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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 versi ons, techrologhteds. Wordean mor e
be a very effective communication and instructional tool if it is employed by teachers who know how to harness
its power to generate learning.

Word has all the tools necessary to make each of us and our students, betterarehdeiters. 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 store to buy a dril I, you dono
need a dril . You need a hol e. They donot
store. It is simply the tool needed to create the hole. 0

When you go to the computer store to buy @ar,comput e
you need |l earning and they dondt sel |l t hat at Best E
computer. It takes a knowledgeable and skillful teacher to orchestrate the use of this technology so that it results

in learning.

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

Therefore, this course has two thrusts: 1) to provide you with the skills of Word in order to make you a
more proficient and effective computer user and 2) to make you a better edlidswe 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 ponderthepowe you possess to make such a significant dif

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 competent comgererhis 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 myyears 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 mistakes, tharh@f duplicated work. There is no shortcut to computer
Il iteracy and expertise. There is no pill, no Al earn
and error. There is no other road you can travel to get there. But with epcbostes new and exciting
understandings, powerful capabilities that make you more efficient and effective at school and at home. The
only thing that is important is the next step. Keep struggling, for in the struggle comes the growth. It is my hope
that the process you are about to undertake will be one of the more significant in your life. It is all about your
future, as well as that of your students.

You are going to make mistakes. You are going to be frustrated and at times ready to shoot your
computer. But REMEMBER - Nothing is fatal! Keep Trying! It will work. Also remember there are a lot of
folks who know less than you. | work with an administrator that moved into a new office a number of years ago.
There was a computer in the office wrem e arri ved with sever al 3.50 flopp
they were coasters.
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Primary Learning Objectives

1. Provide participants with the skills necessary to utilize Word in their classrooms or office.
2. Demonstrate the impact Word can have on instruction and learning.

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

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

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

In addition, students will:

A learn to apply technology to facilitate a variety

A become confident in their abi kidadgivitiéssupgottedby and des
technology.

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

A learn to implement curriculum plans that include

maximize student krning.

A gain understanding of the social, et hical
our schools.

, l egal ,
A gumderstanding of the role technology can play in supporting the acquisition of language and the
development of literacy skills.

A become comfortable enough with technology that th
more innovating in theiteaching.

A find a new way of doing something and share it wif
A understand the relationship between skills <can
Technology Standards.

A apply the technical sirk in this slassatmathiecemempstandardsdnities t hey
subject areas.

Word is such a powerful program, it deserves more thamuritourse. Since it has such a rich set of
features, | had to pick and choose those that | thought would be most benefidiatdtoes and pass over some
of the remaining options. Hopefully, | guessed right most of the time. If | did not, | encourage you to keep
digging. There is treasure buried in this application.

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

TEC 922 PowerPoint
TEC 921 Excel
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| have decided to write the textbook for this class because | was unable to find one that was appropriate
priced below $50.00. The entire manual is available in PDF format at\uttpv.dlfunk.com. In addition to the
instructional portions of the manual, | will make additional comments on topics which | feel need to be put into
perspective.

Word files tend to be rather small in size unless you add a lot of graphics or other Thedioblem is
sending your files in for evaluation. An easy way to submit your files is to Zip them and send the Zip file
attached to an email. Or, if you have the technolagymost doyou can burn your assignments onto a CD and
send that in for evaltian. .

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 imtalizing 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 wibdsed on the completion of Assignme8} 2
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 evidenceflettion 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 ofithecademic work. Academic dishonesty, including plagiarism, will be
handled according to the procedures set forth in the Fresno Pacific University Handbook.

Course Requirements

Readthe Instructional Manual and complete thBowing:
Assignments Must complete all assignments.

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

Project - Assignment B 1 All students must demonstrate their learning in a-seliécted Wrd project

related to their current teaching assignment. This project must address at least one identified National
Achievement Standard in a subject area.
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Included with this course are:

Course Manual and Assignments
CD with necessary resources

Work through each section cdully. Complete the assignmeras 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 evaluation

ATTENTIONIM

Professional Development Contacts

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

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

2. In Assignmentl1.1, 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 yaostridt wants proof.

3. When you determine which file you are going to submit for AssignmentP2gject, email the
instructor with information as to the subject matter, the National Standards that are being addressed, and why
you selected the project. Agadocument the email.

4. When you have completed the course, spend a few moments and reflect upon the contents and how it
relates to instruction in your curricular area. Email the instructor with comments regarding your current status
and the impact Word has on your teachindgsoA identify one major concept that appears to be the most
valuable to you in terms of the coursework.

Online Grade Form

Each student needs to submit an online Grade Form upon completion of the coursework. Log on at
www.fresno.edu/cp@nd 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 of the information by cliekitige icheck box, and click
Submit.

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 andissignment Booklet.

Please mail to:
Richard Kriegbaum, Ph.D.

1550 Kamm Ave Unit 131
Kingsburg, CA 936311148
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Please make very attempt possible to avoid the temptation to send your materials via registered or
certified mail. All it does is delay the process and it is not necessary.

Keep acopy 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 éxan emergency, cd(659) 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 questions, answers and assistance.

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

http://www.dlfunk.com

National Technology Standards

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

The following technology standards are addressed gimaut this course.

1. Facilitate and Inspire Student Learning and Creativity
Teachers use their knowledge of subject matter, teaching and learning, and technology to facilitate
experiences that advance student learning, creativity, and innovation ifabetb-face and virtual
environments.
Teachers:
A. promote, support, and model creative and innovative thinking and inventiveness.
B. engage students in exploring re@drld issues and solving authentic problems using digital tools and
resources.
C. proorbt e student reflection using collaborative tool
understanding and thinking, planning, and creative processes.
D. model collaborative knowledge construction by engaging in learning with students, colleagues, and
others in facdo-face and virtual environments.

2. Design and Develop DigitalAge Learning Experiences and Assessments
Teachers design, develop, and evaluate authentic learning experiences and assessments incorporating
cotemporary tools and resourcesnaximize content learning in context and to develop the knowledge, skills,
and attitudes identified in NETS.
Teachers:
A. design or adapt relevant learning experiences that incorporate digital tools and resources to promote
student learning and creatiyit
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 |l earning activities to
strategies, and abilities using digital tools and resources.
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3.

provide students with multiple and varied formative and summative assessments aligreahteith
and technology standards and use resulting data to inform learning and teaching.

Model Digital-Age Work and Learning
Teachers exhibit knowledge, skills, and work processes representative of an innovative professional in

a global and digital sdety.

A.

B.

4,

Teachers:

demonstrate fluency in technology systems and the transfer of current knowledge to new technologies
and situations.

collaborate with students, peers, parents, and community members using digital tools and resources to
support studerdaccess and innovation.

communicate relevant information and ideas effectively to students, parents, and peers using a variety
of digitalage media and formats.

model and facilitate effective use of current and emerging digital tools to locate qarealgiate, and

use information resources to support research and learning.

Promote and Model Digital Citizenship and Responsibility
Teachers understand local and global society issues and responsibilities in an evolving digital culture

and exhibit lgal and ethical behavior in their professional practices.

A.

B.

5.

Teachers:

advocate, model, and teach safe, legal, and ethical use of digital information and technology, including
respect for copyright, intellectual property, and the appropriate documeragatources.

address the diverse needs of all learners by using leeenégred strategies and providing equitable
access to appropriate digital tools and resources.

promote and model digital etiquette and responsible social interactions reldieduse tof technology

and information.

develop and model cultural understandings and global awareness by engaging with colleagues and
students of other cultures using digiggle communication and collaboration tools.

Engage in Professional Growth ad Leadership
Teachers continuously improve their professional practice, model lifelong learning, and exhibit

leadership in their school and professional community by promoting and demonstrating the effective use of
digital tools and resources.

A.

B.

Teachers:

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

exhibit leadership by demonstrating a vision of technology infusion, participating in shared decision
making and communitiguilding, and developing the leadership and technology skills of others.
evaluate and reflect on current research and professional practice on a regular basis to make effective
use of existing and emerging digital tools and resources in support ofitstemiaing.

contribute to the effectiveness, vitality, and gelfiewal of the teaching profession and of their school

and community.
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Center for Professional Development

1717 S. Chestnut Avenue
l.l . Fresno CA 93702

Phone: 800/37-3505 or 559/452015

FRESNO PACIFIC Fax: 550/452006

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 Fresaocifit University Center for Professional Development
independent study coursework. Further inquiries may be directed to the Center for Professional Development
office at 800/375505, 559/452043, or 559/453673.

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
DevelopmentThe Center for Professional Development courses serve a distinct audience consisting of
practicing preschool through twelfth grade teachers and administrators. The primary goal of the Center is to

meet the needs of school districts and provide coursewihatrengthen the teachers, the 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 designed for students who have baccalaureate degrees and appropriate teaching
credentials. These courses are graduate, lpualessional development units that are not part of a degree

program, but instead are primarily used for professional advancement. Students should seek approval of
appropriate district or college officials before enrolling in these courses to satishegree, state credential, or

local school district requirements.

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

Course Number Course Category
900999 Graduate level university credit designed for professional dpu@nt an d not as par
20003999 of a degree program

OFFICIAL GRADE REPORTS AND TRANSCRIPTS

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

TO ORDER your transcripts:
After you receive your blue official computgenerated Grade Repo@o to
www.fresno.edu/registrarfor information and the official transcript request form (copy on back side);
or call 559-453-2268 for information on how to order transcripts.
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r FRESNO PACIFIC

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

ACADEMIC POLICIES AND PROCEDURES FOR INDEPENDENT STUDY COURSES

Enroliment Requirements

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

Students may take a maximum of nine units concurrently.

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

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

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

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

Tuition and Materials Fees

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

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

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

Dropping and Adding

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

Withdrawal Requirements

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

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

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

Reducing Number of Units

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

Receiving Credit

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

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

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

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

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

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

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

The Transcript will reflect the course beginning and ending dates.

Re-Enroliment

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

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

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

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

Plagiarism

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

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

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

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

| am reminded of the many Hmong
people that were transported to the Fresno area
many years ago. They lacked a written language
and so the English alphabet was used to create a
written language that could be used
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

TE®20¢ Word 2010

from the very beginning of written languagéen
in fact, our alphabet came along rather late in the
development of written communication. There are
many written languages in the world today that
were here long before Standard English evolved.

The written word also was not made
available to thecommon 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 doctrin€he
common man simply did not need to know how to
read. There was not much there for them to
understand anyway. Civilization slowly marched
forward.

With the advent of the printing press, the
world changed forever. Now, information could be
passed on ivolumes. 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
tobeabletoread. 6 I &y Qi dzy (A f
many countries began nationwide efforts to teach
people literacy.

Today, information is available in
gquantities and formats that far exceed our ability
to read, let alone understand and assimilate. The
knowledge pool is growg 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 pro@ssing into a historical
perspective because as educators, we must
understand the role language plays in literacy,
education, the development of a civilized and
educated populace. Word processing has become
the standard method of communicating
information, particularly in academia. The ability
to enter, edit, store, print, and recall, while making
our lives a little more complicated, has also
allowed us to have information at our fingertips
that was unavailable in years past. | think of my
LJ- NB y (i @péy. Befard réy mithed passed

Pageg 1-

F F34SNI



TEC 92@ Word 2010

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 these filésday and fully
understand the importance of passing along who
we are to our ancestors. Combined with pictures,
the experiences and knowledge my mother gained
during her 79 years on this earth will be there for
my grandchildren to relive. The power of the
written word.

| 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, itdlinot do very
much math either. It simply did not have the
power to do so.

When | was in grade school, | used to
g GOK GKS ljdzAT aKz2g
television, that is after we finally got one. There
was no such thing as a TV in my earlier yedrey T
had a computer on the show based on transistor
technology named the Univac. It looked mighty
impressive but still, it did not do word processing.

As a result of our race to get into space,
the microprocessor was developed and the
personal computer beame 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 computer
the Commodore PetThis computer had 4K of
memory, which was not enough to do webr
processing. No floppy disks eitherassette
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. | started teehing 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
TRS80, Model | The first one had 8K of memogy
still no word processing. This computer caméhwi
a program that provided an early glimpse of what
word processing was to becomea 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, infact 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 though | know there were several that
preceded it. There was naish 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

G P ¢ n Ssymbal wherdzpRifiickeyided. Bhy same thing

held true with underlining and italics excepteth
symbol used was the same one. There was no way
to look at the text and know what was

“boldfaced”, “underlined”, or Nitalicized”. Weird,

to be sure.

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

1982 (Age 37)

| bought anlBM XTwith 64K of memory
and my life changed. | thought | had reached
heaven. The text that was boldfaced was now
displayed in one color, italic enother color, etc.,
but there was still no way to see what your print
was going to look like without printing your
document, nor were there any graphics. The
computer simply did not have enough power or
memory to accomplish this.
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1984 (Age 39)

Along cameny firstMacintoshcomputer
(512K) with a GUI interface (Graphic User
Interface) and the WYSIWYG environment. My
first Mac had 512K with a clock speed of 8MHz,
which was quite revolutionary in those days.
MacWrite was my first experience with a word
processing program that actually allowed you to
see what your text was going to look like while you
were doing it. There was even the capability of
limited graphics. WOW. Nirvana! | boughiiac
Plusnot to many years later, my first experience
with a Megabyteof RAM memory.

Lots of time passed... Lots of time!

2011 (Age ?- | forget! - 65)

Today | havéhree computers in my
office - an eMac running at 1GHz and an HP
running at 2.29GHz and they both have 60GB hard
drives and 1GB of RAM. ahHave 200GB external
drives handing off each of therhalso have a
Compag laptop with 3GB RAM, 210 GHz and a
140GB hard drivaVho would have thought when
| was working on my Apple lle that | would one
day be able to make my own movies. Nobody had
everheard of CDs at that time and there certainly
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, margiasid tabs. We
use spell checkers, thesaurus, word count, and all
kind of proofing aids. We add graphics and
pictures with a flourish, as if it has always been
this way, and we publish to the web for everyone
in the world to seeWe have iPhones, Droids,
Blackberries and have access 24/7. We text each
other, we communicate via Facebook, and we
Skype with ease. And | have seen it all. What
began in 1945 as a science fiction type device, has
changed our world.

The history of word processing is a rather
short history (35+ years) when you compare it to
the history of written language. But, then again,
today we have computers that process at 5+GHz,
have RAM measured in Gigabytes and hard drives
that exceedTerabyte capacity.

As we focus our eyes over the horizion
look into the future, we can only imagine how this

TEC 92@ Word 2010

type of communication will impact our lives and
the lives of the students who sit in front of us each
day in class.

@ASSIGNMENT 1.1

B. Word at a Glance

Word is a very powrul, full featured
word processing program. You are going to read
the following words over and over again in this
documentg powerful, amazing, awesome, neat,
G2YyRSNFdzE = a2y AaKAy3aA:
it. 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 much more intelligent thatrieallyam,
GKAOK AayQi areiy3d YdzOK®

Word goes far beyond simple word
processing. At a very elementary level, you can
enter text, edit it, store it, recall itand printit, 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 simficity. If | were a pilot, | would fly a Piper
Cub and not an-E8. When | look at the Word
screen, it makes me feel like | am sitting in the
cockpit of an A8. Where in the world is the
ignition switch? With so many buttons, gadgets,
features, it becomes forest and the tree issue.
Word can be made as simple as you wish or as
O2YLX AOFGSR a &82dz 6AAKD
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 Pgn Cub pilot, turn Word
into a simpler environment and you will be much
happier. There are, in fact, many of the options in
2 2NR GKFG L
think about anything beyond what you need to
work with. Ignore the rest for the sake pbur
sanity and your family.
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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 nissi
critical application, for both teachers and
students. Our students will be handicapped if they
cannot keyboard and use word processing to
communicate and collaborate. As we are now fully
into the 21st Century, it has become a basic skill
and as educatay, we need to figure out how to
not only teach our students how to do word
processing, we need to figure out how we can
maximize their learning in other areas as well. We
will be talking about the use of the spell checker,
the thesaurus, the outline capdhies. We will be
looking at how students can collaborate, do peer
editing, incorporate charts, pictures, graphics to
communicate ideas and demonstrate learning.
Portfolios become manageable when the
information is electronic and word processing can
playa key role in authentic assessment, as well as
student centered learning, creative thinking,
problem solving, learning to work collaboratively,
projecto A SR t SFNYyAy3Iod L
include anymore of the buzzwords of today. You
have all heard tam. The realitywe 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 tdake 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 creating
folders, copying files frorthe 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 to assume that you know
how to type, know how to boldface, use the
mouse andhe menu bars. | am going to assume
that you know how to launcprogramsiherefore,

R2y Qi

| 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 ov&0 yearslt is time
to put this to sleep. Which one is better than the
other? Neither is better than the other. They are
both computers andas 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
(Word, Excel, PowerPoint, AppleWorks, HTML
Web pages, FileMaker Prathe lig 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
doubleclick to open. The look and feel makes
learning the other operating system a breeze. So,
until you pull downFileto Save As.,.the two
platforms are going to perform pretty much the
same.

GKAY1 L ySSR {2

| haveattempted to write this course
using Word 2010, which is a Windows version
Updating is neveeasy since n& versions seem to
leapfrog earlier renditions. And, in Wof07 and
2010 Microsoft took out a number of features
that were available in earlier versisrand were of
great value to the classroor®ne such feature is
speak text.

9y 2dzaK acbnkeaRidte prSvinadia
important (student learning) and not on platform
wars.

Page-4 -



TEC 92@ Word 2010

B. Saving a Document

Il. File Management

Saving a document is a critical function
when working with word processing and it is the
one area in which people make the most mistakes.
It is not good enough teimply save a document
and pray that you will be able to find it again.
When you are finished with a paper project on
your desk and put all the papers back into the
F2f RSNE @2dz R2y Qi 611 2@SNI
open any drawer, and without looking, ptihe
folder at any random location. You go to a specific
drawer, move back to the right section, and place
the folder exactly where it belongs so that you will
be able to retrieve the folder the next time you
need to work on it. Consider a school offichere
the student files are not alphabetized nor stored
by grade. Or worse yet, no filing cabinets. Good

[@wam- 1S58 Luck!

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

A. Creating a New Word Document

The quickest and easiest waydreatea
new document is to click on thgew Document
button on the Quick Access Toolbat the top left
of the Word window.

If the New Documentbutton is missing, You simply must set up qfiling system on
click on the small down arrow to the right of the your computer. This means creating folders and

Quick Access Toolbamd add that button to the folders within folders so that you can file away
Toolbar documents in areas that make sense, just like your

paper filing system. | know some of you are
Customize Quick Access Toolbar snickering right now about your filing system.
What filing system? Yeah, | know. Once you have

V| Mew > U
created your filing system, always put the file in
v'| Open the right place every time you save it.
v | Save :
E_mail 1. Save As
Quick Print

The first time you save a document, you
Print Preview and Print must go to the{ I @S dialag Kox to input some
spelling & Grammar information. In fact,_ if you hav_e not named your
document, Word will automatically open tigave
v | Undo As Dialog BoxThis is to save your skitrust me. |
v | Redo have seen too many peopfavefiles and not
name it properly nor give it a place to reside.

Draw Table

Upen Recent File i If you move to theSave Asption, the

More Commands... following popup menu offers some different save
formats.

Show Below the Ribbon

' YRTE R2YyQ@uIF®MEBSG GKIF G
provide the same results.

W

I ASSIGNMENT 2.1
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@ Save As
- <« Word 2010 - zaen

‘ Organize ~ =38 Views = - New Folder

Name Date modified
=11 Intro

@2 File Management

@3 Word Screen

14 Ribbons

@5 Pages and Documents
@6 Working with Text

Mare » @7 Working with Paragraphs
& Word 2010 Outline

Favorite Links Type Size

. Templates
FE. Documents

Web Page Graphics
Bl Desktop

| RecentPlaces

Folders ~

[ YT =0 File Management|

Save as type: [Word Document

The most common optin would be to
simply save it as Word Documentand as you
notice above, that is the default optioBut, you
have quite an array of additional file types to
choose from in the&Save as typeselection box.
Youmay wish to savé as aTemplateor in an
earlier version of Word.

One of the most important features here
is saving the file so others can open it. There are
some standards that you need to know about.
Saving it as Blain Textformat (txt) strips all
formatting and saves just the words. All wlor
processors can open Text fil&chTextFormat
(rtf) maintains margins, tabs, font, and style
options. Again, all word processing programs can
open rtf files. Another option iRortable
Document Forma{pdf), which was specifically
created by Adobe to allow the sharing of
documents.The problem with pdf files is the fact
that you cannot modify the file on the other end.
You cannot open it in a word processing program
and made changesunless of course you
purchase Adobe Acrobat for $125.00. PDF is a
great way to share files so that the receiver can
print an exact copy of the original and the web
makes use of pdf for downloading purposes.

Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Temnplate

POF

KPS Document

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Farmat

Plain Text

Word XML Docurmnent

Word 2003 XML Document
OpenDocurnent Text

Word 2.x for Windows

Word 4.0 for Macintosh

Word 5.0 for Macintosh

Word 5.1 for Macintosh

Word 6.0,/95

Word 97-2002 8 6.0,/95 - RTF
WordPerfect 5.0
WordPerfect 5.0 Secondary File
WordPerfect 5.1 for DOS
WordPerfect 51 or 5.2 Secondary File
WordPerfect 5.x for Windows
Works 2000

orks 4.0 for Windows

Works 6 - 9 Document

There are two other decisions that have
to be made. First of all, ontwhich drive are you
going to save the file. Ninetyine percent of the
time it will be onto the main hard drivé&ut, if you
have a flash drive or second hard drive, you must
make that decision at this time.

The second decision you must make
requires hat you determine the folder in which
you want to place the file. Find the folder in which
the file belongs and put it therdf you cannot find
a logical place, create anew foldér2 y Qi ¥ dzR3 S
this. You will be sorry. | know there is a little man
inside each computer who can sense vulnerability.
When you are the most vulnerable, he will strike!
Be careful. Save your files carefullydaback up
your important data.

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

Page- 6 -
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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 I @S wihduX
Once you have given the computer the
information it needs, the ext time you click on
that button, it simplySavesghe file using the
correct name and location.

@ ASSIGNMENT 2.2

2. Save

Once you have usgd I @S, ybuinow
only need toSaveyour file. If you have given it a
name and location, a simp&avewill suffice. The
only time you need to go back {ol @S isif & X
you decide to change the filename, the file
location, or the file format.

Oh, please do not forget about th@trl +
Soption. Very simple and easy to remember.

C. Opening an Existirigocument

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

One way is to doublelick on the file
icon.

Weo

If you find and open the folder which
contains your file, once you can see the file icon, a
doubleclick and the file will be opened in Word.
This also works if you are in Windows Explorer.
The problem here is finding the icon. My advice is
¢R2y Qi uafilegi&o déep into a folder
scheme. Keep it fairly flat if possible. That way no

TEC 92@ Word 2010

icon is more than one or two folders from the
Desktop

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

The final method of opening existing files
is to click on thedpenbutton on theQuick Access
Toolbar.

Now that is fairly simple, eh?

OOPS! One more method of opening a
file ¢ Recent Click on thé-ilemenu at the top left
and click orRecent You willfind the files you
worked on recently listed there.

ATTENTIONVell, it is not always as easy
as it looks. There are issues that will prevent you
from easily finding the files you are looking for.
The most common problem that surfaces is
differences in fe type. If you have opted to save
your files without using the 4etter extension
(.docx), then you might run into difficulty,
especially if you are moving from Mac to PC or PC
to Mac. The best way to solve this problem is to
change theFile Formatoption to All Files (*.*).In
that way, you will be able to see all the files and
yours should be there.

Now that | have raised this ugly subject,
we might as well spend a few moments hashing
out something that is very importantextensions.
You would have thaght that we could be done
with these little pesky additions but nooooo,
aAONR&2F(0 2dzai
fourth letter to the extension so that Word
documents are no longer simply .doc files, they

OryQtu tSi

Al

FNBE ®R2O0OE TFAf SaerkéegteackOl y Qi

of applications and simply display the proper icon.
Well, it is much more complicated than that. So,
we are stuck with extensions.

Page- 7 -
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In the early days of computing, the and a list of all active documents can berfd at
computer needed a clue as to what file type it was the bottom of theWindow menu at the top of the
working with. If it was Word file, you would find screen or on the QuickLaunch area at the bottom
a .doc extension. If it was an application file, you of the screen. In fact, with XP and Vista, if you
would find an .exe extension. Excel was .xlIs, Word have a bunch of Word files open, you will fitia
Perfect was .wpd, Works was .wks. files listed on the bottom Windows bar. Once you

open more than three or samnly one Word icon

The new version of Wordot only on the bottom bar. Clicking on that button will
continues to use the extension as a file type open a popup list of all opened files.
identifier, it has added the x to the end of the .doc
extension. They have extended the extension. So, . & UKS glrez R2y Qi F2NBSG |
as we mentioned above, if you are looking for a keyboard commands for many of these
certain type of file in th@Open Dialog Boxbe instructions. It is a whole lot easier to do
aware of the extension issue. If tih@eTypels Ctrl/Command + So save rather than to remove
listed as .docyou will not be able to see a .txt fijle your hands from the keyboard, grab the mouse,
nor will you see a .docx file move to the correct menu, pull down to a

particular command and release the mouse
D. Closing a Document button. Which is faster? No cheating on this
question!!! Ctrl + Ois a very quick waytopen a
Two ways to close documents as well. new file.
You can click in the small close box located on the
Titlebar. F. Printing Documents

Or, you can pull down th&ffice Button Printing documents is fairly straight
to Close It is at the very bottom. You can alEsit forward inWord. Pull down théffice Buttonto
Word and make a choice as whether to save the PrintX 2 ikkltoladdftheQuick Printbutton on

document or not but | think I would recommend

either of the first two options. the Quick Access TooIbaJ

And for all you keyboard enthusiasts,

| put aClosebutton on myQuick Access .
P 5 yQ there is always th€trl + P

Toolbarand love it.‘—"

Oh yeah, you can also just shut off your
computercbh ¢ H 52y QG R2 GKFrdod LG gAtt O02YS ol O}
to haunt you if you do this. Close it and shut it
down correctly.

E. Opening Multiple Documents

It is possible to have many Wb
documents open at the same time. If you have
unlimited RAM memory, you can have as many
FAESAa 2Ly la &2dz KIS YSY2NER® . dzi R2y Qi 3Si
carried away here.

[ SGQa are &2dz KF@S | R20dzYSyid 2Ly | yR
are working on it. You decide you need to open
another docunent to check some information.
You do not need to close the first document.
Simply open the second document right over the
top of the first document. This will place the
d4S02yR R20dzyYSyid AyG2 GKS O02YLlzi SNRa YSY2NE
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1. The Word Screen

Your Word screen is divided into several
sections. There is thielenubar and Tools(located
on the Ribbong across the top of the screen and
the Statusbaracross the bttom. 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. There
are several things on thEitlebarthat warrant
mentioning.

TheTitle will be displayed at the center
top of the window.

Word2010A(24) - Microsoft Word non-commercial use

To the far right of theTitlebaryou will
find the Window buttons. The first button will
Minimize the window and make it abutton at
the bottom of the screen. Click on that button and
it re-appears. The middle button will zoom in and
zoom out, makinghe window fill the screen or
take it back to the size before you zooned in. It
works like a toggle. The last button, the X, closes
the applicationg NOT THE DOCUMENT. This closes
Word, period. Be careful.

e || B x
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The last thing on thé&itlebaris theQuick
Access Toolbarwhich we will address in a
moment.

B. Ribbon

Page Layout References Mailings Review View

Home Insert

TheMenubar (Ribbon)s locatedjust
below theTltlebarand for better or worse, it is no
longer a reaMenubar. It is now &Ribbon what
everthat means. In fact, the entire top section is
identified as aRibbon Click on any of the options
seen above as tabs and you get a different set of
buttons.

I love writing this course because
everything is right in front of me. When writing
Excel forinstance, | had to flip back and forth
betweenExceland Word. Writing Word in Word,
AlQa a2 SraeH

C. Quick Access Toolbar

Before we begin, Microsoft has labeled
the tool area &Ribbon There is no longer the
usualToolbaracross the top of the page, there is
simply multipleRibbonsthat can be opened to
display the tools you need.

There is @ oolbarbut it is located up on
the Titlebarat the very top of theaVindow. This is
called theQuick Access Toolband can be easily
modified to include lots of different commands.

= O N RA@E S )+

| actually like what they have done with
the buttons. They have put them in sections
identified at the bottom of each logical grouping.

Microsoft will not allow you to modify the
Ribboncontents in any w&y. 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. But, you can add and delete tools from the
Quick Access Toolbatse the arrow on théeft to
add and delete those features you use often.

Page-9-
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Click on theHome Takat the top of the
Ribbonand you will get an array of tools including
Clipboard, Font, Paragraph, Styles, and Editing.
2 S Qf Homedér Sur purposes here and then
learn about theothers as we get to sections that
apply to those tools.

Clipboard

= ¥ cut
= 53 Copy

Paste

- churmat Painter

Clipboard

Here you find theCut, Copy, andPaste
and theFormat Painterbuttons. Pastehas a small
arrow underneath that allows you to select from
somePasteoptions, such aPaste SpecialAt the
bottom of this section, you see the word
Clipboardwith a small boxed arrow to the right.
This opens th€lipboardin aPaneon the left of
the screen with all the latest items that have been
placed on theClipboard All you have to do is click
onthe item to place it into your document.

Clipboard
5 of 24 - Clipboard * X

[q_ﬂ Paste All ] [& Clear Al ]

Click an item to paste:

@j ~ -~

]
]
ThirdWave.DO(

0 =

)

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

Font

Times - 140 -

B 7 U -abke x, x* &

abr . &- Aaw | A &
Font

This section has all the buttons and tools
relating to manipulating thé&ontsin your
document. You use these buttons to change font,

size, style, color, case. In the bottom right corner is

that little boxed arrow again which will open the
standardFontdialog box. You have a lot of options
at this level.

Font 0 - S

Font | Advanced

Font: Font style: Size:

Times Regular 10
+Headings - | ETEE - | |8 -
Agency FB | Italic ] |
Aharoni —'| |Bold 10 ==
algerian Bold Italic 11

Andalus 2 12 L
Font color; Underline style: Underlin

Automatic E| {none) El Aut

Effects

[ strikethrough [ shadow [ 5mall caps
[7] bouble strikethrough Outline [ all caps
[ superscript =] Emboss [ Hidden
[ subscript "] Enarave
Preview
Times

Thiz font has not been installed. The dosest available font will be printed.

o ][ o

So, Viola, there is!

COMMENT: Some of you who have taken
my classes before know that Viola is not a typo.
Yes, | know the correct usage should be Voila but

Y& Y2U0KSNRAa ylIYS gla xA2fl 3
is now and shall every be, Viola! Besides, it sounds

kind of cool.

Page 10-
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So, as | said, we will get to know the inner
g2NJ] Ay3a 2 Ribborigt
related sections.

D. Scroll

If you have used the computer at all in
the past 15 years, you are familiar with tBeroll
Barsthat reside across the right and bottom edge
of your document. Th&crollis used to view or
move to different locations in your document.

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

This reminds me of a good Amish joke |
heard recently. It seems an Amish family traveled
to the big city ér the very first time. They arrived
at their hotel and while the father stood in line at
the registration desk, the mother and two children
explored. As they stood admiring a wall that
sparkled of polished brass, the wall opened up and
an elderly man sloly 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
AN} 60SR KSNJ a2y |yR &l
82dzNJ FI G KSNe

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

I 2aF oUSK SaSY1 &l 2

ARZ
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]

document.

&

full acreen in that divection.

full azreen.

[«lel»[4]

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

Wdza & NBYSYOSNI GKS |
you get the elevator, and some days you get the
AKFFioé

as two iona) Qutt
the boq%orr$lo the vert?é;{;l'syargdg Ilog\l/llr?g ycc;%

move up or down a pagat a time. Works great.

Now here is something new and | think
rather beneficial. It gets confusing but it works
really well. You can split your work area in half
vertically so that you can view two portions of
your document at the same time. There iseayw
small line above the vertic8icroll Bar Grab that
and bring it down and you have a split work area
with two sets ofScroll Bar®on the right. You can
move up and down in either sections. In fact, you
can actually look at the same portion of text in
both sections. Drag the line back to the top to
reduce it back to one screen.

Page 11-

e The armmows are vsed 10 move wour .
document vp or down one 10w at & ime.

ot *Word has added donble-airows
wrhich will move up or down a

RI

The elevator can be moved anvwhere within
the zhaft, taking sou 10 that place in the

Clicking in the shaft, either above or
———— helow the elevator, will move vou one
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E. Rulers

E_-E---l---1---|---2---|-

The third way is to actually click inside
elevator one full screen up or down. I use this
move up or down rapidly in a given area.

Just remember the adage, “Some days e

Word haz added two additional buttons a
page at a time. Worlks great.

L

TheRulersactually reside at the top and
fSTh 2F GKS 62N | NBI o
Rulersat this time but this is one very important
componert on your word processing screen. You
must learn to make the very most of what it has to
offer. The paragraph margins and tabs are all
located on the toRuler.

Word has added a new button at the top
of the rightScrollbar It allows you tdview and

Hidethe Rulers It is a toggle so the same button
takes you back and forth.

'

F. Status Bar

Page:6 0of 12 | Words: 2,213 | {0 | 100% (—

||EE @ E

I

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

Then, there are five buttons that give you
different views of your document, frorfrint
Layoutview to Outline view. Then something
new, aZoombar which allowsou to zoom in or
out of your document with ease.

Now, any or all of these items can be
removed from theStatus Bar ad others can be
added. The list is long. Rigblick on theStatus
Barand the following list appears. Those with
checks are already slwving.

Customize Status Bar

1' Formatted Page Number 1
| Section 1
||V | Page Number 10of6
Vertical Page Position 29"
Line Number 11
Column 1
v | word Count 2,582
v | spelling and Grammar Check Errors
v || Language
v || Signatures Off
i v || Information Management Policy Off
Y1V | permissions Off
Track Changes Off
E Caps Lock Off
Qvertype Insert

Selection Mode

Macro Recording Not Recording

1'¥ || view Shortcuts
'V | Zoom 100%

IV || Zoom Slider

Keep it simple.
G. Work Area

TheWork Areais the large area in the
middle of your window where you do your work.
The Work Areawvindow can be resized and
moved.
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see howit 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

1] objects. You use this view to check the

K imts arrangement of columns. You can use #wom

Controlon the Status Bato zoom in and out of

your document for a more global or clesg look.

G. Work Area

The Work Area is the large ees in the middle of your window wher you do your work. The Work Area
window can ba resized and moved.

The Work Area is simply the whitz portion of the Window whers you do your wodk and emer taxt. Iris ITl
bordarsd by the Rulers and the Scroll Bars LK =+

TheWork Areais simply the white
portion of the Window whereg/ou do your work 50%
and enter text. It is bordered by tHRulersand
the Scroll Bars

W @ whas yo ok dhs ks of your pRge o meke mes hepage e Imleeed wmd © aes o @ geng

52 el winm yon demdzes prmsin Tow wa dmrvmy s mera ek andhe Slaormes of pomsny, gegiin, iz
T o b mmamis s 2t eFye fomems Bramin gt g e
H_ VIeWS Siwimy Bar t= ooem i =d eut of your et s e glekal e 5
. [V
1. Page Layout View 100%

There is no longer Bormal View It has This 15 where you check the layout of your pa;

been changed to thérint Layout View which is te look when you decide to prnt it. You use this vi

probably a more logical description of the view. and other objects. You use this view to check the :

You must click on the View menu item at the top Status Bar to zoom m and out of your document f

of the screen to find all yowiew options.

El B8 = = =

Print |Full 5creen Web  Outline  Draft

200%

This is where you check the la

Layout| Reading Layout to look when you decide to printit. *
Document Views . . .

: and other objects. Youuse this view

E Word section | Status Bar to zoom in and out of y

2. Full Screen Reading

Word Outline for FPU Course This is an interesting new tool. You can
actually fill your screen with your document for
: reading purposedMuch easier on the eyes. Works
—  The actual hustory of word processing goes back to the veryheginnang of communication. Int . .
_ earliest days of man, corramication was limited to vocalization of sounds that carried reanis qute well. There are a few tools that are available

_: the bstener. If the sounds were not correctly generated, the Listener could not understand the in the uppel’ left hand corner and yOU can m0d|fy

I. Intreduction to Word Processing

ressage. Thus began the history of language . Information collec tion was extreme ly liraited be
it passed from one generation to another in the form of legends, possibly tales told around & fi the Full Screen Viewontent in a Variety of ways

o cave. Progress, in ferms of a culture or civilization, was slow. K X i R
From the earliest times, humans also fried to cormumicate with written symbols, the first atte1 USIng theoptlonsmenu n the upper rlght corner.

‘: being drawings. These drawings carried the message 1o later generations and even today, as w To go back t(PageLayOth VIeW you need to click
- explore thess early dwellings, we find meaning in the drawings that appeared on the walls.

o Information collection now had form and the culture of a people was passed on to the next the Closebutton at the '[Op rlg ht
= generahon
BEEEEL Tuf

3. Web Layout

This is where you check the layout of your Web Layout Viewdoes not work very
page to make sure the pages are balanced and to well unless you have son@bjectsand graphics
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that have been placed on your document. But,
Microsoft is very Internet orieted so they have
created aView that will let you see what it would
look like as a web page.

4. OQOutline View

S T T
Qutlining Home Insert Page Layout Ref

@'; Show Level Level 4
Show Text Formatting
[C] show First Line Only

Cutline Tools

@ A. History of Word
Progessing...m
B. Warsd.at.a.Glance
C. Teel for Schogal
D. Laying.the Faundation
E. Windows Verses
Magintesh........
A. Creating a New Word
Document......
B. Saving a Pocument
C. Opening an Existing
Document......
D. Clasing.a.Rosument
E. Opening Multiple
Documesnts.......
Printing. Resuments
Tislebar. ...
Ribhan.....
Quick Access Toolbar
CT12-1 | I
RUIBLS....con
Status Bar.....
Wark.Arga.......
. Views
© 3. PagshayeutView
€ 4. Full Sereen
Reaging
@ 5. Wseh layout. ..

w@ @ Body Text v B B9

a w g =

Q00000000 00 00 © 0000
ITomMmMoomE™m

| highly recommend creating an outline

before you begin to write, especially if it is going

to be a long document. You wile so much more
organized in your writing and you can then
concentrate on writing to items on the outline.
TheOutline Viewdisplays your document as an
outline, based on thé&tylesyou defined for the
various headings. Use ti@@utline Viewto organize

your topics before you begin to write. The use of

Drag and Drops awesome in moving items
around on the outline. Besides, Word will
renumber and letter your outline as you make
modifications. Powerful? Indeed!

5. Draft View

| am really at a loss at describing this
View. It removes theRulersbut | have not found
any information as to its main purposeooks to
me like it simply shows the text and removes all
other objects.

I. Task Panes

And, finally, Ofte 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
multiple Panesthat you can display, depending
upon the topic. In fact, oftePaneswill pop up as
the result of a button click on thRibbon

Clipboard

Clipboard * X
[Lﬂ Paste Al ] [& Clear Al ]

Click an item to paste:

=) Ly 4

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

4
b 4

Styles

Outline I

»

Mo Spadng

Heading 1
Heading 2

Title

Subtitle

Subtle Emphasis

m

Emphasis

Intense Emphasis

oow oo e 3SR e -

1

Strong

[ Show Preview
[] Disable Linked Styles

Options...

More on this in the section on text and
formatting.

J Split Screen

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

At the very top of the righScroll Baiis a
small flat line. When you put youlRointeron the
line, thePointerbecomes a move line. You grab
this line and drag it down to say, half the screen
height. That essentially ddes your screen in half.

TEC 92@ Word 2010

€3

o+

Each half now has its owcroll Bar
which means you can scroll up and down in either
section. In fact, you can see the same portion of
text on the top and bottom screen if you move far
enough. If you want to compare the first
paragraph with the last paragraph, this is the way
todoit.

e

8 \LAJA‘

fi. Save
4 I} 3

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

We have been usingibbonsfor a while
in this course and it is time to stop and spend
some quality time with this most important topic.
SinceRibbonsplay such an important role in the
Word userinterface, it behooves us to master this
core feature so that we can take advantagetsf
power. Now, Microsoft did a lot of good things
with the new usesfinterface. 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 or options in terms of configimg
Word to better meet our needs. Simply put, you
cannot modifyRibbonsto meet your needs. You
must figure out what they want you to do with it
and that is it.

A. Basic Ribbons

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

Huaiar Iimie Foge L Ko lirem o Rl Hiviw wila
There are seven tabs to select from on

the top of theRibbon Notice thatHomeis

highlighted since it is the cuent selection. Click

on any of the seven tabs and it will open a new

Ribbonwith 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 whiie you to
get used to which tab to click but many of them
FNB AylidAGABSd ¢KSNB |
a good fit anywhere so they just put them in an
empty slot.

Home
Clipboard
Font
Paragraph
Styles
Editing

Insert

NI

Pages

Tables
lllustrations
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
StartMail Merge
Write & Insert Fields
Review Results
Finish

Review
Proofing
Comments
Tracking
Changes
Compare
Protect

Views

Document Views
Show/Hide
UA&ddmid NBIF f £ &
Window

Macros

I ¥Sg R2Yy Qi

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

| am not absolutely sure | like the
changes. For one, it takes up a lot of real estate on
the screen, which means you have less area to
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display your work. Edn section takes up far too
much space in my opinion but then again, my
eyesight is corrected to 20/20. A good example is
the Stylesoptions which take up at least 4 square
inches of screen space.

AaBbCcD |, AaB| assbccodt AaBbCi | %
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Chart Tools

Design Layout Format

| |

| think you get the idea here. We will look
at each of thes&ibbonsin detail as we get to the
appropriate section of this course.

TOutline & 7 Outlinel THNoSpaci. Headingl = Eryalnge D. Creating Your Own Ribbons
es T
Styles ;
I FyQi o
Ldzlis GKSYy F3IFAysS GKS@ RARYyQdO Fal YS sKFG L

wanted.

C. Design Ribbons

There is an additional twist to this
feature. On some of the options, you get an
entirely newRibbon For instance, if you insert a
Shapefrom the lllustration section of thelnsert
Ribbon you get an addition tab dhe top, the
Formattab. This opens an entirely neRibbon
with all kinds oDraw options.

Microsoft Word non-commercial use

Drawing Toots |

ences Mailings Review View Format

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

Word non-commercial use Picture Tools

Mailings Review View | Format |

Click on any of th&bjectsyou have
created in your work area and thHeibbon
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

e roos

Mailings Review View Design Layout

Inserta Chartand you get three tabs.

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

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

| think this is cool. There are timeden |
use it just to save time and keep my right hand
from having to leave the keyboard, find the
mouse, move it and click it.
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V. Working with Pages and
Documents

We are now going to take a look at those
things we can change that will modify the entire
document.

A. Page Setup

One of the things that can be changed in
the Page Setujis theGlobal Marginsettings,
mentioned earlier in this manuaiVe will mention
it again in a section below but for now we are
going to look at some of the other features on the
Page Setupr Documentsdialog box.

Most of thePage Setupeatures are
accessed on thPage Layout Ribboim the Page
Setupsection.

Insert Page Layout References Mailings F

By [j Y= EBreaks =
= £3) Line Numbers ~

Margins Crientation Size  Columns

- - - -

bE~ Hyphenation =

Page Setup

dick on the smalDialog Boxbutton in
the bottom right corner and the following window
opens.

- Page Setup - @Iﬁ .
Margins Paper Layout
Margins
Top: ] s Bottom: 1 =
Inside: 1.25" S| Outside 1 >
Gutter: 0" : Gutter positio Left
Crientation
x
A
Portrait Landscape
Pages
Multiple pages: Mirror margins IZ|

Preview

Apply to: | Whole document |z|

Set As Default [ o

]’ Cancel ]

There are three tabs on theage Setup
window: Margins, Paper, andLayout Marginsis
where you establish the orientation, yo@lobal
Margins andMultiple Page options. Paperis
where you determine the size of paper you are
going to work with and which tray in the printer to
look for that paper. And finally,ayoutis where
you make decisions abotiteaderand Footeras
well as other total document issues.

The one feature that is attributed t®age
Setupon almost every application is page
orientation. There are two options herPprtrait
or Landscape

Page Layout Re
. | .=
=N
Orientation| 5ize C

- -

Portrait
Landscape
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This will have significant impact on your
margin settings since the page can be turned in a
completely diferent direction. If you are using
Letter paper and set it fotandscapeyou now
have 9 inches of print width on your paper. It is
going to look a whole lot different thaRortrait.

Speaking oEetter paper, it is on thd?age
Setupdialog box that you determine the type of
paper you will be using.

S5ize |Columns

- -

"._—:: Breaks -
£3) Line Numb:
be~ Hyphenatic

Ad
8.27" x11.69°

F

Letter
B.5"x11"

Legal
857 x14

Executive
7.25"x10.5°

Ty ™

A5
583" k82T

y

The standard iketterwith Legalo y ®p £
Mnéo o08SAy3a G(KS ySEI
all types of envelopes and other sizes available if
you need them.

Well, there is a way tbave more than
onePage Setuffor a single document. If you will
look closely, you will find an option on each of the
three tabs which allows you to select either the
entire document or from the currentursor
location onward.

Preview

Apply to: | Whole document Izl

Y2a

E
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On this dialog box you canake the
same changes that can be made on Bege
Setupdialog box with an additional feature. You
can apply the changes to a portion of the
document instead of the entire document.

Prewview

Apply to: IEI

Unless you are doing something really off
the wall, stick with the etire document option. It
will save you a lot of headaches and aspirin.

B. Header and Footer Information

Headerand Footerallow you to
automatically insert page numbers and other
items to help organize your work. If you are going
to have more than two pages, it is a good idea to
create page numbers on your work. In addition, it
is a good idea to place the name of the document

ai e E918Vz$:|iiéhhef\|d8a% ROMAYAIgnd oheys ag | g4

aware o ocument Is being read when you
are on the 10th page. If date and time are
important, these elements can also be placed in
either theHeaderor the Footerportion of the

2 8

Header Footer Page
- - MNumber =
Header & Footer

Word 2aL0 has theHeaderand Footer
operation located on thénsert Ribbonin the
Header & Footesection. Click okleaderand a
pull-down menu appears giving you multiple
templates for youHeaderneeds. If you find
something you like, great. If not, seldedlit
Headerand you can modify theleaderas shown
above.
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B Dle 8 Tine
eader Tuole Paye Texl  Ouek Weorcdsl Choo
[ nnl m
- = Muesher s | drv e Pams e - T i Obyecl
Built In

;EI =: |ﬁ IP‘_' IA 3]1 L= ESEETRORIE

Blank

Tyl

Blank {Threa Columins)

T bl Lt ) Tl

Word 2QL0 provides all thdnsert options
once you open théleaderwindow. TheRibbon
changes tdHeaderand Footer.

= 5 b B8

Date Quick Picture Clip
b Time Parts -~ Art

Insert

The buttons shown above also include
the page number (which will change for egudge
of your document) and the number of pages
(which will remain constant unless you add more
pages to the document). There is also a button
there which will allow you to format the page
numbering.

Page Number Format |M|

Mumber format: |1, 2, 3, ... IZI
[7] tndude chapter number
Chapter starts with style: |Heading 1
Use separator yphen
Examples 1-1, 1-A
Page numbering
@ Continue from previous section
i) Start at: =
Ok ] [ Cancel
\ J

On theHeader and Footer Design Ribbon
you can decid¢hat you want differentHeaders
andFooterson odd and even pages. You also can
have a different first page. And finally, you can
determine how much space you want between
the edge of your paper and thdeaderor Footer.

|:| Different First Page
|:| Different Odd & Even Pages

Show Document Text
Options

Most often, you would want a fferent
first page since that is where yotiitle is found,
usually at the top of the page where tihéeader
should be. It kind of looks stupid to havélaader
andTitle at the top.

ASSIGNMENT 5.1

C. Columns

Columnsis something we nrmally
considerapplying to entire documents so that is
why it has been placed in this portion of the
manual. In factColumnshave more to do with
Sectiongthan they do with entire documents. It is
possible to begin a document with a single
column, move to two or threecolumnsin the
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middle section, move to fourolumnsin a later columnsto your choice. It is possible to highlight a
section, and then finally back to a singl@umn at portion of text and do the same thing. You can
the end. Word2010displays the options on the actually have as margolumnsas you wish but
Page Layout Ribban R2y QG 32 ONIlT & 2y dza y26® ¢K
Two or three are quite adequate for a normal
V=) Breaks ~ sheet of paer.
3 Line Numbers -
Columns ’ Presets
= |bE Hyphenation - —
= One i —
— L One Two
= Two Mumber of columns: |2 =
— Width and spacing
- Col #  Width: Spadng:
= reeg
=3 2,757 =/ lo.65 =

L1

Click onMore Columnsand the following I:I
window gopears.

[] Equal column width

Columns - @éﬁ
You can even opt to place a line between
£S e = the columns. Neat!
Two Three Left Right
Number of columns: |1 = Line between :_
Width and s.padng - Temam
Col #:  width: Spacing:
¢ B
[ ] : Reality is, there are times you might need
[ ] lots ofcolumns | remember doing a graduation
Eaual column wid program for a high school with over 600
graduating seniors. Their names needed to be in
Apply to: | Whole document |z| 5 eW Co .
columnsin the program. So, | created about 8
[ ok J[ concel | columns made the font quite small, and the

names flowed from oneolumnto the next. | had

to go back in and modify the line spacing to fit it all
on the page correctly but it worked like a champ.
(By the way, | usebetter paper in theLandscape
orientation and created a folding program

booklet) Hubba! Hubba!

A good use for differing column numbers
is the creation of a headline. It is so very important
to place thecursorin the right location before you
modify columns

=2

O I . N N G SREIEY I SR IR SR . .
O - Eachcolumncan be a different width and
the spacing between theolumnscan be
modified. You must notice the peyp option at
the bottom. You have choices here as to whether
Working with Doeume mix you want to modify theSelected texf the Whole
S TR TRt mes eeemeee - doCUmenN

Once yourcursoris correctly placed,
open the dialog box and set the number of
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Apply to: | Whele document E

Whole document -
This paint forward

@ ASSIGNMENT 5.2

1. Modifying Columns

This gets really wild. It is possible to go
back and change the number oflumnsin a given
section. Place theursorsomewhere within the
section and change away.

D. Margins

2500S fNBIRe GFf1SR

Global Marginsi 2 & St repeatyéxeept to say
thatt I 3S {oBRoamhd®ocumenis where
you can do this.

E. Orientation

Again, we discussedrientation earlier.
Just remember where this option is located.

F. Page Numbering

We have already covered this but it bears

repeating.Page Numberings done in either the

Header or Footesection of your document. There

isevenabuttoni KSNB G2 Of A0}

have to remember any additional keystrokes. You

can type whatever you likeefore or after the
inclusion of your page number suchRagec3-,

or simply¢5-, or evenPage 5 of 11Your call. With
Word 2010 you need to select that format from
the Templatesthey provide.

G. Line Numbering

When document$iave to go up for

review, such as bylaws or other legal documents,

it is always wise to includene Numbersso text is
easy to locate by page and line number. This is
done in thePage Layoutab in thePage Setup
section.

_ . T
£ Line Numbers = = L

YT T A R .. T

v | Mone
Continuous
Eestart Each Page
Restart Each Section

Suppress for Current Paragraph
Line Mumbering Cptions...
Open the Line Numberin@ptions and

click on theLine Numberdutton at the bottom
and the following screen will appear:

S|

Line Mumbers

4k

L1

0 2c From text: |Auto

4]k

Countby: |1

Mumbering:
(71 Restart each page
() Restart each section

@ Continuous

Ok ] [ Cancel

You can even turn it off and on in
different sections. You can have it restart on each
page or have it continuously count from the
beginning to end of youdocument. Wild.

42 82dz R2y Qi

w

4 ASSIGNMENT 5.3

H. Breaks

Everybody needs a break now and then
and Word provides. There are times when you
need to force a change in the flow of your
document. You may want to force the text to the
beginning of a new pagor change the formatting
from one section to the next. Wor2010has this
option on thePage Layout Ribban
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If you pull dowrBrealks, you will get the
following options.

M= 1
W= Breaks ~ 8 % q  Inder

Page Breaks

Page
b Mark the point at which one page ends
and the next page begins,

N

Column
Indicate that the text following the column
break will begin in the next column,

V

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

‘ % mlh_‘

Section Breaks

Mext Page

Insert a section break and start the new
section on the next page.

Wl

Continuous
Insert a section break and start the new
section on the same page.

o

1. Page Break

APage Breals exactly what it is called. It
forces the following text to the beginning of the
next page. You might find a single line of text that
you want to force onto the next page so that it will
be with the rest of the paragraph or you might just
want to startthe next section on the next page.
Either way, inserting Rage Breals the thing to

do.

ASSIGNMENT 5.4

2. Column Breaks

You carinserta ColumnBreakwhich will
allow you to move from one number eblumns
to another.

TEC 92@ Word 2010

3. Section Braks

Insertinga Section Brealallows you to
make modifications to your formatting, such as
columns The main decision here is whether or not
you want Word to move the next section to a new
page or continue on with the current page. If you
clickOdd PageWord will begin the next section
on the next odd page. This works great for the
beginning of new chpters. If you clicEven Page
Word will begin the next section on the next even

numbered page.
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VI.  Working with Text

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

Besides, text is ahe very foundation of
education. Reading is such a critical skill we spend
years working with students trying to make them
the best readers they can be. So, even though you
consider yourself a good word processor, go
through this section carefully and rka 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 plament of the cursor.
There are two items on your screen that work in

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

a) Using the arrows on the
keyboard to move th€ursorup, down, left, and
right. This works pretty well if you are trying to
move to anothernsert Pointin the near vicinity of
the currentCursorlocation. This does not work
well if you are trying to move from page 1 to page
5. It is possible to use theageUp and Page Down
keys to get to the page you desire and then use
the arrow keys to maneuver th@ursorinto place.
Your call.

b) Using the mouse, click in the
new Insert Pointlocation using the pointer (

Bean). This works well if your intended locatien
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
GKFG F f20 27
the Page UmndPage Dowrkeys. Use this in
conjunction with clicking the mouse in the correct
location, just like you would use it in conjunction
with the arrow key method.

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

2. Replacing Existing Text

It is possible to replace existing text as
you enter your new text. You must first highlight
the text you want replaced and then start typing.
[y Qi 3 &ier thagixk S

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 errorswith big red marks. The spelling
errors were a real thrill. | can still remember the
feeling of getting a paper back with red marks all
over the place with extra emphasis on the SP
AGSYyao ¢19bx GKS
db2¢ &0 dzR Sy (rdnk peiislajd3ewtelzii
the story on good paper using your best
KFYRGNRAGAYIDE hyte
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 papdrwrote
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.dquired as to their
FYdadysyid FyR ((KS2

G2tR
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look at anything because their teacher would
make them write about it when they got back to
school.

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 thigg
this puts the responsibility for good writing on the
student. Ttey are responsible for correct spelling
and grammar.

{22 tSGQa
about.

f221 0

1. Selecting Text

One of the more common activities in
editing text is fixing spelling or typos. This does not
require selectindext in many cases and simply
requires the correct placement of théursorto
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 améocation,
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 thie
Beamover the text to select it. For a letter, a word
or sentence this works quite well. But there are
some additional features that you need to know
about.

Doubleclick on a word and that word will
be selected. Triplelick on a word and the entire
paragrappg A f £ 0 S
Hold down theCommand/Ctrlkey and click on a
word and the sentence will be selected.

A few more tricks. If you have several
pages to select, the best way is to move to the
point where you wish to begin selection and click
to position thelnsert Point Holding down the
shift key, now scroll down to where you want the
selection to end, notdtting 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 the
shift key. If you need to select the entire

g Kl

bS
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document, thenSelect 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 right
instead of the normal leftdirection. Use this right
pointing arrow to select rows of text.

R 1

SRR

I. Intreduction to ¥

The actnal history of waord
earhest days of man, comne
the betener. If the sounds <
message. Thns hegan the ki
passed from one seneratioy
cave. Progress. 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 2010has added a new twigo the
text selection process. Once you have selected the
text you wish, a pojup transparent window
appears. Move th&ointer over this window and it
becomes active. It provides all ti@ntoptions.

Oops. | do have at least one more trick. It
is posdble.to select text usi &e keyboard and
Loﬁtl%e m&fgé( Holld lﬂowfwrﬁ iﬂl&y a%o(%%.]\l‘m
can use théArrow keys and theHome End, Page
Up andPage 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 theursor | wear
this key out on my keyboard. A little known fact,
especially to Macintosh owners, is the fact that
the del key will celete the character just after the
Cursor So if you have some characters to get rid
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of, from where you are to the end of the line, for out a school newsletter and true to form, he used
example, hit thedel key a couple of times. Works almost every font he had in that letter. The school
great. newsletter looked like a ransom note.
Deleting multiple characters of text is also a. Font
j dzA 0 S & whatybuSvant to do@ith it that
is important. If you want to delete it and not use it Everyone knows how to change fonts
again, then | suggest you highlight the portion and iKSasS RIea a2 ¢S g2yQli 0Stlo2N
hit the backspace/deletekey. There are several easiest way is to @sthe Pop-Up list that appears _

20KSNJ ¢gFea 2F 3FSGHUGAYI NRARnBeRibBbKS GSEG AT &2dz R2y Qi
intend to use itagain. TheClearcommand, found
under Editwill do the same thing as hitting the

delete/ backspacekey. You will also finGutunder
the Editmenu but this does something with the

Tirnes Mew Roman - 12 =

text you are trying to delete. It places the removed If you want a little more overall control, then
text onto theClipboardand this may not be you will have to highlight the text you wish to
something you want to do, especially if you have modify and click on thé&ont Dialog Boxbutton.It
something on theClipboardthat you want to is located at the far right end of tRent tab at the
remain there. Think and be a little careful. bottom of theRibbon. Here you have control over

all aspects of your font formatting.

WN! —— 2%
I ASSIGNMENT 6.1 e ..:

Fant style: o=
Regular i
P o | [] -

Halic

Let me take this opportunity to give you a e :

major warning. Deleting text is &ry important
skill but you must make sure that is what you want Tl e

to happen. Highlighting text is a dangerous

business on the computer. If you have the entire ] Dl ee
document selected and you happen to hit one of - :::_':j;'ﬁ L :::“* Ll taden

the keys on the keyboard, you have just replaced o

the entire document with a single letter. Be +Body

careful when you have text highlighted. Know Thi 12 bady B fon. Tha caret: docurmar ama dsfrea whih Frt vl b s,
what you are doing and always remember the
Undooption. = C= [ ==

[ striksthrough [] shadog: [ Small cops

3. Formatting Text

Not only can students edit the contents
of their document so it readwell, 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
thing is 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 and
was so proud of his collection. He dedalde put
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Font

[ Font I ‘Character Spacing l Animation ]

Font: Font style Size:
Textile Regular 18
Tahoma a Regular 18
Taipei Italic 20
Techno @ o 2 0
Textile + | Bold Italic 24
Times v 26
Font color: Underline style: Underline color

Automatic | #! [ tnone} | :] Automatic B
Effects

) surikethrough [ Shadow [ small caps

T Double strikethrough ) Qutline 3 All caps

T superscript ) Emboss 1 Hidden

[ subscript ) Engrave
Preview

Solomon
Default... Cancel @

ASSIGNMENT 6.2

b. Size

Sizeis another option that is quite
straightforward.Sizecan be determined on the
Font Ribbon or by using thé-ont Dialog Box.

ASSIGNMENT 6.3

c. Style

Celili (B dy) -1 - A AT s

- z Fh
| R Fi T = ab= X, X Jl.‘l."'“—"'""é"’

Font la

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 7

=
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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
additional Styleoptions if you like. In fact, Word
has now added supeand subscript, increase and
decrease font gie, change case, font color,
highlight color, and srikethrough.

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

* 2 '-'th-?r
I U - abe x x Aa-| 2

ke Jnderlines., .

ﬂ LncZerline Color k

ASSIGNMENT 6.4

Click on thdé=ont Dialog Boxutton and
you will find an additional set &tyleoptions that
are quite nice. You now have options such as
Embossand Engrave Play with these to get
FTEYAEAFN gAGK GKS
much more time with these options.
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d. Font Character Spacing expand any of the categories, make your selection,
and put it away.
Font i Charactsr Spacing & Formatting Palette
¥ Font
Notice the tabs at the top of thEont Style:  |Normal "

Dialog Box The second tab Bharacter 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@garacter

Mame: Times Mew Boman  F

Size; 12 ¥ Font color: [

Spacingyou ca adjust the spacing between B ) L "‘L A ""'"I.
characters so that the document will completely _
fill a line or page. This is great Titleswhich look ARE HBe | ARC ‘Lﬁgl e ~
good when they reach across the entire page. ’
_ S — s
Lists: 2mwm =ei= | <20 =30
Famt | Chafader spacng ; ——-
sgwe: e 3 B Alignment and Spacing
spacez: | Mo v By & P Borders and Shading
Zastinn: | Marre= e Ry: & b Document
| #&ming for tonts: Sll| Points and sbove

. e. Style
Expuiunded by 3 points

\ We need to come back and revisit the
Raised hv 3 pﬁiﬂTS. Styleoption. Earlier, we looked at the three main
) font styles but in this casehé word Stylerefers to

an entirely different thing. | wish they would have
wu come up with a different descriptor because it
I ASSIGNMENT 6.5 gets confusing when you talk aboBtyle
It is possible to creat8tylesand then

Guess what? Worgd010took away text apply them over and over to your text. In fathjs
animation. Can yobelieve that. | guess it is is the single best way to ensure continuity
because text simply will not sparkle once it is throughout your document, or even a set of
LINAYGSR® LQ@S (NASR 2 @S NJdbcynent dsh@tyldsygurcande assuiied thafh 3 dzNB A
out. (Joke) Any of the earlier versions have a third all major headings and subheadings will be the
tab on theFont Dialog BoxalledText Effects same font, font size, and have the same indent
Really cool and they todkaway! What is worse is setting.

the fact that theHelpsays to go use an earlier
version of Word. Go figure!

Format Palette
TheFormat Paletteis available on the
Macintosh and works just like tHeormatting

Ribbon.I really like tha~ormat Paletteand find it
to be a real timesaving tool. You can easily
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Shyles X
Clzar Al 4
MNormal bl
Mo Spacing T
Heading 1 1= e
Heading Z at
Heading 3 13
Heading 4 1
[lezding & 2

Show Proviow
| | Cissble Unked Styles
Options...

There arehree buttons at the bottom of
the dialog box the first one allowing you to add a
new Style You can have as many as you like but |
recommend you keep it simple.

When you are ready to establish
formatting for your document, you need to take a
close look aithe Stylesyou are going to use. Make
sure body text (Normal) is as you want it to be
(font, size, indent, justification, etc.) and make
sure that all headings and subheading options are
set correctly. Then, as you go through and format
your document, ¢tk on any portion of a heading
and click on the correct heading option from the
Stylelist.

What makes this extremely powerful is
the ability to go back and modify tHgtyleformat
and Word will automatically go back and reset all
text using thatStyleformat to the modified

GSNERAZ2Y® [ SiQa ale e2dz

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 thetylesfeature, you can
openthe Stylesdialog box and make the change
and your entireNormalwill be converted to the
new Style Otherwise, you are going to have to go
back and highlight each paragraph and make the
change. Same thing applies to headings.

TEC 92@ Word 2010

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

JAnCfy Soye
Precs—ha

[? %

el sTonliree e
relim gie Imp Sem g b
T

Zores b pveode Mo fame e Tow Do oo ek
Sem g bl e Ire v r e e e el e
Eapcle Lomh N tag e T Bompec o Lomd

[CTREHEECT FET T REaN R

SsafakAde

=g wandenan el

W amdhn Gk e e

5?: Ahirons kearz ::' He= oo pras snm 2108 &t phlz

L

Fenese |

Really a very powerful tool.

We will look atStyleswhen we get to the
Outline portion of the course.
f. Format Painter
Now is arexcellent time to bring up a
rather unknown yet great formatting tool, the
Format Painter This little button resides quietly
on theClipboardportion of theRibbon This little
Paint Brushis as good as a crescent wrench in the
old toolbox. The purpose for this tool is to copy
and paste formatting from one section of text to
another. Here is the caveatit copies and applies
« 71 By fon angfont s fognat i algo
applies the marms, indents,tabs, and all other
Stylesthat you have selected for the text.

Here is how it workg you first of all
place thelnsert Pointamong the text of the
format you wish to copy. You can also highlight a
portion but that is not necessary for thig work.
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lasto |
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A single click on thEormatPaintericon
will copy that format and hold it in memory. You
now go and find the paragraph or headinpon
which you wish to apply the copied formatick
anywhere in the paragraph and Viola! Once you
click, theicon becomes gray again which means
that it has finished its job.

@ ASSIGNMENT 6.6

But, what if you want to copy a format
FyYyR X & Ad G2 Ydzt GALX S
you have decided to change the heading font size
and indent on several headingsone section of
your document. Modify one of the headings so
that it looks exactly as you want it to, then click
twice on theFormat Painter The icon will become
a little darker which indicates that you can now
click on numerous portions of text and tisgyle
will be applied at each mouse click. To end this
process, you will need to go back and click on the
Format Paintericon once to end the cycle.

4. Copying/Moving Text

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

a. Clipboard

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

Well, that is not entirely true now with
Word 2010 You can view th€lipboardas aPane
on the left will hold items that you have eith@ut
or Copied They will stay there as long as you keep
Word 20100pen. Clse it and goodbye. Rather
neat- somewhat like the Scrapbook of old.

C T}

Cut

p Paste

Copy

The use of the&lipboardrequires a
decision to be made Do you want to make a
duplicate copy of the selection or do you want to
move Ipcaton’> Or, im Iywan
to ggt ou Z%’g)?ou aﬁt to%%n%zyté()pg gtz
then you will use th&€opycommand undeEditto
place the selection onto th€lipboard If your
intent is to move the selection, then you will need
to use theCutcommand. Either way, the selected
portion is moved to theClipboard

Now, what do you do with it? Since it is
setting on theClipboard your only option is to
Pasteit. Place youCursorat the correctinsert
Pointand click on thdPasteicon toPaste

e

=]

Paste
> # Format Painter

uKsSe Clipboard uz adl

Or, if you have th€lipboard Panepen,
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 time yoDutor Copy
something, it will be gone. It ®a y Qi K dzNJi
residing on theClipboard In addition, you can
Pasteas many copies as you like since it remains
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on the Clipboarduntil you Copyor Cutsomething
else.

There is one other way tGut, Copy and
Paste The best of all is the keyboardramand
input using theCtrl + X(Cuf), Ctrl + QCopy), and
Ctrl + V(Pastg. (For you Mac users, simply
substituteCommandfor Ctrl) The fastest method
by far.

b. Drag and Drop

There is a new feature that has cropped
up in the latest versions of almost adifsvare
including word processinfprag and Drogllows
you to highlight text oObjectsand drag them to a
new location. You must select the section or
Objectfirst and then move your pointer over or
near the edge of the selection so that it becomes
an arow. You can now drag the selection to a new

Insert Point This is marvelous. So easy and logical.

Beats scissors and glue.

LAl . LTSS, L RIS UL 3 GUILLTE UL B LA
From h;.a garliest tines, humans also tred o
being drawings. These drawings carmed the m
explore these early dwellings, we find meann
Inforrmation collechion now had form and the

generating.

The adrent of 2 written language took place v
a matter of corwverting sounds mito syrabols 1]
Hueroglyphacs were one of the first efforts to
was wrifiorr and had strocture. It took roansy
b an awerage person, to be developed. This 1
meat cralizations wesulted from this mowane:

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

Open a new document and enter a few

short paragraphs. Play with this until it makes
sense. It is quite logical and olo, gery valuable.

@ ASSIGNMENT 6.7
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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
overwhelmig so | think the software creators
figured less was better and simply hid the features
away. If you need or want the featurgou have to
go looking for it.

AutoTextnormally can be foundn the
Insert Ribbonin the Textsection underQuick
Parts

‘41 A= (& signature Line -

j?;. Date & Time

Quick |WordArt Drop )
Parts - - Cap~ "84 Object ~

~a  AutoText -

[

E-] Document Property 4
[=] Field...

@ Building Blocks COrganizer...

AutoTextallows you to store a sequence of
text and use it over and over again. It might be a
list of names or a phrase that you use a lot in your
writing.

Any time you type something over and
over, it is wise to set it up iAutoText This saves
time and also insures that you do not make typos,
as long as your original is correct. So, if you use
phrases repetitively, copy those phrases into
AutoTextand Word will automatically enter the
entire paragraph, if need be.

To save somethintp AutoText highlight
the words or phrases and pull dov@uick Partgo
AutoTextand down toSave Text to AutoText
Gallery Everything is listed alphabetically in the
Gallery.

If you think you might be using this
feature a lot, | would suggest you pute button
on theQuick Access Toolbar.
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@ ASSIGNMENT 6.8

D. Proofing Tools

The most powerful features for educators
and students are the proofing tools that are
included with Word. Proofing tools puts the
responsibility of good witing where it belongs, on
0KS aGdzRSydo {(dzRSyda
with spelling errors. They would prefer to catch all
these mistakes before they turn the paper in, not
after. Proofing tools provides them the power to
evaluate their work beforsubmittal. Besides
being good for the student, it is good for the
teacher as well since it frees up their time to focus
on structure and content.

1. Find and Replace

I may be silly but | have always liked this
feature. | have used 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 like to use this in some form letters
but you need to be a little caful here. Simply
replacing the name may not be good enough
especially if you are dealing with different
genders.

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

33 Find -

o ac Replace

g Select -
Editing

If you click orFind, aPaneappears on
the left allowing you tdNavigateto the text you
desire Advanced Findakes you to the same
window that would open if you click dReplace

R2y Qi

I, e

Find and Replace

Find | Replsce | GoTo
Find what: E
Replace with: [=]

Notice the tabs at the top. You can go to
either Findor Replace

Fid all6ws lotztedodaré 3 wokoy LI LIS NA
phrase somewhere in your document. If you want
G2 FTAYR 2dzi 6KSNB &2dz GFt1S
2NASY Gl GA2yesr GKSYy (Ll Ay

find your text. But now, Word has raised the bar
and included features such as sounds, certain
punctuation, syles, whole words, even wildcards.

tind 5+ Hedace
LT _|| S Wl
;;;;;; Saadi
| R | - sl
et t Tdban
svanl. e -
L ey e i TR T
M oivstakrandoz s T Hapr b
| 2
L -cares ks gengen; _ | =mmae s smaner hoesa -
| T TN [ T vpt ] Tl aran alis s varaa
Fan ¥

This is all useful but | think | 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&ind and
Replace Dialog Boxas 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 individually. Thawhat
the Find Nextis all about.
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This works great for younger students
gK2 dzaS GKS 62NR ayAO0Se
writing. They can choose a different word and
selectively change some of the occurrences of
YyA0SQo

ASSIGNMENT 6.9

2. AutoCorrect

Now here is something that you will
either love or hate. It is like having a backseat
driver watching your every move, waiting for the
slightest error, ready to throw it in your face. Well,
AlQa y2G 1ljdzZAGS GKlditool R
criticism, this feature may put you over the edge.
Truth is, you can always turn it off and have the
last laugh but then again, | think thhutoCorrect
would have the last laugh when you put
something out that had errors in it.

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 grahpics instead. So, in
AutoCorrect | have told it to automatically change
grahpics to graphics.

Getting to theAutoCorrectoption is a
little tricky. You must click on theéilemenu and
click onOptions Then you have to click on
Proofingand there you will find théutoCorrect
Optionsbutton. Click on that and away you go. Or,
you can misspell a word so that you get a red line

TEC 92@ Word 2010

underneath and rightlick on the word to move to

AutoCorrect

|l

| AutoFormat |

Actions

AutoCorrect | Math AutoCorrect

| AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cels
Capitalize pames of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: With: (@ Flain text Formatted text

grahpics graphics

gloabl global -

gaign going

gonig going |
|- govenment government B

goverment government

2

AutoCorrect Optiongnust be placed on
the Quick Access Toolbajust likeAutoText

[ SGQa are L
instead of mistakeMistak has a red squiggly line
under it because it is misspelled. Riglitk on the
word and pop down tAutoCorrect OptionsSet it
up and now it will fix it for you automatically

DR G 1, PENAT ST R 4

ASSIGNMENT 6.10

a. AutoFomat as you
Type

TheAutoFormatoption is located on the
AutoCorrect Optionsscreen as a tab at the top.
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AutoFarmat |
AutoCorrect | Math AutoCorrect |

Actions
AutoFormat As You Type

Replace as you type
"Straight quotes” with "smart quotes”
Fractions (1/2) with fraction character (V2)
[] *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Ordinals {1st) with superscript
Hyphens () with dash {—)

Apply as you type
Automatic bulleted lists
Border lines
[T Built-in Heading styles

Automatic numbered lists
Tables

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-ndent with tabs and backspaces
[7] pefine styles based on your formatting

This allows you to set parameters for how
Word will format your typing. Make sure you
notice thelnternet and network paths with
hyperlinksoption. This can get real frustrating
sometimes.

b. AutoFormat

AutoCorrect |

AutoCorrect I Math AutoCorrect |
AutoFormat |

AutoFormat As You Type
Actions

Apply
Built-in Heading styles Automatic bulleted lists
List styles Other paragraph styles
Replace

“Straight guotes™ with “smart quotes”
Ordinals (1st) with superscript

Fractions (1/2) with fraction character (12)
Hyphens (--) with dash (—)

*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

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

3. Math AutoCorrect
Attention all you math teachers. Be

aware that this is cool. You can leav place the
symbols on your page, replacing text.

AutoCorrect |

AutoFormat |
AutoCorrect

Actions
| AutoFormat As You Type

[] Use Math AutoCorrect rules outside of math regions
When Math AutoCorrect and AutoCorrect rules conflict, AutoCorrect rules will

be used.
Replace text as you type
Replace: With:

4. Spelling

Spell checking is a wonderful feature.
Teachers should get on their knees and thank the
good Lord every night for giving someone the
smarts to create a way of checking spgllin this
way. Before the addition of spell checkers in word
processing, the teacher was the spell checker.
Essays would be graded and red marks (you
remember those) would be placed by each
incorrectly spelled word. In most cases, the
student would gethe paper back and find they
had, say 6, spelling errors. The student would say,
a!' 6> &aKdz01a¢ FyR Ldzi GKS
no learning took place there.

With the advent of the spell checker, the
spelling now becomes the responsibility of the
student, where it really belongs. It is the student
that must make sure the word is correct. The
computer does not correct it for them, in most
cases, it simply identifies unknown words and asks
the user to select the correct word from a list.
Good spellinginsttzOG A2y Ay Yeé
away from spell checkers. Insist that each paper
0S aLStt OKSOT1SR
the students get away with it.

This is a good way to teach spelling. Turn
off the AutoCorrectand purposefully misspell this
$S5S1Qa alLlSttAy3
each word and pick out the correct spelling of that
word. It works.

Spellingand Grammarcheck are found
under theReviewtab on theRibbon Click on
Reviewand the following options are available in
the Proofingsection.
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Spelling & Research Thesaurus Word
Grammar Count

Proofing

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 is Spelling

ASSIGNMENT 6.11

5. Grammar

This one is not as hot as spelling since
there are so many ways of saying things and
a2YSGAYSa 22NR R2SayQi
to highlight what it considers bad grammar and
you have to make a decision tstell it where to
get off. In so many cases, Word is correct in its
analysis.

Select text andlick on theSpelling and
Grammarbutton. If you do not select text, it will
do the entire document, which in many cases is
what you want.

Spelling and Grammar: English (US.] | S

Fragment:
Imaging this same student who, without anyone's - Ignore Once
assistance, goes back and works at his writing.|

Ignore Rule

il MNext Sentence

Suggestions:
Fragment (consider revising) -
Chedk grammar

Here you will find an analysis of the text
you have selected. But, please notice tBptions
button at the bottom left. Click on that and you
get the Proofing page you saw earlier that
included AutoCorrect, etc.

TEC 92@ Word 2010

AutoCorrect options

Change how Word corrects and formats text as you type: AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignare words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words
|:| Enforce accented uppercase in French
|:| Suggest from main dictionary only
Custom Dictionaries...
French modes: Traditional and newspe\llngsEI
Spanish modes: |Tuteo verb forms only El

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
|:| Show readability statistics

Writing Style: | Grammar Only El
Recheck Document

There is one feature of the grammar
checkthat | think is rather neat. When you have
finished checking the grammar, Word will provide
you with some statistics regarding what it
checked, including the number of words,

3 Séhtercds, aNITREKRERDABIEZTY LEVELI Vs, thk K S NB

readability level based on thedsichKincaid
reading levelsBut, you must turn on the feature
by placing a check in the box befdaow
readability statisticstoward the bottom on the
image above. The default is off. When you finish
the grammar check, you will find a display of the
Readbility grade level.

Imagire a sixth grader who has written an
essay and checks the grammar only to find out it
was written at about the 2nd grade level. Now, |
will grant one argument to all you English teachers
out there, that the measure of writing is not based
on readability leve But, it is an indicator of the
level of language use, of compound sentences, the
use of adjectives and adverbs. Imaging this same
A0dzRSY (0 6K23X gA0GK2dzi lyez2ySQ
back and works at his writing. The next check
shows it is at the 4th grad§13St © [ S Qa asSsS @&
GKFG G2 SIFIOK 2yS 27F @&2dzNJ & dz

ASSIGNMENT 6.12
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6. Thesaurus This will open théhesaurusside pane
and give you lots of options.
| love theThesaurus| use it all the time.
There are two ways to make use of thkesaurus

The first way is to use th€ontrol
key/right mousebutton when you click on a
specific word.

This is a great thal

t\ ot thmily

[f% Paste Options:
= Another powerful tool for you to use in
‘i Eont... helping students develop their vocabulary, their
=T Faragraph.. writing skills, even their readingkills, as we shall
= Bullets v see in the next section.
i=  Numbering | »
A styles 3
3'3) Hyperlink... wk‘
Look Up 3 instrument . ASSIGNMENT 6.13
sgnonyms implement
% T device 7. Speaking Selection
Additional Actions * utensil
apparatus | know this will sound crazy but yes, Word
contrivance can read your work to you. But only if you use a
gizma Macintosh. They took it away in Wo®1Q One
gismo of the most powerful tools for teachers and it is
& Thesaurus.. gone in Windows. But, please continue reading, all

you Windows users. This is important stuff.
Toward the bottom of théPop-Up

command list will béSynonymswhere you can So, if you have a Mac, you can take text
easily select a different word from the list. Again, | to speech. You can even decide which voice you
recall all the sixth graders that loved to use the want to listen to. Highligt the text you want to
g2 NR & shairdvBting. With theThesaurus| have relad and puII,dowiﬁooI,sto Speak Selectiq.n A A A
could have had them go through and find words ¢CKIuQa AUG® LU Yhe yz2u 0SS LISNFS
20KSNI GKIFYy ayAaoOSe (2 RSadmwRNIIS21 S yR GKAY3I&AD
Good vocabulary development there, folks!
Now, what do you do with this option?
The other way to use th&hesauruss to Students develop oral language much more
highlight the word and click on tHEhesurus quickly than written language. They will hear
button in the Proofingsection of theReview errors that they would never see on a written
Ribbon page, particularly those students that are
somewhat new to the English language. What
)i —=| ABC wonderful tool to put into their hands. Let the
ty cJ - |13?| computer read it to them so they can hear errors
ipelling & Research Thesaurus Word i KI G iKSe R2 y Q a NBEO2 3 Yy A i§s A y L
Grammar Count scan portions of the textbook and have the
Proofing O2YLJzi SNI NBFR Al G2 GdKSY® | 2dz

powerful stuff.Learn how it works and put it to
work in your classroom tomorrow. And sit back
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and watch your students take off. Besides, it is
really fun!

To pick another voice, pull dowfoolsto
t AO1 ardEhoddeyour speaker. | love
Hystericalo dz{i (i Kyding to kUl iy/irtxide
instructional setting.

Hear our plea, oh Microsoft. We need this
feature in education. We beseech thee to provide
this option so that our students may learn.

What, no one is listening? Surprise,
surprise!

E. Special Symbols Shortcut Keys

Symbual IEZ'
Fmnbzls  Siresaal © e ern
i |tz ma ket | st Lo 1 sudeEn -
Wy Al || AAAAJA A Z GBS
EEE 1 LI|ID|F[aa|alda -ors
TULDY P(Blalaldlalda|lale ¢ ¢ & @
[ N I8 T8 I I I A R | R VR
Eezzedy Lsed mmbs s
R EE N Y.
SLEL SO i b e anle ?‘ '-mu:l hie cale Do) -
| l lmly - | Shomnat v | Sk ol segs A11ATA

Click on thdnserttab at the top of the
Ribbonandclick onSymboland down toMore
Symbolsthe dialog box shown above will appear.

Notice theShortcut Key..button on the
Symbolwindow. Cliclon this button and the
following window will appear:

TEC 92@ Word 2010

CusomizeKeyboord

Specify & command

es: Commands:

Specify keyboard sequence
Press new shortout key:
- Ctrl+5hift+F4

Current keys:

I have entered the keystroke
Control+Shift +F4If | click on thé\ssignbutton,
this symbol will be assigned to that keystroke
combination and every time | hZontrol+Shift
+F4 1 will get the pls/minus symbal

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 é &é. Your call.
And, if you teach math and need the division
mark, it is available+. You will just have to find it
and if you are going to use it a lot, setitup as a
Special Charactewith a keystroke combination.

Macusers, use th&eyCapso 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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VIl.  Working with Paragraphs

SRR R RN EERT TN EEEE I NENEY TN ERET TERN RN TR

A. Concept
When you first open a blank document,
A paragraph is defined by the text that you should find anarkerl 4 ¢ ®p €
resides between two returns or paragraph
markers. Users of word processing arellveavare C B T
: i A i
that you do not hit theenter or return key until '
you have typed all the text for a specific
paragrgh. There are certain formatting options

that can be assigned to paragraphs but they must at the right which establisﬁhes your righ} margin. ,To 3
apply to the entire paragraph, not just a letter, the Igft oftherulerz 0 néxX e2dz gAfft TFTAYR
word, or sentence. You will understand this as we marginmarker
move through this section.
_ _ G,
Because paragraphs are so important in 5}

writing, there is a complete section of buttons on

the Ribbondevoted to paragraph options. which in fact is three items, two triangles and a

rectangle.

Sei=-hoe [ EEE S q
250ttt dF NBSGmaiker8rstNRA IKG Y N
tir 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 margimarkerto a new location
on theruler. Only the current paragraph or
selected paragraphs wibe impacted.

Paragraph

Not all of the features that relate to
paragraphs are on this palette. We will look at a
few that are not and come back to it later.

B. Margins
SIRENRERE ERRNRRRE IRRURERE ERRNERER CRRPARRE IRRNERRE TRRY!
. . Marginsare invisible Ime; on the left and ﬁ&ﬁgﬁgﬁ;&gpmm{g; ggf;; Liis s setby
right side of the page that establish the border or Bkl e ek debetior v sl
horizontal limitation of text on your paper. Tt foms, o vt g TR fictis
9 2 N‘N I f f é Z dZé }\ ya I y y CPp é, E,We’]liargetmeﬂghtmarginmnrkerﬁ:rstsimeitismeeasiesttocomprehend.'[herjghtma:rgi.n :F é 2 qZ
SatlotAaK |+ YFENBAY |G §K &putes b s Sopmahombesiiienizgy Ay |

therigk G 2F Mé3SX @2dz KIF @S O NJS movine e right margin marker oanew locationon e ruler.
paperthatisoff A YA(Ga&a (2 GSEG a2 GKSNB A& copé¢ 2F
horizontal rule in which to place your text. There are two sections on theler
identified by the coloration.
There are two kinds of margins. There are
margins that affect only selected paragraphs and
there are margins that gy to the entire

document. It is important to understand the ERRRRRRERENRTTY TRRRANAS IEERERES [NRRERES INESERRLOARF:
relationship between these two margin settings so _ _ _
that you can make your documents work for you. 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

1. Paragraph Margins
Let 6s t pdragrapla margins first.
These linits are set bymarkers located on the
ruler at the top of your work area.
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about how you might modify the darker gray area triangles with it. So, if you need to change the left
of the ruler. YINBAY (G2 mMé AyaaSIR 2F GKS
02E 0 GKS o026GG2Y FYR RNI 3 A
Since a paragraph can have only one the ruler. Only the current paragraph, or
margin setting, you do not rel to highlight the highlighted paragraphs, will be affected unless you
entire paragraph to change the right margin did aSelect All

settings for a single paragraph. The location of

your cursor, the flashing vertical insert point, f—l

within a given paragraph identifies that paragraph W«

as selected and any movement of thrarker will i ASSIGNMENT 7.1

affect only that paragraph. If you want to modify
more than one paragraph at a time, you will have

to highlight all the paragraphs and then move the Now to the difficult part. The two triangle

marker. markershave a unique relationship. The top
marker affects only the first line of each

<SEENEERS EXENEREY SERNERES TRREERRY TRRNEERSE-ERRY-Y paragraph.

Let's talk about paragraph margins first. These limits are set by markers located

on the raler at the top of your word area. When wou. first open a blank document,

you shovld find » marker af 6.5 at the right which establishes your dght margin. %. A T .I .
To the left of the raler, at 0%, won will find the left margin marker which in fact is F

three items, two fiangles and a squaze.

We'll target the right yuargin marker ficst zince it is the easiest to comprehend. The F] r3t L1 ne I rll:lE I'|t
rght marg in markex zefs the right boundary of arcy paragraph. Each paragraph can
Tiasre & different right margin ot no single parsgraph can have more Tan one
margin setting. The margin iz set by moving the right margin marker 10 a new
location on the roler.

The bottommarkerimpacts the

. . i remaining lines.
If you want to modify the right margin

setting for the entire document, then you will
needto select the entire document by using & L
Control/Command+Apull downEditto SelectAll

in earlier version, or go over to the far right of the
Home Ribborand click orSelectand pull down to
Select Alin the Editingsection.. Any movement of

|Hangi ng Indent|

the right magin markerwill affect the entire In other words, when you staa new
document. paragraph, with arenter or return, the first line of
that new paragraph will align to the location of the

One of the more difficult topics to top marker. All remaining lines of that paragraph
understand is the left margimarkers Since there will align to the location of the bottormarker. If
are three Aite’m,s and their [elatipnship is so critical you stop to think about this, it is réig cool. If you
Ay &aSGidAy3a GKS LI NI INF LK velrgel \kse: (i far| LN%[CQEN& {lp2 Opé s
figure out exactly howou might use these normal indent for your paragraph. If you selected
puppies. your entire document, you could indent the first

L . line of each paragrapim the entire documenby _
[SdQa FANBG 2F It  O2pdiRbieNdietharker2THis ielnS yoli dofce NJ

box that resides under the two triangle shapes. have to press th@abkey at the beginning of each
new paragraph, like we had to on a typewriter.
ﬁl - I -

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 batie
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R S ERRR R

Let’s talk about parag
located on the raler at the 10
document, wou should find a
rght margin. To the leftof th
which in fact is three items, t

We'll target the might:
comprehend . The rght margi
Each paragraph can have a di
more than one margin setiing
marker 10 a new location on

What we are saying here is that you
should type all your text with no indents. DO NOT

ST NERIERRT IR

Let’s talk about paragraph ir
located on the rulex
open a blank docume
fight which establish
0%, won will find the
itemns, two tiangles

We'll target the rght margin
comprehend. The g
anv paragraph. Each
o single paragraph
margin is set by mos
on the raler.

This works great for documents such as

TAB THE FIRST LINE OF YOUR PARAGRAPHS! Thisrssumés Thehanging indentworks perfectly and

a mistake made by marword processing folks.
You can set the margmarkersbefore typing and
the currentruler setting will follow you all the way
through your document. Or, you can do it after
you have typed all your text. Think this through for
a moment. If you insert &abat the beginning of
each paragraph, you do not have as many options
whereas you can use threarkerto indent to
whatever level you like.

@ ASSIGNMENT 7.2

What will happen if you drag the bottom
markeri 2 ®p ¢ X Ay anarkel? Well2 ¥
this is rather interesting in the fact that you will
get ahanging indent There are many occasions
when ahanging indentis exactly what you need
odzi AF &2dz R2y Qi 1y29
advantage of its capability. This is very effestiv
with bullets, numbering, keywords. The bottom
marker can be dragged anywhere on thaler
which makes for some mighty awesome options.

iKS

you can always go back and asljit if you are not

satisfied with the results. Set tHeanging indent

markerl & | NRPdzyR Hésx SyidSN GKS
hit tab to move to themarker.

C‘---l---]---l---é---|---3---|---4.---|---5---|---E,---é|

Ezperience

Teacher - Hilldale T tavght oM grade at Hilldale Elementary for 7 sears, While there, I

wag directed the sports activites on campus and wes an active
meviher of the Parent Teacher Association.

@ ASSIGNMENT 7.3

{i 2f you drag using either the top or bottom
trianglemarker, they will move individually. If you
grab the lower box, the two will move together, in
whatever relationship you established. That way, if

K 2 g/ouvant tgroveygus texpin aittiesfiony hajlefty | | §

you do not need to move both thearkers just
the box.

2. Globd Margins

Global Marginsare different than
Paragraph Marginsin fact,Global Margingmpact
Paragraph Margindut ParagraphMarginshave
no impact onGlobal Margins GlobalMarginsare
the margin settings for your entire documerit
establishes limitations at all four sides of your
paper as to how close the text can come to the

Page 40-



edge. YouParagraphMarginsmust stay within
the Global Marginsyou have established.
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Page Setup E|B‘

Margins l Paper I Layout}

[Sdoa GF1S F t221 Fd + |50 o [T ¥
that you open. If you hae not modified the Left: [z = pight: [L25" =]
defaulta SG G Ay 3as (kGhohd aK2dz R auter: [T 2] cuterposton: [et <]
Marginsat each edge of the paper. This provides a orieniation
section on the paper in which to enter your text of :
COpé E eI AT e2dz Adzo i NI O ‘ Yy R
MMED LF &2dz 6byid G2 LINAYD Poat  Landscape SR3IS 2y
any side, you are going to have to change the Pajj;ple e foma 3]
GlobalMargins -
To adjustGlobal Marginsyou use the Pr,i;;;}n: p—
Page Layout Ribboand lookin the Page Setup Whole document E
section. e
J By ['_' J ¥= Breaks =
'j j Ej Line Mumbers ~ QNWL" QCME‘
Margins Orientation Size Columns _ .
- - - - be Hyphenation = . B R B
Page Setup LT e2dz Y2RATE UKS NRIKU
dpé€z UKS ¢ Kulersill honBxtend2of & 2 dzNJ
Word 2010provides some standard TE AyaustR 2F copé | 2dz KI @S
Margin settings and then gives you the option of ®pé 02 UKS LINAYyU FNBF 2y &2dz
customized settings. additional left and right space will alwayddx
white area to the right end of theuler since it
n S 2 Roeaks R2SayQid YI1S aSyasS G2 32 tSa
J = I_ J £(5 Line M bers -
Mzr.qins Orian-ta:io’ Si'za Colu-m'ws ;:_ TS
Once you have changed tikidobal
i I e Margins, you can now move yowaragraph
i ] e RO Marginswithin your new limitations.
;l:':OW 0.5" Cokarmr: 05"
Lefl: 0.5 Rigl: 05"
i Moderate w“4
D ASSIGNMENT 7.4
- Wide
Top: L Eotom: L
det " e C. Alignment
:‘Li:':"“' L Ewl.om: 1
—u e L e L Each paragraph can have its own
Office 2003 Default - alignment but no paragraph can have more than
s B = one alignment. There are four different alignment
o e options in Word1i eft, Center, Rightand Justified

Interestingly, if you go t€ustom
Margins you getthe older dialog box.

The default id eft since almost all the typing you
do will be aligned to the left side of your page.
But, there are times when you need to align your
text differently. You may want t€entera title,
Rightalign a date or your name. If you are
publishing a document of studémork in

columns, you will probably want tgustifyalign

the text so that it looks more professional.
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Only the paragraph(s) that are
highlighted will be affected by a change in
alignment. To change the alignment, four
convenient buttons are available dhe Toolbar
for you to use. If they are not on yotioolbar,
move to the section for adding buttons and get
them up there. For Wor@01Q, they are on the
Paragraphsection on theHome Ribbon

The four options presented above include
left, center, rightand justified.

@ ASSIGNMENT 7.5

D. Spacing

Ly G4KS w3Iz22R 2ftR RI &

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

3. 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. Wor2D10has created a pop
up button which provides most of your options.

But, whoa, there are more options
available below the surface. Remembering that
you must highlight the paragraphs you want to
modify, click on theParagraphbutton in the
bottom right corner of theParagraphportion of
the HomeRibbonand you now have a lot more

x | t Iso, [t N
3 Bind a o Belréimor fou e Iyl S

selectLine Spacing Optiongbove.

You can select your gjte and double,
but you also have three other optionAt Least
Exactly 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 o®actlysets
the specific setting that Word cannot adjust. All
lines are evenly spaced with this option, which |
use more than the otherdMultiple 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 shims to modify the
spacing between lines of text so that the text
would fit properly on a page. Today, magazines
and newspapers use line spacihg@éding to
cause a portion of textb fit exactly on a page or
column.
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