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How to use these workbooks

. These workbooks have been created to assist adults working with students in schools.

. They are designed to help pupils develop basic comp  uter skills through activities and ‘Hints and Tips’
pages which guide you through how to do different t asks.

. The workbooks are made to assist with Microsoft Off ice software, and as such will work best using these
programs. They can be used in other applications (f  or example RM Number Magic) but instructions
might be different, so we would advise against doin g this.

. The work books cover the following areas, and shoul d be completed in the following suggested order:
v Introduction
v The Internet
v' Word Processing
v' Spreadsheets
v" Power Point

. The activities are broken down to suit all levels 0 f students. The red tasks begin an activity and sho  uld
be completed by all students. Those who complete th ese tasks easily, or who want a further challenge,
can move on to the blue tasks. The green tasks are  for pupils who have completed the other two tasks
and still want to know more.

. The Hints ‘n’ Tips pages can be used to help a stude  nt through the activity, or they could be used as
stand alone lessons.

»  There are ‘Checklists’ at the back of each pack. The se can be used to ensure the student has learnt
everything in the pack, or they could be used atth e beginning to ascertain whether the student is
familiar with the application already.

*  The quizzes at the end of the packs will provide so  me light entertainment for the student, and enable  the
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What i1s word?

 Word is a tool that allows you to write text a litt le bit like a typewriter
e Itis often used to:

v' Write a letter

v' Write a document with a lot of text

v' Copy and paste text from the internet
v’ Create pretty tables

What am | going to produce?
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a little more about it.




Activity time!

Choose a topic that interests you. From the internet copy
and paste at least 2 pages of text relating to this topic in to
a word document. Format the text so that it is the same
everywhere and save it. Add a title (using Word Art ) to your
document and insert a picture that relates to the text.

Change your page to landscape (you might have
to reposition your picture). Read the text; add
some subtitles in bold , underlined and make
them a different colour . Delete repeated or
irrelevant information from the text you copied.

Add a subtitle called: “My own opinion” (Ensure that
the subtitle has the same font as the other subtitles
by using the paintbrush ). Type a few lines
explaining what you like about the topic you chose.
Insert the page numbers at the bottom of the pages
and spell check your document. A




Hints ‘n’ Tips

How to open and save a new document? ............ccevviieevinnnnnn.

How to look for information on the Internet ? .....................
How to Copy and Paste text onto Word? ............ccooiiieiiinnn..
HOW to format texXt? ......covvi i e e
HOW to USE WOrd Art? ..o e e e e
HOW to INSert a PICIUIE? ......coviiiiie i e e e aa e,
How to change the page to landscape? .............ccoeeiivvinnenn.
How can | learnto typewell? ...
How can | insert page numbers? ........cccovvviiiii i e,
How can | spell check my document? ..........c.coovviiiiiiiiinnn ...
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How to open and save a hew document?

To open a New document:
 Click onthe E conoronthis [Honifyo u are already in Word

To save a New document:

Go to “File” (at the top of your screen) and select “S ave As”. A new
window will pop up:

* Click on the arrow for a drop down to appear
* Select “My documents”

* A list of folders and document will appear, scroll through it and you
will find the folder you created for yourself

* Double click on your folder

» Enter a name for your document in the “File Name” box and click on
“Save”.




How to look for information on the internet?

* To get onto the internet, you must click on the ico n .
In the address box, enter www.google.com _ (or www.yahooligans.com ) and click on “go”.

e ) shoutitlank 4 | ol _'I’-m.

Once in Google, enter the words of what you are loo  king for, e.g. David Gray, puppies,
Manchester United... and click on the Google Search | 1CON.

How to Copy and Paste text onto Word?

Select all the text you want to copy (you can selec  t text by left clicking on your mouse and .
scrolling down) then right click the button on your mouse and select “Copy” (or go to “Edit”




How to format text?

You must first select the text you wish to format ( by left clicking your mouse and scrolling down). In word,
at the top of your screen you will see the followin g toolbar:

/_,# T Jih'"}“ ~12 -8B 7 Uacern -EEIES-UA

Paint Brush Font Type Font Size Font Style Text Positio n Text colour

. The Paint Brush _allows you to copy the layout of already formatted text. For example, if you want title 2 to
be the same as title 1 below, select the first titl e, click on the Paint Brush icon and select the tit le you want
to make the same. Titks 1

Tvel o+ < + Wl =

Tite2 Title 2

The Font Type changes the way the text appears a little like diff ~ erent types of hand writings
The Font Size displays text very small if you pick a small number and very big if you pick a large number

The Font Style will show the text as Bold (very thick letters) if vou presson B ,in ltalics (letters tilted to
the right) if you presson 4 r Underlined __ ifyoupresson U

The Text Position _ will place the selected text to the left entre iI or right 3Mof the page. The text
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WordArt Gallery

How to use Word Art? e

Waraliir! (WordArt [Wordhrt |5 -,.-:l:'..":|“l :
To use Word Art, click on the 4l -on (orgoto Insert, Picture, WordArt). A pop up 11‘11«!!1 PP [ o | L
such as the one shown here will appear, showing you the different looks available. |
Select the one you like and press OK.

Enter the text that you want and click on OK.

WardArt [ordAr [Wardbet ‘M il w
]
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How to insert a picture from a file?
First of all, make sure that the picture you wantt o insert is saved in your folder. Click on “Insert” , select
“Picture” and “From File”; a pop up will appear. Sel ect “My documents” then double click on your folder. From

that folder select the picture you want to insert a nd press “Insert”.

For advise on how to save a picture from the intern  et, see the Internet course. To insert a picture fr  om ClipArt
(Insert, Picture, ClipArt), see the Introduction co  urse.

I II'I‘HT'-' Il FH'ITH l".'.di %ﬂw m Hﬂ;‘ Insert Picture
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Click on the picture you want to insert
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Click on “Insert” and you picture will appear on Wor d



How to change the page to Landscape?

* Changing the page from Portrait to Landscape simply means to turn it from a vertical position to a hor izontal
one. This is done so that the content of your page fits better. To turn your page, go to “File”, “Page Setup” as
shown below left. A pop up will appear; in the orie ntation section, click on the landscape icon and “O K” (as
shown below right). Your pages will have turned. Yo  u can check by clicking on the [&con whichzo  oms out to
give you an overview of the whole page. Press |-:|im | when you have finished checking.

How can | learn to type well?




How can | insert page numbers?

To inset the page numbers to your word document, go to “Insert” and select “Page Numbers”
A pop up such as the one illustrated below will app ear. Select where you want the page | trsert | Format  Took

numbers to appear on your page and click on “OK”.

Lets you choose where the page numbers
appear; at the top or bottom of the page, on the
left, middle or right.

How can | spell

Page Mumbers i'._. .,IT.E‘M!;:._,L
_Eomat.. | IT_TW |
check my document?

Spell checking your document is very easy. Goto “T  ools” and “Spelling and Grammar” [ seeng snd Grammer...

A pop up appears such as the one below:

Spelling and Grammar: English L.5.

sk in Dickicnary;

If the word is not incorrect, you click
“ignore Once” so that the spell

Our gigs in Glasgow are always special, there are A [onare Once
a small group of people that Dave and Ehmei krigw

wha arg always there al spundcheck, the people at Ignore Al

the gig are always really nice and the audiences

arg alwavs so caol w | Add to Dickionary
Chung a3
=] crrect
Dictionary Nirguag [Enghsh 115, -]
[ Thasck: grio
Options,., | nde | cese |

Choose the correct word from the Ii/Z

below and then click on change

checker does not change your word

Once the spell check is done, the
following message appears:

Microsofl Ward

\_i.l) Thes spelling sned grammar check iz complate.
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Checklist

| can open and save a new Word document

| can copy and paste text into a Word document

| can format text by changing the font size and type
| can use Word Art to create original titles

| can insert a picture to my document

U | can turn my document page horizontally on the comp uter
U | can format the text by changing the font coloura  nd style
O I can move up and down the page to delete text




End of unit quiz

What do these tool bar icons do:

a) [ b) B o) =l d) <
Where would you go to insert a picture or clipart?

Show your Computer Partner / teacher that you know how to
retrieve the Word document that you produced together.

Type this sentence and correct it's spelling and grammar ‘Its good
to check the speling and grammer of your work. Wor d
procesing applications sometimes automatically asis t with
this. Itis eazy to use’.
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