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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 | atest versions, i ttectnalayy teols.eNford oao beea verya | u e i
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, bettearshdeiters. 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,

OWhen you go to the hardware storetobu vy a drill, you dondt re
dri |1 . You need a hol e. They donot sel l h o
simply the tool needed to create the hole. o]

When you go to the computer store to busgducator,gmumput er ,
need | earning and they donét sel/l t hat at Best Buy or
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 haé&d 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 betteatedul 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 @@uiegrtiyou
possess to make such a significant difference in so mal

There are several assumptions | am going to make about those who are taking this class. First of all, | am
going to assume that you are already a somewhat competentiteoraper 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, | have never forgotten my first feelings of total
frustration trying to make a dumb machine do what | wanted it to do. | have not forgotten the files | have lost, the
disks | have ruined, the mistakeabe hours of duplicated work. There is no shortcut to computer literacy and
expertise. There is no pill/ no Al earn everythingodo boo
is no other road you can travel to get there. But withesiep 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 hapthé 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 shamhpaterc
But - REMEMBER- Nothing is fatal! Keep Trying! It will work. Also remember there are a lot of folks who know
less than you. | work with an administrator that moved into a new office a number of years ago. There was a
computer in the officewheshe arrived with several 3.50 floppy disks
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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 useddool to help students acquire literacy.

In addition, students will:

A learn to apply technology to facilitate a variety

A become confident in their abi | and wctivities supporeed byand de
technology.

A learn to apply the use technology to enhance thei.:

A learn to i mplement curriculum plans that i ncl ude

maximize student leaing.

A gain understanding of the social, ethical, l egal ,
schools.

A gain understanding of the role technology can pl
development of literacykdls.

A become comfortable enough with technology that th
innovating in their teaching.

A find a new way of doing something and share it wif

A understand t he Ibeahtednigoes edrregpin thiecowse with Natidnal Technology
Standards.

A apply the technical skills and competencies they
subject areas.
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Word is such a powerful program, it deserves mor@ tha3unit course. Since it has such a rich set of
features, | had to pick and choose those that | thought would be most beneficial to educators and pass over some of
the remaining options. Hopefully, |1 guessed right most of the time. If | did not, | Egmyou to keep digging.

There is treasure buried in this application.

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

TEC 922 PowerPoint
TEC 921 Excel

| have decided to write the textbook fdnig class because | was unable to find one that was appropriate
priced below $50.00. The entire manual is available in PDF format at http://www.dIfunk.com. In addition to the
instructional portions of the manual, | will make additional comments on togigshw 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 fitee &tpched 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 intelizing concepts.

Time Frame: One year from date of enroliment.
Grading Criteria:

Total Scores determine the final grade:

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

In order to earn a letter grade of A, 10% of the grade wilb&®ed 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. Thdournalfile will also be assigned 10% of the grade provides evidenoeflettion 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 dheir academic work. Academic dishonesty, including plagiarism, will be handled
according to the procedures set forth in the Fresno Pacific University Handbook.

Pageq x



Course Requirements

Readthe Instructional Manual and complete tiollowing:
Assignments Must complete all assignments.
Emails - There are three emails embedded in the coursework. These will be part of the assessment process.

Project - Assignment 231 All students must demonstrate their learning in a-seléctedWord 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, | will provide specific instructions for your project. | will also identify, once more, all the files
you need to return for evaluati.

ATTENTIONIM

Professional Development Contacts

A number of districts are requiring additional contacts between students and instructors. If your district
requires this additional oren-one contact with the instructor you will need to completeféiewing 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 surent@nbitus 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 wdistrict wants proof.

3. When you determine which file you are going to submit for AssignmenP@ject, 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
impactWord 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.fregno.edu/cpdand click on theSubmit 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 ¢ tinformation by clicking in the check box, and cli&kbmit.
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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$ggnment Booklet.

Please mail to:

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

Kingsburg, CA 936311148

Please make very attempt possible to avoid the temptation to send your materials via registered or certified
mail. All it does is delay the paess 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(22®) 2832915and 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
guestions, answers and assistance.

Also, the course is supported at my web site at http://www.dIfunk.com. You will find PDF files of the manual
as well as all supporting files.

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 tehnology 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 studeatning, creativity, and innovation in both fatweface and virtual environments.

Teachers:

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

B. engage students in exploring redrid issues and solving authentic probtensing digital tools and
resources.

C. promote student reflection using collaborative tool
understanding and thinking, planning, and creative processes.

D. model collaborative knowledge construction by engagifgarning with students, colleagues, and others
in faceto-face and virtual environments.

2. Design and Develop DigitalAge Learning Experiences and Assessments

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

Teachers:

A. design or adapt relevant learning experiences that incorporate digital tools and seespproenote student
learning and creativity.

B. develop technologgnriched 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 | earning activities to ad
strategies, and abilities using digital tools and resources.

D. provide students with multiple and varied forimatand 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 inpra@ssional 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 usialtaigs 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 currenla@merging 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 responsibilitiesviolving 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, intellectuatqperty, and the appropriate documentation of sources.
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B. address the diverse needs of all learners by using leeen&gred strategies and providing equitable access
to appropriate digital tools and resources.
C. promote and model digital etiquette amdponsible 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 digitalge communication and collaboratimols.
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 effectiValiggglatools 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, partiwipiatishared 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 digil tools and resources in support of student learning.
D. contribute to the effectiveness, vitality, and seliewal of the teaching profession and of their school and

community.
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Center for Professional Development
1717 S. Chestnut Avenue
- I.l . Fresno CA 93702
Phone: 800/37-8505 or 559/452015
FRESNO PACH:]C Fax: 559/452006
UNIVERSITY www.fresno.edu/cpd

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

The following statements describe the Fresno Pacific University Center for Professional Development independent
study coursework. Further inquiries may be directed to the Center for Professional Development office at 800/372
5505, 559/452043, or 559/453673.

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 ProfessioDavelopment 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 thbdesahe school district, and the students they serve.

POLICY STATEMENT

900 Seried Independent Study Courses

Fresno Pacific School University offers independent study courses through its Center for Professional Development
that are primarily desigrd 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. Sttalshould 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 ourse

Course Number Course Category
900999 Graduate level university credit designed for professional development an d not g
20003999 of a degree program

OFFICIAL GRADE REPORTS AND TRANSCRIPTS

BEFORE you order transcripts:
1. Finishthecourse. Be sure to return the completed Grade Form to the instructor
2. Wait for the blue official computegenerated Grade Report to be mailed to you from Fresno Pacific
University.

TO ORDER your transcripts:
After you receive your blue official comjpergenerated Grade Repo@p to www.fresno.edu/registrar
for information and the official transcript request form (copy on back sidegll 5594532268 for
information on how to order transcripts.
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UBMIVEWRSLTY

REGISTRAR' OFFICE
1717 8. Chastamt Ave.
Froano, CAS3T2-4709
359-453-2037

FAX 539-433-3676
worw frems sdn

entry form

. N i STOP! Send only after you confirm that your
W ELHGTILECTES S LR TR R VA -1, 741 Sl grades have been officially posted. Send or FAX
request to address at upper right. Requests will be

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

1. Student Information guaranteed.

Last Name First Name Middle Name MaidenF ormer Name
Address Gy Seate Ip

FPUID or 55N Birth Date Ceel Phone Dy Phons Email Addiress

0 Check this box if you attended any FPU classes prior to
Spring 1985,

Change requested: Please change my official contact
information to reflect the information given above.
O (FPU employees may not use this form to report a name

2. Delivery Addresses change; contact Human Resources instead.)
# |¢.|... # |¢.|..,

Mame of Individual Mame of Individual

Mame of Agency Mame of Agency

Mailing Address Mailing Address

Caty, State, Zip Caty, State, Zip

FAX Email FAX Emai

3. Type of Request

{JRegular request - $5.00 per copy (Processed within 5 business days; sent regular U.S. mail)
{CJRush request - $10.00 per copy (Processed within one business day; sent regular U.S. mail )

{")Same day pick-up - $10.00 per copy (Processed while you wait.)

Same day FAX/E-mail - $25.00 per copy (Processed same day if requested by 4:00pm PST. In addition, includes an official copy sent

CJwithin one business day.

{JUS. Express Mail - $25.00 per copy (Processed same day if requested by 1:00pm PST. Delivery time varies by zip code.)

4. Payment Information

e P

() Check
O visa

Credit Card Number

|Credit Cord Signature

) MasterCard
() Discover Card
5. Signature required to release information:

Office Use Only

mount billed

12,024
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Center for Professional Development

1717 S. Chestnut Avenue

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

FRESNO PAC”:]C Fax: 559/453-2006

UNIVERSITY www.fresno.edw/cpd

ADEMIC POLICIES AND PROCEDURES FOR INDEPENDENT STUDY COURSES

Enroliment Requirements

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

Students may take a maximum of nine units concurrently.

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

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

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

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

Tuition and Materials Fees

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

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

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

Dropping and Adding

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

Withdrawal Requirements

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

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

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

Reducing Number of Units

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

Receiving Credit

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

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

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

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

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

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

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

The Transcript will reflect the course beginning and ending dates.

Re-Enroliment

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

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

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

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

Plagiarism

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

The actual history of word processing goes
back to the very beginning of communication. In the
earliest days of man, communicatiovas 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 becausepassed 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, thér$t
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 apeople 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 irsome 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 reslted from this growing mass of
collective knowledge.

| 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 cold 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 writtetanguage when in
fact, our alphabet came along rather late in the
development of written communication. There are

TEC 92@ Word 2007

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

The written word also was not made
availableto 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
passel 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
rSFR® LG o6FayQi dzyiAft
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
poolis 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? | 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 informatn, 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
8SINBR LI ado L
my mother passed away, | 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. | cherish thesiek today and
fully understand the importance of passing along
who we are to our ancestors. Combined with
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-TEC 92@ Word 2007

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

written word.

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

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

When | was in grade school, | used to watch
GKS ljdzAl &aK2¢ abcnInnn
is after we finally got one. There was no such thing
as a TV in my earlier yearThey 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
computerbecame not only a possibility, it became a
reality in ways that have far exceeded my ability to
fathom.

1977 (1 was 32 years old already)

| remember buying my first computerthe
Commodore PetThis computer had 4K of memory,
which was not enough to deord processing. No
floppy disks either cassette recorder. | could do
simply programming exercises in which the program
asked your age and calculated how many days you
had lived. | paid $1,200 in 1977 dollars which would
be so much more today. | startéeaching in 1968
and my yearly contract salary was $6,400 so paying
that amount in 1977 was a major investment.

1979 (Age 34)

My next computer was Radio Shack TRS
80, Model | The first one had 8K of memaaystill
no word processing. This computer camith a
program that provided an early glimpse of what
word processing was to becongea simple line
editor. You could enter text line by line but the good
Lord help you if you had to go back and edit any

material. 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)

| then bought arApple llewith 8K of
memory, soon to be kicked up to 16K. The processor
sped along at an amazing 1MHz. This was just
enough memory to take the line editor to the next
level. Early AppleWorks was one of the first word
processing applications | remember, even tholigh
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 ame thing held true with underlining and italics
except the symbol used was the same one. There

v dzSvasthd \2ay t6 lodk ¥t the t8xt dhdkhawMwBaywas G K I

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

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

1982 (Age 37)

| bought aniBM XTwith 64K of memory
and my life changed. | thought | had reached heaven.
The text thatwas 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 powemr memory to accomplish this.

1984 (Age 39)

Along came my fird¥lacintoshcomputer
(512K) with a GUI interface (Graphic User Interface)
and the WYSIWYG environment. My first Mac had
512K with a clock speed of 8MHz, which was quite
revolutionary in thosedays. 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! |
bought aMac Plusnot 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 2?1 forget! - 62)

Today | have two computers in my office
an eMac running at 1GHz and an HP running at
2.29GHz and they both have ®B hard drives and
1GB of RAM. and | have 200GB external drives
handing off each of them. Who would have thought
when | was working on my Apple lle that | would one
day be able to make my own movies. Nobody had
ever heard of CDs at that time and there @énly
was no hint of the DVD craze. In fact, during the
Apple lle 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, thesaws, 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+ yea) 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.

W] ASSIGNMENT 1.1

B. Word at a Glance

Word is a very powerful, fultatured word
processing program. You are going to read the
following words over and over again in this
documentg powerful, amazing, awesome, neat,
62y RSNFdz =
There is so much in this program that can positively
impact education, | struggle to find the words to
adequately describe how | feel. Bear with me. In my
old age, my mind is going and | find it more and
more difficult to come up with just that right word.
Thank God for the Thesaurus. It makes me look
muchn2 NS Ay iStfAasSyd GKIF
much.

TEC 92@ Word 2007

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 | 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, | have tended to shy away from Word simply
due to its complexity. | like simplicity. If | were a
pilot, I would fly a Piper Cub and not a118. When |
look at the Word screen, it makes me feel like | am
sitting in the cockpit of an-E8. 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
O2YLX AOFGSR A &82dz 6A&KD
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 Vddnto a
simpler environment and you will be much happier.
There are, in fact, many of the options in Word that |
KIS yS@SNJ dzZaSR® b2i
anything beyond what you need to work with. Ignore
the rest for the sake of your sanity and ydamily.

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 beome 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 checkethe thesaurus, the outline
capabilities. We will be looking at how students can

pictures, graphics to communicate ideas and
demonstrate learning. Portfolios become
manageable when the information is eleatric and
word processing can play a key role in authentic
assessment, as well as student centered learning,
creative thinking, problem solving, learning to work

L colalorativaly prajekd MBS Gt S NIANYVYEIT O L

need to include anymore of the buzzvesr of today.
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You have all heard them. The realitye 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

| am going to take this opportunity to lay a
little foundation for the course. First of all, | am
going to assume that you are already comfortable
with your computer and its operating system. We
are not going to cover topics such as cregti
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.

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

E. Windows Verses Macintosh

We might as well get this over with at the
very outset. The argument over Mac verses
Windows has gone on for over 20 years now. It is
time to put this to sleep. Which one is better than
the other? Neither is better than the other. Thare
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,
HTM. 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 ope. The look and feel makes learning the
other operating system a breeze. So, until you pull
down Fileto Save As.,.the two platforms are going
to perform pretty much the same.

| have attempted to write this course is
written for both platforms. Not eassince 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 thabuld make a
Windows user drool. Where there are differences
between the two, | will point those out and give
visual examples of the differences.

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

02y OSy i
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ll. File Management

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

A. Creating a New Word Document

The quickest and easiest way to open a new
document is to click on thelew Documentbutton
on the Quick Access Toolbat the top left of the
Word window.

If the New Documentbutton ismissing,
click on the small down arrow to the right of the
Quick Access Toolband add that button to the
Toolbar.

You also can use th@ffice Buttonin the
topmost left corner. This button will open a pull
down menu which includeNew, Open, Save Sare
As, Print, etc.

[ = | g = 10+

7 Recent Documents

1 Macro.docx

2 Short Histary.doc.dotx

3 short history.docx

4 Short History.doc.docx
H 2ave 5 Project.doc.docx

4]

8

9

Letter.doc.docx
Save As P

g7

7 Graphics.doc

DTP.doc

i

Print ’ TOC.doc

s

Chart.docx

Prepare *
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The Macintosh works a little differently. If
you pull downFileto 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 segbove on the Windows
side of the house.

_Project Callery

1 } T Sk Pt Gallbey of slneinp

' YRZI R2Yy QCtrlF(cGuB@and i K I

N on the Mac) will provide the same results.

W| ASSIGNMENT 2.1

B. Saving a Document

Saving a document is a critical function
when working withword 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 papersb O1 Ay (2
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 thayou 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. | know some of you are
snickering right now about your filing system. What
filing systen? Yeah, | know. Once you have created

Pageg 5
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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{ | @S dialag Kox to input some
information. In fat, if you have not named your
document, Word will automatically open tigave As
Dialog Box This is to save your skitrust me. | have
seen too many peopl8avefiles and not name it
properly nor give it a place to reside.

If you move to theSave A®ption, the
following popup menu offers some different save
formats.

Save a copy of the document

E;_] Word Document

Save the document in the default file
format.

v ] Word Template
J Save the document as a template that

can be used to format future documents.

gﬂ Word 97-2003 Document

_j Save a copy of the document that is fully
compatible with Word 97-2003.
Find add-ins for other file formats

© Learn about add-ins to save to other
formats such as PDF or XPS.

uﬂl Other Formats
X% Open the Save As dialog box to select

from all possible file types.

The most common option would be to
simply save it as a Word document. But, you may
wish to save it as @emplateor in an earlier version
of Word. And finally, there ar®ther Formatso
consider. This would include saving it as a text file
(.txt), in Rich Text Format (.rtf), or Works (.wps).

Save As: MyDocument.doc

Format: | Microsoft Word document Is
Where: | [ Documents H] E‘] P
| MacintoshHD b [ Applications "
@ Network ! % Applications (Mac 05 9) | m
:ﬂ Business Ma...nge List alias
" Data L
[ Documents L4

) Envelope Address
I eput piT

4 =P 4>

',' New Folder \ r Add to Favorites \

f : )
Options...

EAppend file extension

{ Cancel

&

save As X
Savein: |2 A_MySuff - @ > 0 E - Tools~
3BUdget
]| S Famiy
History 33 Hobbies
: = Photos
2y
My Documents
Deskiop
=)
Favorites
L%L
My Nebwork
P
T Femme [EEE =] e
Save 25 592 [wore Document (+.doc =] concel |

There are two other decisions that have to
be made. First of all, onto which drive are you going
to save the file. Ninetyine percent of theime it
will be onto the main hard drive. The second
decision you must make requires that you determine
the folder in which you want to place the file. Find
the folder in which the file belongs and put it there.

52y Qi FdzZR3IS 2y ( Kdvitlerejs2dz A f €

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 &avebutton conveniently located
on the Standad Toolbarthat 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 thé | @S wihddw Once
you have given the computéhe information it
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needs, the next time you click on that button, it The other way to open an existing Word
simplySaveghe file using the correct name and document is to launch Word and pull down the
location. Office Buttonto OpenX 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
4 ASSIGNMENT 2.2 file icon. That is why a filing system that makes sense

to you is so important. You know exactly where your

files are bcated.
Speaking of file formag did you know you

can save your Word file in many different formats. The final method of opening existing files is
You can save thne as text files, as Rich Text Format to click on th@penbutton on theQuick Access
files, even as HTML files (Web pages). Toolbar,

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

W ASSIGNMENT 2.3 Now that is fairly simple, eh?
Well, it is not always as easy as it looks.
2. Save There are issues that will prevent you from easily
finding the fles you are looking for. The most
Once you have usgd | @S, ybuinow common problem that surfaces is differences in file
only need toSaveyour file. If you have given it a type. If you have opted to save your files without
name and location, a simpavewill suffice. The using the 4letter extension (.docx), then you might
only time you need to go back {ol @S is if yoiX run into difficulty, especially if you are moving from
decide to change the filename, the file location, or Mac to PC bPC to Mac. The best way to solve this
the file format. problem is to change thEile Formatption to All
Files (*.*).In that way, you will be able to see all the
Oh, please do not forget about th@trl + S files and yours should be there.

option. Very simple and easy to remember.
Now that | have raised this ugly subject, we

C. Opening an Existing Document might as well spend a few meents hashing out
something that is very importantextensions. You
There are basically three ways to open an would have thought that we could be done with
existing document that has been saved on your hard  these little pesky additions but nooooo, Microsoft o
drive or CD. 2dzau OFlyQu fSd0 A0 A2 LYy Tl Ol
to the extension so that Word @mments are no
One way is to doublelick on the filécon. longer simply .doc files, they are .docx files. Why

Oy Qi GKS 02YLJzi SNJ 1 SSLI GNI O
simply display the proper icon. Well, it is much more

Eﬁj complicated than that. So, we are stuck with
extensions.

If you find and open the folder which The new version of Word has added the x to
contains your file, once you can see the file icon, a the end of the .doc extension. They have extended
doubleclick and the file will be opened in Word. This the extension. So, as we mentioned above, if you are
also works if you are in Windows Explorer. The looking for a certain type of file in th®pen Dialog
problem here is finding the icon. My adviceidonQ Box, be aware of the extension issue. If thiteType

save your files too deep into a folder scheme. Keep it islisted as .doc, you will not be able to see a .txt file.
fairly flat if possible. That way no icon is more than
one or two folders from th&esktop

Pageg 7
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D. Closing a Document like to add theQuick Printbutton on theQuick
Access Toolbar

Two ways to close documents as well. You

can click in the small close box located on the And Pr all you keyboard enthusiasts, there
Titlebar. is always theCtrl + RIll. The Word Screen

Or, you can pull down th&ffice Buttonto
Clo=. It is at the very bottom. You can alEait
Word and make a choice as whether to save the
document or not but | think | would recommend
either of the first two options.

| put aClosebutton on myQuick Access
Toolbarand love it.

E. Opening Multiple Docurents

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
2LISy a e2dz KF@S YSY2NEB® . dzi R2y QG 3ISG OF NNASR
away here.

[ SiQa alre @&2dz KF@S | R20dzySyid 2Ly I yR
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 Wiplace the second document
Ayi2 GKS 02YLJziSNDRa YSY2NEB |yR | fArad 2F Lttt | OGABS
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 ke 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.

w»

K

[atN

. & (UKS grexz R2y Qi FT2NHSG I 02dzi
keyboard commands for many of these instructions.
It is a whole lot asier to doCtrl/Command + $o
save rather than to remove your hands from the
keyboard, grab the mouse, move to the correct
menu, pull down to a particular command and
release the mouse button. Which is faster? No
cheating on this questn!!! Ctrl + O is very quick
way to open a new file.

F. Printing Documents

Printing documents is fairly straight forward
in Word. Pull down th®©ffice Buttontot NJ grii X
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The new Word screen has been completely
redone. | cannot say | like what they have done. It
may be more intuitive but thethrew out a lot of
stuff that made me feel comfortable. They have
taken me out of my comfort zone and | get edgy.

Your Word screen is divided into several
sections. There is thelenubarand Toolsacross the
top of the screen and th8tatusbaracross the
bottom. The document area is in the middle of the
screen where you do all your work.

A. Titlebar

TheTitlebaris 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 th&itlebar. Tkere are several
things on theTitlebarthat warrant mentioning.

ThirdWave,DOC

Macintoshg TheClosebutton is on the far
left end of theTitlebar. The second kton from the
left is the Minimize (Iconize) button which will create
an Icon on the Dock and hide the wowl. The
leftmost button is theMaximize(Zoom) button.

TEC 92@ Word 2007

Windows¢ TheClose B Maximize
(Zoom)E- andMinimize (Iconize).

buttons are located at the right end of thitlebar.

B. Ribbon

lome | InseT  Page Layout  Refereaces  Manrgs  Rewes e

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

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

2 2 NRI Al Qa isa @il B mavihgtthist NHzi K

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 aRibbon There i1 longer the usual
Toolbaracross the top of the page, there is simply
multiple Ribbonsthat can be opened to display the
tools you need.

There is & oolbarbut it is located up on the
Titlebarat the very top of thaVindow. This is called
the Quick Acces Toolbaland can be easily modified
to include lots of different commands.

H9- 0 0&A&d < )+

| 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 modifthe

Ribboncontents in any way. You are stuck with the
Toolsas 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 theHome Takat the top of the
Ribbonand you will get an array of tools including
/[ fALWB2FNRE C2yi(zx
useHomefor our purposes here and then learn

about the others as we get to sections that apply to

those tools.

Clipboard

Lol
i
o5t

—

<=l

L]

Cliplscar s T

Here you find theCut, Copy, andPasteand
the Format Painterbuttons. Pastehas a small arrow
underneath that allows you to select from some
Pasteoptions, such aPaste SpecialAt the bottom
of this section, you see the woldlipboardwith a
small boxed arrow to the right. This opens the
Clpboardin aPaneon 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.

t I N 3 NJ LK

3 af 24 - Cipboard = =

T Maste All

15 Clecr Al

Click an tem to peste

W]

10

4]

= _.i_tc7

We will get into this in a big way when we
get to graphics. Notice the st X in the top right
corner of this pane. You got it!

Font
Celibr {Bady) SR N
'R i II v ahe i '’ Mr“*ﬂé"wiﬂ
Font i

This section has all the buttons and tools
relating to manipulating théontsin your document.
You use these buttons to change font, size, style,
color, case. In the bottom right corner isathlittle
boxed arrow again which will open the standard
Fontdialog box. You have a lot of options at this
level.

Pageg 10
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their hotel and while the father stood in line at the
registration desk, the mother and two chikh
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,
Gl dzNNE W2KFEyys 32 3S{

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 ashholding 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.

(o bt The armows are used 10 move o0r
— docurment up or down one oW at a ime.

e2dzNJ ¥t

So, Viola, there it is!

COMMENT: Some of you who have taken
my classes before know that Viola is not a typo. Yes, |

The elevator can be moved anywhere within
the shaft, taking won 1 that place in the

know the correct usagshould be Voilad but my = document.
Y2G0KSNRa yIrYS gla A2tz | 2 9
and shall every be, Viola! Besides, it sounds kind of Clicking in the shaft, either above or
cool. 44— below the elevator, will move vou one
full acreen in that direction.

So, as | said, we will get to know the inner
g2NJ] Ay3Ja 2 Ribborgf |25F 4iSK SaS9i -
related sections. :1—Wﬂlﬂ hazadded donble-amomws

e which will mowve up or down a
@

D. Saoll v full scaeen.

If you have used the computer at all in the
past 15 years, you are familiar with tSeroll Bars The third way is to actually click inside the
that reside across the right and bottom edge of your shaft, either above or below the elevator. This will
document. TheScrollis used to view or move to move the elevator one full screen up or down. | use
different locations in your document this method more than the other two because | find

it meets my needs to move up or down rapidly in a

| like to call these elevators since they given area.
behave so much like their vertical counterpart. There
is an up arrow and a down arrow just like real Wdzad NBYSYOSNI GKS I RIFISS

elevators. There is also an elevator that moves up
and down within the elevator shaft, again, just like
the real thing.

This reminds me of a good Amish joke |

heard recently. It seems an Amish family traveled to
the big city for the very first time. They arrived at

Pageg 11

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.

get the elevator, and some days you get th& | F (i ® ¢
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Now here is something new and | think

rather beneficial. It gets confusing but it works really Now, any or all of these items can be
well. You carsplit your work area in half vertically so removed from theStatus Bar ad others can be
that you can view two portions of your document at added. Thdist is long. Rightlick on theStatus Bar
the same time. There is a very small line above the and the following list appears. Those with checks are
vertical Scroll Bar Grab that and bring it down and already showing.
you have a split work area with two setsSdroll
Barson the right. You can move up and down in Customize Status Bar
either sections. In fact, you can actually look at the | | Eormatted Page Number 1
same portion of text in both sections. Drag the line || section 1
back to the top to reduce it back to one screen. v | Page Number lofs
Vertical Page Paosition 29"
E. Rulers Line Numper =
Column 1
v | word Count 2,582
‘mq..q..]..|...2......3..|..4...|..5..|...6..d v | Spelling and Grammar Check Errors
. 1 1 1 I I 1 1 1 1 1 1 1 v | Language
v || Signatures Off
TheRulersactually reside athe top and { v | imformation Management Policy off
fSTG 2F GKS 62N] FNBIF®D® 2SS G20 permicsion ol
Rulersat this time but this is one very important Track Changes off
component on your word processing screen. You 1 capstock off
must learn to make the very most of what it has to 1 | overtype Insert
offer. The paragraph margins and tabs are alated Selection Mode
on the tOpRUler. ‘ Macro Recording Not Recording
1 || view Shortcuts
Word has added a new button at the top of V1| zoom 100%
the right Scrollbar It allows you tdv/iew and Hide 1| zoom siider
the Rulers It is a toggle so the same button takes o
you back and forth. Keep it simple.
F. Status Bar G. Work Area

TheWork Areais the large area in the
L = _J middle of your window where you do your workhe
Pages 1l tennds 2 stie | G |9 = ™ = e . A
Work Areawindow can be resized and moved.

TheStatus Baiis located athe bottom of
the work window. This bar can be used to display a
very large amount of information. | 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

TheWork Areais simply the white portion
of the Window where you do your work and enter
text. Itis bordered by th&ulersand theScroll Bars

that | am looking at page If 6 and there are 2,582 H. Views
words in this document. The little button to the right )
of the word count is @roofingbutton, letting me 1. Page Layout View
know that Word has found some proofing errors
that need to be looked at. There is no longer Hormal View It has
been changed to th€®age Layout Vieywwhich is
Then, there are five buttons that give you probably a more logical description of the view.

different views of your document, frorRrint Layout
view toOutline view. Then something new,Zoom
bar which allows you to zoom in or out of your
document with ease.
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Word Outline for FPU Course

I Introduction to Word Processing

= The actual historyof word processing goes back to the verybeginning of communication. In the

. eariest days of man, corunumication was hraited to vocalization of sounds that camied meaning to

- the listener If the sounds were not comectly 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 arourd a fire ina
e cave, Progress interms of e culture or civilization, was slow.

- From the eatlisst times, humans also tried fo communicate with written syaobols, the first attempts
T being drawings. These drawings camied the message to later generations and even today, as we

- explome these early dwellings, we find meaning in the drawings that appeared on the walls

o Information collection now had forn and the culture of & people was passed onfo the next

EEEsd Tl [
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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 thzoom Controbn the Status Bato zoom

in and out of your document for a more global or
closeup look.

50%

iz iz witor you chock e lyouTofyour cage To malk 2o P capmes Balamccd and o
Bow il ingormic bk whor you S o pietil Tow ac Baviow i ke a ok of #c claoomoeic!
CEEN L

100%

This is where you check the layo
how it is going to look when you decide t
pictures, graphics, charts

200%

This is where you check
how it is going to look when you
pictures, graphics, charts
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2. Full Screen Reading

This is an intergting 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 Viewontent ina variety of ways using
the Optionsmenu in the upper right corner. To go
back toPage Layout Vieywyou need to click the
Closebutton at the top right.

3. Web Layout

Web Layout Viewdoes not work very well
unless you have sonfebjectsand graphics that
have been placed on your document. But, Microsoft
is very Internet oriented so they have create¥iaw
that will let you see what it would look like as a web
page.

4. Outline View

O wordSectonl  @H|
ol i N
¢ A. History of Word Processing E
0 B. Word ata Glance
© C. Tool for School
¢ D. Launching ¥ord
0 II.__File Management

|

cument

|

;

cocoaa

i

o

i

slecuae Tex
EEEEk D

[ol=]d]

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 Viewdisplaysyour document as an outline,
based on theStylesyou defined for the various
headings. Use th@utline Viewto organize your
topics before you begin to write. The uselxfag
and Dropis awesome in moving items around on the
outline. Besides, Word will reimber and letter your
outline as you make modifications. Powerful?
Indeed!
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5. Draft View

| am really at a loss at describing tRigw.
It removes theRulersbut | have not found any
information as to its main purpose.

|. Task Panes

And, finally, Office XP added the concept of
the Task Pan¢hat you can display on the right or
left portion of the window. | really am
uncomfortable with anyPanebeing displayed all the
time since it takes up so much real estate, wHich
need for my documents. There are multiff@anes
that you can display, depending upon the topic. In
fact, oftenPaneswill pop up as the result of a
button click on theRibbon

Clipboard.

a 1 ot 74 - Cliphoard - M

F rase AN | B Clear 21
iick an iter o pasto:

£) 2]

| |

Opticns ~

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

Styles

Styles T
Clear &1
L. Heading 1 T
A Hewling2 ¥
1. lHeading 5 T
a) TMeadin¥
(1 T
jul F1
fHT
fz) T
1) He¥
Mormal T
TOC Subhead 1 7
show Frevizv

[] Pisatales Dokl Sies

h B B OMCrE..

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 ya@an look at two
sections of your document at the same time.

i)

-

At the very top of the righScroll Baiis a
small flat line. When you put yotointeron the
line, thePointerbecomes a move line. You grab this
line and drag it down to say, half the screegight.
That essentially divides your screen in half.
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Each half now has its owscroll Bamwhich

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.

E.. e ————

Tt Thins| %taws:iv o sk st by & ki T Ter Tiiwane oMb i pue: Senbe i pa

.
mezk o2 ser sy o perszesiive, Jlerears some thonghis ibzuitbkasboens

Trimpegemeet For toar bt b ot camt somy soenpee bensieen o who s b e

ToTMaw wvin sz mbeenl Ve vt T przsesn slosing, Vas Fieal W in i bavre Fuse srfihill T
Aloriap e B Waer v ptosiis] D wmomideiseed ) S P Sl hin® sl haes: wenwts

srkava vaur hoed chvpoed ol Mighl cudo Zaht e sbvmmes sacisd, Ui gl =il
men pometty pmler e vinedons hee Is alag Rcory of Dvillzzioug e )

= IR e s

To change it back to a single screen, grab
the line and move it back up to the top of tiseroll
Bar.
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V. Working with Ribbons

We have been usingibbonsfor a while in
this course and it is time to stop and spend some
quality ime with this most important topic. Since
Ribbonsplay such an important role in the Word
userinterface, 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
userinterface. 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
Ribbonsto meet your needs. You must figure out
what they want you to do with it and that is it.

A. Basic Ribbons

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

Ham [IER Py i Helveem o, (ST
There are seven tabs to select from on the
top of the Ribbon Notice thatHomeis highlighted
since it is the current selection. Click on any of the
seven tabs and it will open a neéRibbonwith 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. Therek NB I F¥Sg GKI G
good fit anywhere so they just put them in an empty
slot.

Home
Clipboard
Font
Paragraph
Styles
Editing

NEItfe

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
R2 Y Q&hok/HideS |
Zoom
Window
Macros

Can you see now why this is so crazy. There
are so many things that Word can do, creating a
sane useinterface is insanity, at best.

| am not absolutely surelike 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 tt&tyles options which

TEC 92@ Word 2007

Inserta Chartand you get three tabs.

take up at least 4 square inches of screen space. Chart Tazls
Mesign I avok Frrmar
AaBbCeDd | AsBbhceDd AaBbCe AaBbCc %_
T Mormal | Mo Spacing Heacling 1 Heading2 = ‘:"-i":j'
Siyles S I think you get the idea here. We will look at
each of theséRibbonsin detail as we geto the
Ldziz GKSy F3FAys (KSe dpprdRiar Sectibriofthise@ursé K | G L

wanted.

C. Design Ribbons

There is an additional twist to this feature.
On some of the options, you get an entiralgw
Ribbon For instance, if you insertZhapefrom the
lllustration section of thelnsert Ribbon you get an
addition tab at the top, thé=ormattab. This opens
an entirely newRibbonwith all kinds oDraw
options.

Urawing |col:

R LC TR THEN elunlinng o Rrwicw Wiew Lo ol Furmil

If you add &Picture, you get a siiifar tab
designated for formatting pictures.

Pivlure Tuo s

e Scrabak Farmat

Click on any of th&bjectsyou have
created in your work area and thHibbon
automatically changes to the appropriaf®@rmat
screen.

Some options require twRibbonsto
contain all the features, such as thableoption.
Inserta Tableand you have two tabs at the top,
Designand Layout

lable 1aaols

Design Layout

D. Creating Your Own Ribbons
I yQiao

Sorry, | just could not help myself here. No
assignment either. Truth is, if you know XML
programming- - -never mind.

One final comment thasome 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 \Wlbdocument, make
sure you are on thélometab, and click thelt key
on your keyboard. Notice the changes on your
ribbon. TheQuick Access Toolbarets numbers on it
and theRibbongets letters. Click any of the letters
and it will take you to thaRibbonand it will then
show with letters which options are available. Click
on Alt one more time to get rid of this information.

| think this is cool. There are times when |
use it just to save time and keep my right hand from
having to leave the keybod, 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 othr 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 it 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 |

Beam , which is youmpointer, 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 theCursor 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 theCursorup, down, left, and right. This
works pretty well if you are trying to move to
anotherlinsert Pointin the near vicinity of the
currentCursorlocation. This does not work well if
you are trying to move from page 1 to page 5. Itis
possible to use th®ageUp and Page Dowrkeys to
get to the page you desire and then use the arrow
keys to maneuver th€ursorinto place. Your call.

2) Using the mouse, click in the new
Insert Pointlocation using the pointed Bean). This
works well if your intended locatiois on the same

page, but what if you need to move pages. Then you
need to use the mouse to scroll down or up to the
correct location and then click with the pointer to
place theCursor One feature that a lot of people
R2y Qi GKAY]
Downkeys. 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 th&ndand
Homekeys which take you either to the very entfl
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
@2dz 6+yG NBLXFOSR FYyR
much esier 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 | was in
school, back in the dark ages, | used to hate to write.
We would write our stories in pencil and turn them
into the teacher. She/He would then correct errors
with big red marks. The spelling errors were a real
thrill. 1 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
g2dzZf R RNBL) G¢KS . 2YoHE
your irk pens and rewrite the story on good paper
dzaAy3a &2dzNJ 6S4ai
written long stories and | am a lot of things but crazy
| am not. One small error and you had to start all
over again with a new, nice, white piece of paper. |
wrote short stories. Very short stories.

On a side note, | am reminded of a trip |
took with my family to the Grand Canyon. We were
driving through a beautiful section of the area and |
noticed both of my boys were hiding their eyes and
laughing. | inquied as to their amusement and they
G2t R YS GKSe& RARyQi gt yi
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;, this puts the
responsibility for good writing on the student. They
are responsible for correct spelling and grammar.
0 6Kl

{22 tSGQa

about.

t221 |

1. Selecting Text

One of the more common activities in
editing text is fixing spelling or typos. This does not
require selecting texin many cases and simply
requires the correct placement of tHeursorto 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 lmation, 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 theBeam
over the text to select it. For a letter, a word or
sentencethis works quite well. But there are some
additional features that you need to know about.

Doubleclick on a word and that word will
be selected. Triplelick on a word and the entire
LI N} AN} LK gAff 0S8
Hold down theCommand/Ctrlkey and click on a
word and the sentence will be selected.

A 2 4 oA

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 tk shift key, now scroll
down to where you want the selection to end, not
letting go of theshift key, and click where you wish
it to end. Everything between the first click and the
second click will be selected, only if you continue to
hold down theshift key. If you need to select the
entire document, therSelect Allor CommandCtrl +
Ais your best choice.

The last trick, | promise. If you move your
pointer to the left of the text and keep moving to the
left portion of your screen, yourBeamwill turn into
an arrow that points toward the rightinstead of the

l.j

8 St SO0 S R@AMRWHeyS and hdidme Erd, Phgk YgAd
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normal left direction. Use this right pointing arrow
to select rows of text.

L% -

(p))
Pl

I. Introduction to 7'

The actual hastory of word
earliest days of mar, comm
the hstener. If the sounds v
message. Thns began the b
passed {Tom one generatioy
cave. Prooress. m terros of

A

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

Word 2007 has added a new twist to the
text selection process. Once you have selected the
text you wish, a pojup transparent window
appears. Move thé&ointer over this window and it
becomes active. provides all thé=ontoptions.

Oops. | do have at least one more trick. It is
possible to select text using the keyboard and not
the mouse. Hold down th8hiftkey and you can use | _
2 S N
Page Dowrkeys to select text

2. Deleting Text

Most people realize mistakes as they are
typing them and use thbackspace/deletekey to
delete the character preceding théursor | wear
this key out on my keyboard. A little known fact,
especially to Macintoshwners, 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 thedel key a couple of times. Works
great.

Deleting multiple chracters of text is also
jdzZA 0S &aAYLX S® LGQaAa 6KI G
important. If you want to delete it and not use it

e 2dz
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again, then | suggest you highlight the portion and
hit the backspace/deletekey. There are several
other ways of gettingri@¢ ¥ G K S
intend to use it again. Thélearcommand, found
under Editwill do the same thing as hitting the
delete/ backspacekey. You will also finGutunder

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

W] ASSIGNMENT 5.1

Let me take this opportunity to giweou 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
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 th&ndooption.

3. Formatting Text

Not only can students edihe 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 | have to admit to a collection of several
hundred fonts. The critical thinis knowing when to
use them and determining what best fits the
situation.

| 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 améhs 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.

GSEG AT

a. Font
& 2 dz ERé&y6rfR lknows how to change fonts these
RFea a2 ¢S 62yQi
is to use thePop-Up list that appears on th&ibbon

Times Mew Foman * 12 -

If you want a little more overall control,
then you will have to highlight the text you wish to
modify andclick on theFont Dialog Bodutton. It is
located at the far right end of thEonttab at the
bottom of the Ribbon Here you have control over all
aspects of your font formatting.

Font 2%
| For || chagpcter Spadng
Eprk: Fant style: See:
+Body Regular 11
- g E -
+Headings el 8
Arademy Engrewed LET Bold 10
Agancy Fl Bold Xalic 11|
Alba ~ 12 ~
Fori poloe: Underling siyle:
Automatic w!| | (nona) -
[ striksthrough [[] shadog [ Small eaps
[] Double strimthrouigh [ outina ] 0 caps
[ sugerseripe [ Embessz. [ iaven
| Subscript | Engrave
+Body
This iztha body thama fort. The current decument thame defines which fant vl ba used.
Default o p—

Font: Font style: Size:

Textile Regular 18

Tahoma Regular 18

Iralic 20

Bald » 0
. Bold malic 24

Strikethrough [ shadow
Double strikethrough [ Outline

) Emboss

) Engrave

Solomon

[ Default...

(Cancel ) (0K
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ASSIGNMENT 5.2

b. Size

Sizeis another option that is quite
straightfarward. Sizecan be determined on thEont
Ribbon or by using thd=ont Dialog Box.

ASSIGNMENT 5.3

c. Style
Czlilri (B2 ~11

IR 7 T

2 R
- .J:.: :__ = _h Ll B é
Frmt

Most of us are familiar with the standard
Styleoptions,Boldface Italics andUnderline The
big three are normally available as buttons on the
Font Ribbon

B I U

With the advent of modifiabl& oolbars it is
not always a given that the big three will be there.
You may need to add those buttons if necessary.
And, you can always add some additioBalle
options if you like. In fact, Word has now adde
super and subscript, 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 varietiyunderline
options.

TEC 92@ Word 2007
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ASSIGNMENT 5.4

Click on thé~ont Dialog Boxutton and you
will find an additional set obtyleoptions that are
quite nice. You now have options sucheasboss
andEngrave Play with these to get familiar with the
others. Wearg Qi 3I2Ay3 (G2 &aLISYR
with these options.

d. Font Character Spacing

Fort |i Charactsr Spacing |

Notice the tabs at the top of thEont
Dialog Box The second tab iSharacter 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. Usi@baracter
Spacingyou ca adjust the spacing between
characters so that the document will completely fill a
line or page. This is great Tatleswhich look good
when they reach across the entire page.
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Font |; Crazacter Spacez | e. Style

Sgn e LU, e
We need to come back and revisit tBg¢yle

option. Earlier, we looked at the three main font
styles but in this case, ¢hword Stylerefers to an
Point= 2nd ohave entirely different thing. | wish they would have come
up with a different descriptor because it gets
confusing when you talk abo@tyle

Spacnor | Morrns v | By

k| 4%

2asitian Marr= L Ry

L

| «zming ter tonts:

~

Expunded by 3 points

It is possible to creat8tylesand then apply
Raised yy 3 points. them over and over to your text. In fachis is the
single best way to ensure continuity throughout your
document, or even a set of documents. UsBigles
w ASSIGNMENT 5.5 you can be assured that all major headings and
) subheadings will be the same font, font size, and
have the same indent setting.

Guess what? Word 2007 took away text
animation. Can yobelieve that. | guess it is because Styles ¥ x
GSEG aAvYLie oAttt y20 aLINJES 2 ~ARyiSR® LQ@S
GNASR 20SNJ YR 20SNJIFyR Ol yQi Gd ow2{1So !y
of the earlier versions have a third tab on tRent Mormal T
Dialog BoxcalledText Effects Really cool and they

Clzar Al

. ; . Spacin T

took it away! What is worse is the fact that théelp Ho Spacing
says to go use an earlier version of Word. Go figure! Heading 1 1= b
T b Ll ',' ad
Format Palette Heading 2 -
Heading 3 12

TheFormat Paletteis available on the

Heading 4 1

Macintosh and works just like tHéormatting
Ribbon.I really like theFormat Paletteand find it to leading & ™
be a real timesaving tool. You can easily expand any ﬂ
of the categories, make yw selection, and put it
away. show Preview
| | miszble Unked Styles
|

ot Formatting Palette = Optians..

¥ Font

Styler  Mormal » There are liree buttons at the bottom of
o = the dialog box the first one allowing you to add a

Name: Times New Roman new Style You can have as many as you like but |

Size: 17 %' Font colar . recommend you keep it simple.

When you are ready to establish formatting
for your document, you need to take a close look at
the Stylesyou are going to use. Make sure body text
(Normal) is as you want it to be (font, size, indent,

_ T oo justification, etc.) and make sure that all headings
Lists: Zmm wmi= | {ET5 D05 . .
oo and subheading options are set correctly. Then, as
b Alignment and Spacing you go through and format your document,ailion
any portion of a heading and click on the correct
heading option from theStylelist.

| ;T e & e o o W

ABE s | ARC nA | amd v

P Borders and Shading

b Document
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What makes this extremely powerful is the
ability to go back and modify th8tyleformat and
Word will automatically go back and reset all text
using thatStyleF 2 NY I 4 G 2
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 $itides
feature, you can opethe Stylesdialog box and
make the change and your entidormalwill be
converted to the newstyle Otherwise, you are
going to have to go back and highlight each
paragraph and make the change. Same thing applies
to headings.

To change &tyle right clck on thatStyle
and select theviodify option. That will open the
following dialog box where you can make all your
changes.

AL 5o e
T

o ET

A Te Ty e
o,

tellafml FITE I L Mlarcd: [

Lirec ko

b fatmbegmn T e Tand et T e =T Tl st e
SauGac Fde

W amdly ok Ads I

TE b s kearzh D Hae wsoe mris s o lns A gkl

[ ron- | T Y

Really a very powerful tool.

We will look atStyleswhen 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 Clipboardportion of theRibbon This littlePaint
Brushis as good as a crescent wrench in the old
toolbox. Thepurpose for this tool is to copy and
paste formatting from one section of text to
another. Here is the caveatit copies and applies
not only the font and font style format, it also

TEC 92@ Word 2007

applies the margins, indents,tabs, and all other
Stylesthat you have selcted for the text.

0KS Y2RATASR Her§iblEow 2 workg ypuSifstiall place

the Insert Pointamong the text of the format you
wish to copy. You can also highlight a portion but
that is not necessary for this to work.

ik

e

1

I*aste

I

Clickard 'J:t'

A single click on thEormatPaintericon
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 fnished its job.

W] ASSIGNMENT 5.6

But, what if you want to copy a format and
FLILX &8 AG G2
have decided to change the heading font size and
indent on several headings in one section of your
document. Modify one of th 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. Todethis process, you
will need to go back and click on tRermat 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
greatforsi dzZRSy ia aAyOS GKSe
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 th€lipboard
and how it can be useatcopy or move text or
images from one location to another. What is
important to know here is the fact that the
Clipboardwill only hold one itemCopyone
sentence onto theClipboardand the graphic that
was previously there is gone. One item only.

Well, that is not entirely true now with
Word 2007. You can view ti@ipboardas aPaneon
the left will hold items that you have eith&@utor
Copied They will stay there as long as you keep
Word 2007 open. Close it and goodbye. Rather neat
- somewhat likehe Scrapbook of old.

- . —

'l'he-C]ip]; DAL

Cuj: I
—— p Paste

Copw e

The use of the&lipboardrequires a decision
to be madeg Do you want to make a duplicate copy
of the selection or do you want to move it to a new
location? Or, do you simply want to get rid of it? If
you want to duplicateCopy), then you will use the
Copycommand undeEditto place the selection
onto the Clipboard If your intent is to move the
selection, then you will need to use titaut
command. Either way, the selected portion is moved
to the Clipboard

Now, what do you do wit it? Since it is
setting on theClipboard your only option is t&’aste
it. Place youCursorat the correctinsert Pointand
click on thePasteicon toPaste

=]

=1

Maste

|

lipload =

Or, if you have th€lipboard Pan@pen,
you can click once on the item you would like
Pasted Just make certain you have thesert Point
at the right location.

Truth is, there is another thing you can do
with the text that is on theClipboard If you have no
intention of using it at a new location, simply leave it
there and the next timg/ou Cutor Copysomething,
AG Attt 0SS 3A2ySed LG R2SayQi
the Clipboard In addition, you caRasteas many
copies as you like since it remains on @lgboard
until you Copyor Cutsomething else.

There is one other way t6ut, Copy and
Paste The best of all is the keyboard command input
using theCtrl + X(Cui), Ctrl + QCopy), andCtrl + V
(Past@. (For you Mac users, simply substitute
Commandfor Ctrl) The fastest method by far.

b. Drag and Drop

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

URLWE . F DRSS, L0 LBLIRS UL H GUILUEE UL LY L
From h{.a sarliest tmnes, humans also tred to o
being drawings. These drawings carried the me:
explore these early dwellings, we find meanmg
Inforrmation collection now bad form and the o

generatinm.

The advent of 2 written langnage took place rai
a matter of comverting sounds mio syrabols the
Hieroglyphics were one of the first efforts to ¢
wras nniforem and had strocture. It took many 5
by an awerage persom, to be developed. Thas w
great oralizations resulted from this Frowine v

But, | have a little dessert to add to that
main dish of a feature. If you hottbwn 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 bgical 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 |
think the software creators figured less was better
and simply hid the features away. If you need or
want the featue, you have to go looking for it.

{2 tSiQa t221® ¢KSNB
AutoTextanywhere on any of th®ibbons If you
want it you have to place a button on tiguick
Access Toolbamway up on the top of the screen.
Click on theOffice Buttonand atthe bottom, click
on Word Options Click orCustomizeon the left
pane and selecAll Commandgrom the Choose
Commands frompop-up window.
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AutoTextnow becomes a button.

AutoTextallows you to store a sequence of
text and use it over and over agaltimight 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 iAutoText This saves
time and also insures that you do not make typos, as
long as your original is corre@o, if you use phrases
repetitively, copy those phrases infautoTextand
Word will automatically enter the entire paragraph,
if need be.

TEC 92@ Word 2007

ASSIGNMENT 5.8

D. Proofing Tools

The most powerful features for educators
and students are té proofing tools that are included
with Word. Proofing tools puts the responsibility of
good writing where it belongs, on the student.
{GddzRSyGa R2y Qi tA1S Gdz2NYyAy3
errors. They would prefer to catch all these mistakes
before they tun 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.

yl2 Fioa gng KRéplee 2 v

I may be silly but I have always liked this
feature. | have used it many times to create
Crytograms, where you take a body of text or
spelling list, and replace all the letters with other
letters. The students then have to figure out the
code. | also likéo use this in some form lettersbut
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.

Aa G2

Open the dialog box by clicking on the
appropriate button in theEditingsection of the
Home Ribbon

32 Find -

tae Hoplace

-

=dting

Even though thé-indand Replaceare two
separate commands, they open the sabialog
Box It is the tabs at the tophtat separate the two
functions.

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

2dzi SKSNB 82dz GHf1SR o2
(KSYy G8LJS Ay G2NRSydGé I yR

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

words, even wildcards.
rind s~ Keslacs
_____ BT
;;;;;;; il
| o -
Fraart ik
L werdinas _raal s
[ awatshirangic s TTHw wnis
[IRELEN" )
L =rares b fmngen; I A ETPE L R
™ aw clzan d i ciLaad i [T P TSRTR O T
Fan =

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.

Replacethe second tab on th&nd and

Replace Dialog Bgohas the same features &ind
but includes arext Entry Boxvhere 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
about.

aaaaaaa

AANAT ; £

individually. That is what thend Nextis all

TIHe g

| P s

b . deaaa
14 Flz 2 Pl

dza 8

This works great for younger students who
0KS 62NR ayAO0Se ¢ f

can choose a different word and selectively change

azvys 27

iKS 200dzNNBy OSa

W] ASSIGNMENT 5.9

quite that bal but if you are sensitive to criticism,

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
SNNBENE NEI RE

G2 GKNERg

Al

this feature may put you over the edge. Truth is, you

can always turn it off and have the last laugh but
then again, | think théutoCorrectwould have the
last laugh when you put something out that had

errors in it

grahpics instead. So, AutoCorrect | have told it to

AutoCorrectwill correct standard mistakes
as you make them. A good example is the fact that |
type very fast and sometimes hit one key before the
other. Graphics is one | often mess up on entering

automatically change grahpics to graphics.

AuteCarract: Enghich (U.5.}

| = ame AreCnrras Getlang mitans

[Z worest 1ws Bl Lz tals
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| tanalae =ames of days
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zeplmes vt

|ermbaen ararhies

| &uron

wlplhy s @z gastons S che rell ag cacker

Lkt

AutoCorrect Options must be placed on the
Quick Access Toolbar, just like AutoText.

[ SiQa

al e

L O2yGAydz2dzat @
of mistake. Mistak has a red squiggly line under it
because it is misspelleRightclick on the word and

pop down to AutoCorrect Options. Set it up and now

it will fix it for you automatically without you véng

to spend time correcting.

iKS

GAYS Ay

ASSIGNMENT 5.10

GKSANI gNRGAYTD ¢KS

2T Wy i OS w AutoFormat as you Type

TheAutoFormatoption actually give you

access to a lot more than simply formatting. It gives

you access to the othekutoCorrectand AutoText

Pageg 26

%

3

(



feature. So, | recommend that you go back and click
on the Office Button click onword Optionsat the
bottom, click onCustomieon the left, then select

All Commandsn the middle. Pull down to
AutoFormat...and put that on theQuick Access
Toolbar.You may wish to go back and take off the
AutoTextand AutoCorrectbuttons since that is now
redundant.

When you click on the toFormatbutton,
you get a quick dialog box that takes you to the real
power.

AutoFarmat E| z|

Virwre wil aulwnelizelly T el "Sarple. docs".

(8 ALtokcrmat now

) ALtoFcrmat ard raviaw eadh change

Please selecl o commenl Lype o help improve e fommelling
process:

|Gere’3l docurent ~

[ Lpions.. l | [0} ][ Closz ]

Click onOptionsand the following window
opens up.

b. AutoFormat

AutoCaorract X

SobeloTIic Heth fanzloren SancFamet fz Yoo Troe

FfarzFomnzk fameal gz

anrky

[ sultn dzadne ez | fctoratiz ulzad 12t

[=] Lt zrpies [ othzr zaragaa sz
ER

|7| Eaagrbguotes wth "rat ouckert

[=] svctunde o) et s e

o] Ly sabrs (1wl Traddren dheroden

[+] Hammerns (1w dash —)

| CET T BT A FUTERSY| ST S T

|| goberrer = o memiodk panes ve th spedne

It is important that you remember where
this is. You are going to want to come back to this
page now and then toeview your options. Several
that are significant are thEractionsoption, the
Hyphensoption, and thelnternet and Network
Pathsoption. Word will perform all the checked
options without asking you. Just remember this!

TEC 92@ Word 2007

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.
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4. Spelling

Spell checking is a wonderful feature.
Teachers should get on their knees and thank the
goodLord 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 le placed by each incorrectly spelled
word. In most cases, the student would get the
paper back and find they had, say 6, spelling errors.
¢tKS aGdzRSyilG ¢2dzZ R alesx a! éx
paper away. Absolutely no learning took place there.

With the adventof 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 weds and asks the user to select
the correct word from a list. Good spelling
AYAGNHzOGA2Y Ay Y& 0221®
checkers. Insist that each paper be spell checked
0STF2NB Al Aa GdzNYSR Ay o
with it.

This is a gad way to teach spelling. Turn off
the AutoCorrectand purposefully misspell this
5SS1Qa aLISttAy3a tAade ¢KS
each word and pick out the correct spelling of that
word. It works.
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Word Options

Spellingand Grammarcheck are found vz @] v mewwes ameets ane toemnaps o
under theReviewtab on theRibbon Click on e —
. . . . . Wty | Awiolmieet oodboes
ReV|ewand the fo”OWIng Optlons are avallable In the RS I Pe LN S EERA U H IO R BRI D CEN BT FHE B H TR v H L
PrOOfIngseCtlon e ihae zzrracting spaling in 1 creazs Dthes pregears
e TR
g Reseerch B2 Trans alon SosenTip - :1" ;\.,,_r,,:::m,.;
= - ¥ b= N gk el
W Thesaurus ¥ sat Lencuzge Fuvettn T al swa b ups i s
ce II n EF\. r|. . T EE N R A TP ST PEEg B
g iy Translaie I:,'E Werd Counk S Letn e
JI It Freoimcdan TRIZAza 3rdnee rE ¥
F r':l':ll: f :_ Yihae cerecilig cpaling 2nc gramnar ls Viord

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 faBrammarthan it There is one feature of the grammar check
is Spelling that | think is rather neat. When you have finished

checking the grammar, Word will provide you with
w some statistics regarding what it checked, including
the number of words, sentences, and THE
ASSIGNMENT 5.11 READABILITY LEVEE! ¥the readability level based
on the FlesckKincaid reading levels. Imaging a sixth
5. Gramnar grader who has written an essay and checks the
grammar only to find out it was written at about the

This one is not as hot as spelling since there 2nd grade level. Now, | will grant one argument to all

are so many ways of saymg thmgs and somet|mes you English teehers out there, that the measure of

22 NR R2SayQli 3Sd Al N& 3K Pritinggsnot pased pryreagapilgyegel. Buj it 'R*’?\”El KEAIKI

what it considers bad grammar and you have to indicator of the level of language use, of compound

make a decision as to tell it where get off. In so sentences, the use of adjectives and adverbs. ~ ~

many cases, Word is correct in its analysis. LYF3Ay3 UKAa abys atdzRRsyld 6K2

assistance, _godsAacuk and works at his writing. The o

Click on theOffice Buttonand click on 3[?'?“ . OKSOT é K2 ‘Z’ a . Ad Ad bd UKS

Word Optionsat the bottom. Click ofProofingon ass ezdz RZ UKlhda Gz SHOK 2ys 2

the left and you will see this window. papers. No way!

W] ASSIGNMENT 5.12

6. Thesaurus

| love theThesaurus| use it all the time.
There are wo ways to make use of thEhesaurus

The first way is to use th@ontrolkey/right
mousebutton when you click on a specific word.
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Toward the bottom of thé?op-Up

command list will bé&synonymswhere you can easily
select a different word from the lisAgain, | recall all
0KS AAEGK 3INIRSNEB (KL
their writing. With theThesaurus| could have had
G§KSY 32 (KNPRdJzIK
describe people and things. Good vocabulary
development there, folks!

Theother way to use th&hesaurusgs to
highlight the word and click on thEhesaurudutton
in the Proofingsection of theReview Ribbon
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This will open th&hesaurusside pane and
give you lots of options.
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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.

W] ASSIGNMENT 5.13

7. Speaking Selection

I know this will sound crazy but yes, Word
can read your wdk 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 cike text to

f 2 @re¢ch. Yqu cafygven dgcklgwhighpvpige yau wanto S ¢ Ay

to listen to. Highlight the text you want to have read

YR TAYR @@Imﬂ downT gofsts fgeak Relegtiomry Y& K §1Q &g A G @

Y I y2i 0SS LISNFSOG odzi AlGQa &
Now, what do you do with thisption?

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

GKSe OFy KSIFNJI SNNBNAR (KFG GKS

print. You can even scan portions of the textbook

and have the computer read it to them. You tell me

GKAA AayQli LI2ogSNFdzZ addFFo [ S

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 dowroolsto
t AO1 ardEhoddeyour speaker. | love
Hystericald dzi (KA & AayQi
instructional setting.

J2Aay3a G2 C

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

Symbal el
Eymbl
o Al s a|AlAAA|l A AZ RS
ELLE T I{I|T|D{&|O(o(odo - ar-
TULUY B|B|alaldlald|alw ¢ ¢ ¢ &
G113 a|djafafalaldalal: a0 i
Zezzety esed smbz s
£ 0% oommL|r|z]z] e oua poa

Click on thdnserttab at the top of the
Ribbonand click orSymboland down toMore
Symbolsthe dialog box shown above will appear.

Notice theShortcut Key..button on the
Symbolwindow. | have entered the keystroke
Gontrol+9. If | click on thé\ssignbutton, this symbol
will be assigned to that keystroke combination and
every time | hitControl+9 | will get the large bullet.

Now that we have gotten this out of the
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; & & é & &. Your call. And, if you
teach math and need the division mark, it is dasfale
- +. You will just have to find it and if you are going
to use it a lot, set it up as@pecial Characterith a
keystroke combination.

Mac users, use thEeyCapso 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 pargyraph 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

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

TEC 92@ Word 2007

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

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

g-"\"-]---|---2---|---3---|---4---a---5---|“‘5---||

Let’s talk about parsgraph margins first. These limits are set by
markers located on the muler at the top of your word amea. When
o first open a blank document, wou should find & marker at 6.5
at the fght which establishes your dght margin. To the left of the
ulex, at 0", wou will find the left margin marker which in fact is
three iterns, two triangles and a 2quare.

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

g---I---]---I---2---I---3---I---4---I---5--él--

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

Y I

dzaAy3a |y yopé E mMmé LIASOS 2F LI LISNE AF e&2dz SaidlofAak
YFENBAY |G GKS §tSTG 2F mé YR I YFENBAY 4G GKS NRIKIG 27
MEéES 82dz KI 98 ONBI th&8Roffi 62 Ay OK Bhgre arepvo geftipng qyytheuler
fAYAGA G2 GSEG a2 GKSNB A ddentifigehby thecplorgionNnp T 2y G € Nuzt & Ay
which to place your text.
There are two kinds of margins. There are
CERREREI EXRARRRE: : 3 ; B —

margins that affect only a selected paragraph and
there are margins that apply to the entire document.
It is important tounderstand the relationship
between these two margin settings so that you can
make your documents work for you.

1. Paragraph Margins
[ SG Q& (pkragtaphtmargintidst.

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

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

When you first open a blank document, you
should find amarker I & ¢ ®pé |
establishes your right margin. To the left of theer,

Fd néx @2dz gAfmarkerAy R (KS

iKS NRYRYE
fPagraph g4a f

The white area of theuler is the portion
that fits within theGlobal Margins which we will
talk about in a moment. It is possible to drag the
right marginmarkerto a location outside the
limitations set by theGlobal Marginsbut this is not a
wise move. In the next section, we will talk about
how you might modify the darker gray area of the
ruler.

Since a paragraph can have only one margin
setting, you do not need to highlight the entire
paragaph to change the right margin settings for a
single paragraph. The location of yawrsor, the
flashing vertical insert point, within a given
paragraph identifies that paragraph as selected and
n Rf @%arkerwill affect only that
paragraphIf you want to modify more than one
Ry will have to highlight all the
paragraphs and then move thearker.
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BN RERE ERRRERRE SRENERRE CERNRRRY IRRNRREE R

Let's talk abont paragraph margins fivst. These limits are set by markers located
on the raler at the top of your word area. When wou first open a blank document,
wou should find & marker at 5.5" at the rght which establizhes wour right margin.
To the left of the roler, at 0¥, sou will find the left maryin marker wwhich in fact is
three items, two wiangles and & square.

We 'l target the fght margin marker first since it is the easiest 10 comprehend. The
rght margin marker sets the right bonndary of sny paragraph. Each paragraph can
have a different rght margin but no single paragraph can have more than one
margin seting. The margin iz set by moving the rizht maryin marker 10 a new
location on the Toler.

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

One of the more difficult topics to
understand is the left margimarkers Since there
are three items and their relationship so critical in
aSatiay3a GKS
out exactly how you might use these puppies.

[ SGQa FANRG 2F I ff
box that resides under the two triangle shapes.

Left |ndent

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
YINBAY (2 mMé AyaagSIR 27
Fd GKS o2GG2Y
ruler. Orly the current paragraph, or highlighted
paragraphs, will be affected.

LI N 3 NJ LK YI NHAY w

FYR RNJ 3 Al

The actual history of word processing goe:
earliest daws of man, corarmunication was 1
the hsterer. [f the sounds were not correct
message. T hus began the lustory of langua:
passed fror one gereration to another in t
cave. Progress, in terras of a culture or coi

From the earliest times, hur
first atterapts being drawin
and even today, as we exple
that appeared on the walls.
people was passed on to th

markershave a unique relationship. The toparker
affects only the first line of each paragraph.

 SRRRRRRRE

First Line Indent

The bottommarkerimpacts the remaining

lines.
0KS RSFEX...1 ... INIO (K
G2 GKS ' 2y GKS

|Hang1’ ng Inu:lent|

In other words, when you start a new
paragraph, with arenter 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 athe bottom marker. If you
stop to think about this, it is really cool. If you move
GKS G2L3 YFENJLSNI G2 opés
for your paragraph. If you selected your entire
document, you could indent the first line of each
paragraph by movingre little marker.
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Let’s talk about parag
located on the raler at the o)
daocument, wou should find a
rght margin. To the leftof th
which in fact is three items, t

We'll target the rght
comprehend. The rght margi
Each paragraph can hawe a di
mwore than one margin setiing
marker to a new location on

The reality here is the fact that you should
type all your text with no indents. DO NOT TAB THE

TEC 92@ Word 2007
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Let’s talk about paragraph i
located on the raler
open a blank docums
right wwhich establish
0¥, won will find the
Itemns, two tiangles

We'll target the ght margin
comprehend. The rig
anv paragraph. Each
no single paragraph
nargin iz set by mos
on the Taler.

This works great for documents such as

FIRST LINE OF YOUR PARAGRAPHS! This is a mistakeresumés. Théanging indentworks perfectly and

made by many word processing folks. Truth is, you
can set the margimarkersbefore typingand the
currentruler setting will follow you all the way
through your document. Or, you can do it aftgou
have typed all your text.

W

ASSIGNMENT 6.2

What will happen if you drag the bottom
markeri 2 ®p ¢ X
is ratherinteresting in the fact that you will get a
hanging indent There are many occasions when a
hanging indentis exactly what you need but if you
R2y Qi 1y2¢6 K2g (G2 R2 AGZ
its capability. This is very effective with bullets,
numbeling, keywords. The bottomarkercan be
dragged anywhere on theuler which makes for
some mighty awesome options.

Ay anarker? Rvell2tfis G K S

you can always go back and adjust it if you are not
satisfied with the results. Set theanging indent
markerl G | NP dzy R
hit tab to move to themarker.

Voo IR é ....... Tt PRI - [ AR

Exzperience
Teacher - Hilldale T tanght 6™ grade at Hilldale Elementary fox 7 vears. While there, I
wras directed the sports activites on campuz and was an active
member of the Parent Teacher Association.

W

(el
N

ASSIGNMENT 6.3

If you drag using either the top or bottom
griangite @arkgr tiey willlmp\& indiviRigallyyifiyou3 S
grabthe lowerbox, the two will move together, in
whatever relationship you established. That way, if
you want to move your text in a little from the left,
you do not need to move both thearkers just the
box.

2. Global Margins

GlobalMarginsare different than
Paragraph Marginsin fact,Global Margindmpact
Paragraph Margindut ParagraphMarginshave no
impact onGlobal MarginsGlobalMarginsare the
margin settings for your entire document. It
establishes limitations at all fouides of your paper
as to how close the text can come to the edge of the
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paper. YouParagraphMarginsmust stay within the
Global Marginsyou have established. W ASSIGNMENT 6.4
[ SGdoa Gr1S + t221 4 | ySg oftly]l R20dz¥YSyli
that you open. If you have not modified thiefault C. Alignment
SStiAy3Iasz GKSGNRBI Margigaddgach 6S méE
edge of the paper. This provides a section on the Each paragraph can have its own alignment

LI LISNJ Ay 6KAOK (2 SyidSN & dahdpar&iaph ceh Ravene thanbbnehé = AT @ 2 dz
ddz0 AN} OG0 Hé FNRY 020K y ®p alighméi There ar@four differéng alignmienty G ( 2

print any closer to the edge on any side, you are options in WordLleft, Center, Rightand Justified
going to have to change thelobalMargins The default id eft since almost all the typing you do
will be aligned to the left side of your page. But,

To adjust theGlobal Marginson the there are times when you need to align your text

Macintosh, you must pull dowRormatto differently. You may want t€entera title, Right

Document...To adjustGlobal Marginsn Windows, align a date or your name. If you are publighin

you must pull dowrFileto Page Setup. Either way, document of student work in columns, you will

you will be able to change thmargins that are going probably want toJustifyalign the text so that it

to affect the entire document, not just a paragraph looks more professional.

or two.

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

Margins I Paper l Layuutl

Margins

Top: El: Bottom: |1 3: t th th
Lef: ’—:|1_25,, S o m%” = ge em up there.
Gutter: 0" El: Gutter position: |Left -

Orientation

RS

Fortrait Landscape

e | like them orthe Ruler Toolbarather than
Mgumme pages: [ormal =] on myFormatting Toolbar Highlight the paragraphs
andclicki KS I LILINZLINAIF GS odzidzy |y

Preview
Apply to:

Whole decument -

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

: 1111

Default...

Cancel |

There is a vertical alignment option as well
byt this is erettX much limited tdables
YI NBAY

LT &2dz Y2RAT& GKS NRARIKG TNRY mé G2
®pé X GKS g Knlérsill honBxtendaoF & 2 dzNJ W
T¢ AYyadSIR 2F copé¢ , 2dz KI @S R Ff opt¢
to the print area on yar page. Adding additional left %‘%SléNl\ﬁ@NT ;‘625.
and right space will always add white area to the
rightend of therulera A y OS Al R2Say Qi YI 1[5 §p§d(rﬁ};é G2
32 tSaa GKry né¢ 2y GKS tSTio

Ly G(KS w3azz2zR 2fR RlI&aQs f)
Once you have changed ti@&obal and we either single spaced or double spaced. Now,

Margins you can now move youraragraph you have so many options it tgeconfusing. There
Marginswithin your new imitations.
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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 youiToolbarthat will allow you to make
those simplespacing choices. Again, | like my spacing
buttons on myRuler Toolbar The only options you
have here are the single, 1.5, and double.

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

Line spacing:  At:

v'3ingle
1.5Tines @
Double
At least
Exactly
Multiple

—
—

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

This gets very close to theeadingfound in
desktop publishing applications. In the days of
Guttenberg, they used lead shinsmodify the
spacing between lines of text so that the text would
fit properly on a page. Today, magazines and

TEC 92@ Word 2007

newspapers use line spacirig@ding to cause a
portion of text to fit exactly on a page or column.

12 Point

From the earliest tirne:
heing drawares . These
eplore these parly chy
Infiorroation collection
generation.

15 Point

Line spacing: At:
|IE:cactll,| ¢l [15 pt |

From the earhest times
bemg dravwmgs. These
explore these early dwr
Tuforrration collection
ZeneTailon.

Play around with this becauskere is some
real power here.

W

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 tRaragraph
dialog box, found under thEormatmenu. You can
see the result®f your actions in théreviewbox.

Spacing

By |:24Ul @ Line zpazirg. A,
atter- 6wt B ErTE &
Previcw

T mhirnad nvwan sl mgncs ik s, man s s 11 s Bawy AL Iaares 1.
N T AT TP VTR P AN A= E AT
a s B T e s a1

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

W

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

CERNENN ERERNEY EEMNCEET THEREY BIEKEEN- ST TR TEE
Our Class Newspaper
To change the spacing between characters,
highlight the text you want to modify, and pull down
Formatto Font...and click on theCharacter Speing
tab. Change th&pacingoption to Expandedand
begin to add to the value to the right until the text is
stretched to your liking.

Font Character Spacing ‘ Text Effects

Scale: 100% -
Spacing: ‘Expanded j By: |3.4 pt il
Position: ‘Raised j By: |9|pt il

EI: Foints and above

[ Kerning for fonts:

XXX KXRAXEY TR RERS TXXAEEE TS ——

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

The vertical posion 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.

Newsletter

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

Newsletter

| Raised ¢]

By: |9 pt |B

Pusilivn:

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

W

ASSIGNMENT 6.8

E. Tabs

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

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

concept oftabson the computer. -+ (Center Tab) > - (Right Tab) > -
Most people avoid the use ¢ébs. They (Decimal Tab) > and back to Left Ll
would rather use thespace bafand align items on o . . )
their screen in that way. The problem arises when [SuUQa ale ¢S FNbB 3J2Ay3 uz
you try to print. YourcalzYy & | NBy Qi 32 A yahto glace someytads afivapage. With the
when you print because the computer handles showing on the button, we place the tip of our
spaces in a way that does not make all of them of pointer anywhere in the lower half of theuler,
equal size. Therefore, if you are going to create a including the light graprea at the bottom, and click.
document that must contain several columns of
information, you must uséabs. Itis the only way it L g RN BRI
is going to work correctly. k
Each word processing application seems to
handle them a little differently but the concept is the
same. If you leartabswith one word processing This places théab markeryou see on the
program, you will learn it for all. Some have button at the left at e very spot where you clicked.
individual butons for each of the four types but one
feature holds true to alllabsare established on the
ruler. Tabsare located in the white area just under L E SR TR B
theruler. Tabsk NB | dzi2 Yl GAOFffe&e &asSid ¥ h:

and if you will look closely at yowmler, you will find
light gray marks in the liglr gray area below the

ruler Once you have clicked and thearkeris

set, you will find the light gray defautbarkers
disappear to the left of thenarker. They remain to

8' A the right but there are now ntab markersto the
left. To add anothemarker, click at another location
on theruler.

These are the defautab settings and can _
0S5 dzaSR AT @&2dz 2yfé& ySSR (2 YBhogeiovgTab makerspy eIIRE ¥o8ry (i 4 @

But this does not give you much power over your pointer arrow on themarker and pull it down below .
text. You need to learn how to establish, modipnd therulerd  2dz KI 4S5 G2 0SS NRARIKU 2VY
removetabs.

Now to the four types of Tabs. The most

The small box at the left end of the ruler common is thel eft Tab

contains all foutab options.
Click on therabbutton, you will see dazy

T, which is the symbol for @enter Tab Everything

L E PPN PP | will be centered on thatab marker.
. . J‘g...l-llllllll
The default is the normal lefab which we
learned to use on the typewriter. It looks like Bn This i3 8 eenter @b

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

Click again and you will gaBackward |
which is the symbol for a reverse or righb. All text
typed against thatmarkerwill flow to the left of that
marker.

will toggle through the foutabs. L (Left Tab) >
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- R L

This is a right tah

One more click on you get thigecimal Tab
alazy T with a periodAll decimals will line up with
this marker.

J:E---l---l--kl--

This i5 a decimal tab
154,10
157,363
4.5001

1. New Tabs

Bar Tab

Now there is an interesting name for a
button. Truth is, thiFab is usedo 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.

v
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 thRuler to place that Icon.

L

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.

Thereisanot her way to set
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

Tabs

Tal =tap pazition: Detault tah &0 pa: E
Tao° A1Tgnment -
2" . W) Left (23 Dt mal
3 Center ¥ Bar
2} Right
Leader
@ 1 none @3-
3z 34

Tab staps to be cleared:

[ set | [ crear | [ciearan| [ cancer | ﬂ oe |

Youcan now set theabs by specific
measurements. This is tough for me, being a more
visual type person. The one thing I like about this
dialog box is th&lear Alloption. | have tried using
theBartabF 2 NJ aSLJ N> GAy3 AdSya
make it workthe way | want it to.

o dzii

But wait just a minute, there is some real
power here. Take a look at the lower section titled
Leader This is used to creafEable of Contentype
pages usingabs. This works quite nicely if you have
areversgabl G c ¢ | yR LeaBdRThisisR2 i (G SR
really neat stuff.

Now, having said all this, | need to
introduce another option. It is possible to place the
four types of tabs as buttons on one of your
Toolbars | have placed them on nRBulerToolbar

anditworlh 3INBLIGd ¢KS 2yfté& LINRof S
look like theLandLazy Tyou see on the button at
the left of the ruler. They look like this:
+ t £ ot
I do not understand why they would not
KIS GKS alyYS odzid2ya odzi L R

program and they certainly didot consult me on
thsabs but | donodt

What gets so confusing is the fact that each
row of your document can have a differehab
setting. The ruler will reflect th&absetting of the
row in which thecursoris located. Click on any row
of text and theRulerwill disphy theTaband 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 differentab setting, clear all the old ones
and establish neWabs before you begin typing.

One of the best features of Tabarfaces
only after you have entered text. You can move the
Tabsto new locations on th&ulerand the text will
follow. This means if you fithe Tabsare not
adequately spaced forour needs, you can move
them.

L§|.|L.| |« o v E2a ] 'L. ol ..4L.||.|
Muckex Movss L20M. Vine “olywood
Tl Tk T SHwerl FAnla Minis
Tver Fodd LML Fase Fresn0

In the example above, my address is way
too far to the right which leaves too much space
between the name and address. | need to move this
column closer to the name. You must hightigll
the rows of text you want to modify before moving
the Tabmarker.

.5...[..1.‘ e Z ' R TR
Mickezr Mcuze §30 H. Vine [lollyrvood
LTI TR 199 % i nxrl SEena Vo e
Elmey Frcd Facanc

1. H. Koot

If you fail to select the entire section, the
only line that will be affected will be the line in
which thecursoris located.

I-E [T - T Jrov g e
Mizzay Movass 150 H. Viae =ollywecd
Darold Dock 10059, Boooet  Soate Monic
Elwnsc Fucé 1°H Cizt Tresno

W| ASSIGNMENT 6.9

F. Copy and Pasting Paragraph
Fomats

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 ofmarginsandtabsat the top of your

TEC 92@ Word 2007

page, changghis 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 théabsand marginsfor the
lower section. There is a feature included in Word
that will allow you toCopy and Pasteparagraph
formatting.

Click anywhere in the area where the
formatting is established as you desire. Click on the

o

FormatPainterbutton on the Standard
Toolbarand the format is copied. Move to the area
in which you want to duplicate thisetting and click.
If you will watch theruler carefully, you will see that
it has been duplicated. The font sizeargins tabs,

all formatting will be painted onto the selection.

If you want to paint a certain format onto
more than one paragraph or lation, then double
click on theFormat Painterand it will hold the
format for more than one selection.

W| ASSIGNMENT 6.10

G. Paragraph Borders and Shading

Borderingand Shadingparagraphs is a
great way to bring emplss 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 termsRdrdersor
Shading

The best way to establish this is to pull
downFormatto. 2 NRSN& | YR

SBarters ™ Pane Barser  Steating

Sirtti rg: Shyle Provies

Click on disgram tedow ir ssn
huritons 16 apply bordars

=
a
R s
=]

[ Ere—

Vi I I
| 112 ¢

= | Aaply b
| Pragragh ]
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