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MicroSoft Word Worksheet

August 2002

Instructions:  Please print a copy of this file so you will have it for reference. Also, save this file to your adult share folder and make your changes on that copy.   This file is designed to allow you to practice various features of Word.  There will be some words spelled incorrectly—for the spell check portion of the activity.

During this session you will practice dooing some of the things that you may have covered previously.  You will need to use the spell checker to see if the words are correct.  You will find some erors, which have been entered on purpose.  Be sure to correct those.  To find the spellchecker, click on [image: image1.wmf] button at the top of the screen. 

PLEASE NOTE:  If you do not find a certain button referenced in this activity, then click on the 
[image: image2.png]


 button (in the toolbars at the top of the screen) to see more choices.

You will need to center the first two lines of this handout.  In order to accomplish this, you need to click in front of the first line, hold down on the mouse, drag it down to the end of the top two lines of this page.  Now the top two lines of this handout should be “highlighted.”  That means they will be dark.  Now click on the “icon” for centering [image: image3.wmf].  Before you take the highlighting off, change the font size to “18”.  To do this, click on the [image: image4.wmf] at the top of the screen.  Click on  [image: image5.wmf] and choose “18.”  Click anywhere on this page to take the highlighting off.

You will now change this sentence to “boldface.”  You will need to hightlight the first sentence in this paragraph.  Then click on the [image: image6.wmf] button to change the text to bold.  To remove the highlighting, click on the words you are typoing and the highlighting will disappear.  If you later wish to take the bold off, highlight the words/sentence, click on the [image: image7.wmf] button again to turn bold off.  Take the bold oof of this sentence.

Let’s add a nice heading at the top of the page.  If the draw menu is not appearing (it should be along the left side of your screen), click on 
[image: image8.png]


 in the button bar at the top of the screen.  Click on the [image: image9.wmf] icon to use what is called “Word Art.”  Click on one of the boxes to choose the type of text you desire, then click on [OK].  Now type Word Activity, click on [OK].  Now you have “Word Art” that can be moved around on your screen.  This is nice to use as a heading for a handout, quiz, or letter.  You can click on the handles to resize the word art.  Move the heading you just created to the top of this document (click on the middle of the word art and drag it with the mouse)

Now we want to double-space part of this handout.  To do this, you need to highlight  this paragraph.  Click on the “N” in “Now”, hold the mouse, drag down to include the word “spaced” at the end of this paragraph.  Shortcut:  Triple-click your mouse on this paragraph to highlight the entire paragraph.  Press [Control] [2] to change the selected paragraph to double spacing.  Another way to do this is to choose “Format” in the menubar, then down to “Paragraph.”  Under the “Spacing” tab, use “line spacing” to change to double spacing or other options.  To change back to single spacing, while the paragraph is highlighted, press [Control] [1], however, for today, leave the paragraph double spaced.

Now we need to change the margins.  We want the left margin to be larger than the others so we can staple the handout.  To change margins you need to click on the word “File” in the menubar, hold down on the mouse, move it down to “Page Setup” then “Margins.”  Click on the “Margins” button, then you will see a window that will allow you to set margins.  Click in the box next to “left margin,” delete the contents and enter 1.75 .  A shortcut for setting margins is to double-click on the ruler along the left side of this window.

Now we want to try to work on typing numbered or bulleted items.  Click and highlight the sentences below (beginning with “This is an activity”.....down to “new skills”)  Then click on the  [image: image10.wmf] button to have the list numbered.  Click on the [image: image11.wmf] to have a bulleted list.  To change back to normal, click on the button again to shut it off.   If you would like to type something between two numbered or bulleted items (but not have a number or bullet added) press [shift] [return/enter].  To change the type of bullets, click on the “Format” menu, and choose “Bullets and Numbering.”  Leave the sentences below as a bulleted list with checkmarks as your bullets.

This is an activity for MicroSoft Word workshop participants.

You are going to have some “hands on” activities and introduction to various uses of MicroSoft Word.

You will then have some assignments to complete in order to use your new skills.

Now we are going to add a graphic to this document.  From the “Insert” menu, choose “Picture,” then “Clip Art.”  A list of graphic categories will appear in a new window.  Click on a category, then click on a graphic, and then on the “insert” button.  The graphic has now been added to your document. The graphic may be much larger than needed.  Click on the graphic to highlight it (little squares will appear around the graphic, called handles). .  The graphic may have the dark selection handles around it:  [image: image12.bmp]  

While the graphic is selected, click on the “text wrap” icon [image: image13.bmp]on the 

“picture toolbar” 
[image: image14.png]


 and choose “square” to wrap text around it.  (HINT;  If your “picture toolbar” does not appear, click on “View” in the menu bar, then “toolbars,” then “picture.”)  Now the graphic should have handles that look like this:  [image: image15.bmp].  Click on one of the corner handles of the graphic and move in/out diagonally to resize the graphic.  Click on the center of the graphic to move it to a different location.

Another way to get graphics is through “clips online.”  Go to clip art again (insert(picture(clip art).  If additional clip art is needed, click on the 
[image: image16.png]) clps Onlne



 button.  Your web browser will be launched.  Type the name of an item you’re looking for, then “search.”  The results will appear on your screen.  An arrow [image: image17.wmf] will be located beneath each piece of clip art.  Locate the clip art desired, then click on the red arrow to download that clip art to your computer.  You will find these downloaded graphics in the “Downloaded Clips” section of the insert graphics window.  You may leave your graphic in any area of this document you choose.

Now we will add page numbers to this document.  Click on “View” in the menubar, then down to “Headers and Footers.”  To switch to a footer, click on the icon [image: image18.wmf] which appears on the “Header and Footer” window.  Now at the bottom of the page, type “Microsoft Activity Page” in the area outlined.  Press the [tab] key to move to the next tab set.  Type the word “Page” then space once.  On the “Header and Footer” toolbar—click on the button for adding page numbers [image: image19.wmf].  Now click on the [Close] button to exit “Headers and Footers.”  NOTE:  You cannot revise the header or footer except when you are in the “View header/footer.”  When you close and go back to the document, the header/footer will appear to be grayed out.  It will print fine, though.

CAUTION:  Before doing this next activity, make sure handles are NOT showing on the graphic (clip art) added earlier.  Click on this text to make sure you are in the word processing mode.  Now you will be ready for the next portion of this activity.

To put a fancy border around this page, go to “Format” in the menubar, then down to “Borders and Shading.”  Click on the tab for “page border.” [image: image20.wmf]  At the bottom of that window, click on the arrow [image: image21.bmp] next to “art” and choose the artwork you would like for a border around the page.  Click on menu below [image: image22.png]Apply to:



and choose from “Whole document,” or “This section—first page only,” plus other options.  Click “OK.”  Now the portion of the document you specified should have the border around it.

Let’s see how your document looks right now.  Click on “File” then “Print Preview.”  Now arrow through so you can see how each page will appear.  You can zoom in so the text can be read.  When done, click on “close.”

With older students
, you could be having a paperless classroom!  Students could hand in their work to you as a file (on the server or on a diskette
), you make your comments on the file and return it to them—no paper used.  Move your mouse over the word “students” in the top line of this paragraph.  See how a comment has been added.  Now highlight a word in this paragraph,  go to “Insert” in the menu bar, then choose “Comment.”  Type a note to me about this assignment.  When done, click on “close.”  Now move your mouse up to the highlighted word  and see what happens.  Administrators may want to use comments to add notes to a secretary.

In order to have the next activity on a separate page, click below this paragraph (above the words “Now practice”).  Click on “Insert” in the menu bar, then choose “Break,” then “Page break.” Now the rest of this document should go to the next page.

Now practice using your tabs to create a column list like the one below.  Let’s assume your school had a fund raising project and you needed to type the results. Click in the blank space below where it says “Use the space below.”  Set tabs in order to create a list like the one shown here.  If you need step-by-step assistance, here it is….

1. Click below where it says “Use the space below.”

2. Type the word Name
3. Make sure the tab indicator (in upper left hand corner of this window) is set to left tab [image: image23.bmp].  If not click on this button until it changes to the left tab setting.

4. Click just past the 2” mark in the ruler above.  You should see a tab set now.  Push the [Tab] key on your keyboard.  Type the words Homeroom Teacher.

5. Click on the ruler around the 4.5” mark to set another left tab.  Push the [Tab] key on your keyboard.  Type the words Amount of Sales.  Press [Return/Enter] key on keyboard.

6. Type Sandy Whitemore then press the [Tab] key, then type Mrs. Hill.

7. Click on the tab that’s set at the 4.5” mark and drag it down onto this document.  That’s how to delete a tab setting.  The left tab is not what is needed now—instead a decimal tab is necessary.  Click on the tab indicator (in upper left hand corner of this window) until the tab indicator changes to a [image: image24.bmp] decimal tab.  Now click on the 5” mark, this time setting a decimal tab.  Press the [Tab] key to move over to the new tab setting and type 23.78  Press [Return/Enter].  Continue until all lines have been typed as shown.

Name
Homeroom Teacher
Amount of Sales

Sandy Whitemore
Mrs. Hill
23.78

Wanda Price
Mrs. Eberspacher
112.78

Bill Davenport
Mr. Lamb
9.99

Type the above column list, setting up tabs for each column.  Use the space below.

Now practice using copy and paste.  Sometimes you need to send notes home with students and need to type the same message 3-4 times on the paper, copy it, cut it apart, and then distribute to students.  To do this, let’s start a new page.  Click at the end of this document.  Click on “Insert” in the menu, then down to “Break,” and then “Page Break.” The cursor will now move to the new page (this should be the 2nd time you’ve done this).  Now highlight the following paragraph, then go to “Edit” in the menu bar, and then down to “Copy.”  Now a copy of that paragraph is in your clipboard (temporary memory).  Click at the top of the new page and then paste the paragraph that you just copied.  To do this go to “Edit” in the menu bar, down to “Paste.”  Now return 3 times, then “Paste” again.  Do this until you have filled the page with the notes.  Hopefully you’ll see how useful copy and paste can be!

Parents:

Please send $3 with your child by Monday.  The students will be going on a field trip to the Sheldon Art Museum next Thursday.  We need to have the admission fee collected ahead of time for each student.  If any of you would like to assist us that day, please let us know.

Now you are finished modifying this document.  Save this as “your name Word Activity” in the adult share file.  
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