather interesting in the fact that you will get a 
hanging indent. There are many occasions when a 
hanging indent is exactly what you need but if you 
ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ Řƻ ƛǘΣ ȅƻǳ ŎŀƴΩǘ ǘŀƪŜ ŀŘǾŀƴǘŀƎŜ ƻŦ 
its capability. This is very effective with bullets, 
numbering, keywords. The bottom marker can be 
dragged anywhere on the ruler which makes for 
some mighty awesome options. 

 
This works great for documents such as 

resumés. The hanging indent works perfectly and 
you can always go back and adjust it if you are not 
satisfied with the results. Set the hanging indent 
marker ŀǘ ŀǊƻǳƴŘ нέΣ ŜƴǘŜǊ ǘƘŜ Řŀǘŀ ǘƻ ǘƘŜ ƭŜŦǘ ŀƴŘ 
hit tab to move to the marker.  

 

  ASSIGNMENT 6.3 

If you drag using either the top or bottom 
triangle marker, they will move individually. If you 
grab the lower box, 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 both the markers, just the 
box. 

2. Global Margins 

Global Margins are different than 
Paragraph Margins. In fact, Global Margins impact 
Paragraph Margins but Paragraph Margins have no 
impact on Global Margins. Global Margins are the 
margin settings 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 
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paper. Your Paragraph Margins must stay within the 
Global Margins you have established. 

 
[ŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ŀ ƴŜǿ ōƭŀƴƪ ŘƻŎǳƳŜƴǘ 

that you open. If you have not modified the default 
sŜǘǘƛƴƎǎΣ ǘƘŜǊŜ ǎƘƻǳƭŘ ōŜ мέ Global Margins at each 
edge of the paper. This provides a section on the 
ǇŀǇŜǊ ƛƴ ǿƘƛŎƘ ǘƻ ŜƴǘŜǊ ȅƻǳǊ ǘŜȄǘ ƻŦ сΦрέ Ȅ фέΣ ƛŦ ȅƻǳ 
ǎǳōǘǊŀŎǘ нέ ŦǊƻƳ ōƻǘƘ уΦрέ ŀƴŘ ммέΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ 
print any closer to the edge on any side, you are 
going to have to change the Global Margins.  

 
To adjust the Global Margins on the 

Macintosh, you must pull down Format to 
Document... To adjust Global Margins in Windows, 
you must pull down File to 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. 

 
 LŦ ȅƻǳ ƳƻŘƛŦȅ ǘƘŜ ǊƛƎƘǘ ƳŀǊƎƛƴ ŦǊƻƳ мέ ǘƻ 

ΦрέΣ ǘƘŜ ǿƘƛǘŜ ŀǊŜŀ ƻŦ ȅƻǳǊ ruler will now extend to 
тέ ƛƴǎǘŜŀŘ ƻŦ сΦрέ ¸ƻǳ ƘŀǾŜ ŀŘŘŜŘ ŀƴ ŀŘŘƛǘƛƻƴŀƭ Φрέ 
to the print area on your page. Adding additional left 
and right space will always add white area to the 
right end of the ruler ǎƛƴŎŜ ƛǘ ŘƻŜǎƴΩǘ ƳŀƪŜ ǎŜƴǎŜ ǘƻ 
Ǝƻ ƭŜǎǎ ǘƘŀƴ лέ ƻƴ ǘƘŜ ƭŜŦǘΦ  

 
Once you have changed the Global 

Margins, you can now move your Paragraph 
Margins within your new limitations. 

  ASSIGNMENT 6.4 

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 Word: Left, Center, Right and Justified. 
The default is Left since almost all the typing you do 
will be aligned to the left side of your page. But, 
there are times when you need to align your text 
differently. You may want to Center a title, Right 
align a date or your name. If you are publishing a 
document of student work in columns, you will 
probably want to Justify align 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 
Toolbar, move to the section for adding buttons and 
get them up there.  

 
I like them on the Ruler Toolbar rather than 

on my Formatting Toolbar. Highlight the paragraphs 
and click ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ōǳǘǘƻƴ ŀƴŘ ȅƻǳΩǾŜ Ǝƻǘ ƛǘΦ 

 

The second way to modify alignment of 
paragraphs is to highlight the paragraphs you wish to 
change, and pull down Format to tŀǊŀƎǊŀǇƘΧ There 
you will find a pop-open box that will allow you to 
change alignment. 

 
There is a vertical alignment option as well 

but this is pretty much limited to Tables. 

  ASSIGNMENT 6.5 

D. Spacing 

Lƴ ǘƘŜ ΨƎƻƻŘ ƻƭŘ ŘŀȅǎΩΣ ƭƛŦŜ ǿŀǎ ǎƻ ǎƛƳǇƭŜ 
and we either single spaced or double spaced. Now, 
you have so many options it gets confusing. There 
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are two types of spacing that we can modify, the 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 are some nice buttons that you 
can put on your Toolbar that will allow you to make 
those simple spacing choices. Again, I like my spacing 
buttons on my Ruler Toolbar. The only options you 
have here are the single, 1.5, and double.  

 

But, whoa, there are more options available 
below the surface. Remembering that you must 
highlight the paragraphs you want to modify, pull 
down Format to tŀǊŀƎǊŀǇƘΧ and you now have a lot 
more control over your text. You can set the spacing 
at any measurement you want.  

 
You can select your single and double, but 

you also have three other options: At Least, Exactly, 
or Multiple. At Least provides the minimum line 
spacing that Word can use to adjust to 
accommodate font and graphics within the specified 
setting. (I never use this one) Exactly sets the 
specific setting that Word cannot adjust. All lines are 
evenly spaced with this option, which I use more 
than the others. Multiple  allows you to adjust the 
line spacing by percentages of the font size.  

 
This gets very close to the Leading found in 

desktop publishing applications. In the days of 
Guttenberg, they used lead shims to modify the 
spacing between lines of text so that the text would 
fit properly on a page. Today, magazines and 

newspapers use line spacing (Leading) to cause a 
portion of text to fit exactly on a page or column. 

 

12 Point 

 
 

15 Point 

 

 
Play around with this because there is some 

real power here.  

   ASSIGNMENT 6.6 

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 the Paragraph 
dialog box, found under the Format menu. You can 
see the results of your actions in the Preview box. 
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I 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 modify the setting. Easy. 

  ASSIGNMENT 6.7 

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 top of the page is always 
difficult if you cannot change the spacing between 
the characters of your headline.  

 

 
To change the spacing between characters, 

highlight the text you want to modify, and pull down 
Format to Font... and click on the Character Spacing 
tab. Change the Spacing: option to Expanded and 
begin to add to the value to the right until the text is 
stretched to your liking. 

 

 
 

 
 

There is one more little option here that is 
loads of fun and can make you look like an expert. 

The vertical position 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. 

 
 

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

 

 

 
 

I made the N a little larger but you can see 
how the remaining letters have been raised off their 
baseline.  

   ASSIGNMENT 6.8 

E. Tabs 

I must admit that tabs are also a difficult 
concept on the computer. I learned to type when I 
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. I can still see the set tab and clear 
tab keys in my sleep. 

 

Tabs on the computer work the same way. 
The confusing part is the fact that each line can have 
its own tab setting and, since there is only one place 
to display the tab setting, on the ruler, it really gets 
mixed up in our minds when we try to rationalize 
how we learned many years ago and what we are 
presented with today. Now, enters a new ingredient 
into the mix. There are four types of tabs to deal 
with, not just one. Oh my, how I remember being so 
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very confused when I first tried to master the 
concept of tabs on the computer. 

 
Most people avoid the use of tabs. They 

would rather use the space bar and align items on 
their screen in that way. The problem arises when 
you try to print. Your colǳƳƴǎ ŀǊŜƴΩǘ ƎƻƛƴƎ ǘƻ ƭƛƴŜ ǳǇ 
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 
document that must contain several columns of 
information, you must use tabs. 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 learn tabs with 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 all, tabs are established on the 
ruler. Tabs are located in the white area just under 
the ruler. Tabs ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŦƻǊ ŜǾŜǊȅ Φрέ 
and if you will look closely at your ruler, you will find 
light gray marks in the lighter gray area below the 
ruler.  

 
These are the default tab settings and can 

ōŜ ǳǎŜŘ ƛŦ ȅƻǳ ƻƴƭȅ ƴŜŜŘ ǘƻ ƳƻǾŜ ƛƴ Φрέ ƛƴŎǊŜƳŜƴǘǎΦ 
But this does not give you much power over your 
text. You need to learn how to establish, modify, and 
remove tabs. 

 
The small box at the left end of the ruler 

contains all four tab options.  

 
The default is the normal left tab which we 

learned to use on the typewriter. It looks like an L, 
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 cycle again. You can 
click on this button as many times as you want and it 

will toggle through the four tabs.   (Left Tab) >   

 (Center Tab) >     (Right Tab) >    

(Decimal Tab) >   and back to Left Tab .  
 

[ŜǘΩǎ ǎŀȅ ǿŜ ŀǊŜ ƎƻƛƴƎ ǘƻ ǳǎŜ ǘƘŜ ƴƻǊƳŀƭ ƭŜŦǘ 
tab to place some tabs on a page. With the L 
showing on the button, we place the tip of our 
pointer anywhere in the lower half of the ruler, 
including the light gray area at the bottom, and click.  

 
This places the tab marker you see on the 

button at the left at the very spot where you clicked. 

 
 Once you have clicked and the marker is 

set, you will find the light gray default markers 
disappear to the left of the marker. They remain to 
the right but there are now no tab markers to the 
left. To add another marker, click at another location 
on the ruler.  

 
To remove Tab markers, put the tip of your 

pointer arrow on the marker and pull it down below 
the rulerΦ ¸ƻǳ ƘŀǾŜ ǘƻ ōŜ ǊƛƎƘǘ ƻƴ ƛǘ ƻǊ ƛǘ ǿƻƴΩǘ ǿƻǊƪΦ 

 

Now to the four types of Tabs. The most 
common is the Left Tab. 

 
Click on the Tab button, you will see a Lazy 

T, which is the symbol for a Center Tab. Everything 
will be centered on that tab marker.  

 
Click again and you will get a Backward L, 

which is the symbol for a reverse or right tab. All text 
typed against that marker will flow to the left of that 
marker.  
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One more click on you get the Decimal Tab, 

a Lazy T with a period. All decimals will line up with 
this marker.  

 
1. New Tabs 

 Bar Tab 
 

Now there is an interesting name for a 

button. Truth is, this Tab is used to create a vertical 

bar in your text the purpose of which is to separate 

text. As long as you leave enough space, you can also 

simply draw the line in Draw. 

 

 This is not really a Tab. This is used 

to identify the First Line Indent. You already have 

one on the Ruler and there can only be one on each 

Ruler. This is put there simply for convenience. If 

you have this button displayed, you can click 

anywhere on the Ruler to place that Icon. 

 

 This button is the Hanging Indent 

button and it is included to go along with the First 

Line Indent Tab button above. Click anywhere on the 

Ruler and it will be placed there. That way you do 

not have to drag markers. 

 
There is another way to set tabs but I donôt 

recommend it unless you are a publisher and know 

exactly where your tabs are to be set. First of all, 

make sure your Cursor is in the correct location, or 

highlight a section of text, and pull down Format to 

Tabsé  

 
You can now set the tabs by specific 

measurements. This is tough for me, being a more 
visual type person. The one thing I like about this 
dialog box is the Clear All option. I have tried using 
the Bar tab ŦƻǊ ǎŜǇŀǊŀǘƛƴƎ ƛǘŜƳǎ ōǳǘ L ŎŀƴΩǘ ǎŜŜƳ ǘƻ 
make it work the way I want it to. 

 
But wait just a minute, there is some real 

power here. Take a look at the lower section titled 
Leader. This is used to create Table of Content type 
pages using tabs. This works quite nicely if you have 
a reverse tab ŀǘ сέ ŀƴŘ ŀŘŘ ŀ ŘƻǘǘŜŘ Leader. This is 
really neat stuff. 

 
Now, having said all this, I need to 

introduce another option. It is possible to place the 
four types of tabs as buttons on one of your 
Toolbars. I have placed them on my Ruler Toolbar 
and it workǎ ƎǊŜŀǘΦ ¢ƘŜ ƻƴƭȅ ǇǊƻōƭŜƳ ƛǎΣ ǘƘŜȅ ŘƻƴΩǘ 
look like the L and Lazy T you see on the button at 
the left of the ruler. They  look like this:  

 
I do not understand why they would not 

ƘŀǾŜ ǘƘŜ ǎŀƳŜ ōǳǘǘƻƴǎ ōǳǘ L ŘƛŘƴΩǘ ǿǊƛǘŜ ǘƘŜ 
program and they certainly did not consult me on 
this. 

 
What gets so confusing is the fact that each 

row of your document can have a different Tab 
setting. The ruler will reflect the Tab setting of the 
row in which the cursor is located. Click on any row 
of text and the Ruler will display the Tab and Margin 
setting for that row.  
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You can use as many tabs as you like and in 

combinations. You will need to work with this to 

make it work right. As you begin a new section that 

requires a different Tab setting, clear all the old ones 

and establish new Tabs before you begin typing. 

 

One of the best features of Tabs surfaces 
only after you have entered text. You can move the 
Tabs to new locations on the Ruler and the text will 
follow. This means if you find the Tabs are not 
adequately spaced for your needs, you can move 
them. 

 
In the example above, my address is way 

too far to the right which leaves too much space 
between the name and address. I need to move this 
column closer to the name. You must highlight all 
the rows of text you want to modify before moving 
the Tab marker.  

 
If you fail to select the entire section, the 

only line that will be affected will be the line in 
which the cursor is located. 

 

   ASSIGNMENT 6.9 

F. Copy and Pasting Paragraph 
Formats 

What is really tough, when trying to get 
paragraphs formatted correctly, is applying the 
format to only specific portions of your text and not 
the entire document. What often happens is, you 
create a set of margins and tabs at the top of your 

page, change this setting for a middle section, and 
then want to go back to your earlier setting. 
Normally you would have to go through all the 
motions of resetting the tabs and margins for the 
lower section. There is a feature included in Word 
that will allow you to Copy and Paste paragraph 
formatting.  

 
Click anywhere in the area where the 

formatting is established as you desire. Click on the 

Format Painter button   on the Standard 
Toolbar and the format is copied. Move to the area 
in which you want to duplicate this setting and click. 
If you will watch the ruler carefully, you will see that 
it has been duplicated. The font size, margins, tabs, 
all formatting will be painted onto the selection. 

 
If you want to paint a certain format onto 

more than one paragraph or location, then double-
click on the Format Painter and it will hold the 
format for more than one selection.  

  ASSIGNMENT 6.10 

G. Paragraph Borders and Shading 

Bordering and Shading paragraphs is a 
great way to bring emphasis to a portion of text. It 
works great for titles and such or anything else you 
wish to highlight. If you want to affect several 
paragraphs together, you will have to highlight them 
before you make any moves in terms of Borders or 
Shading.  

 
The best way to establish this is to pull 

down Format to .ƻǊŘŜǊǎ ŀƴŘ {ƘŀŘƛƴƎΧ  

 










































































































































































































































