Module 3 — Word Processing (Word 2007) @@

1. Create a new folder in your ECDL area and name it ‘Module 3’ j - Re
1

7 Open :

2. Save the document called ‘Word2.docx’ to your area j
liwl Convert ;

| &

3. Once the document has opened, choose *file save as’, rename b z
the document to ‘Word2 corrected’ and save it to your ‘Module 3’ folder H e 5 B
in your area. e

Zoom A=)
4. Change the size of the text on the screen. Click:
e View on the ribbon oo  omewa (22T
e Choose ‘Zoom’ vEe w5
e Choose 75%. You can type in a figure into the box as —
shown here. e
. BT

. coyd - 0 T
5. Try different layouts on your screen. i
Home Insert Page Layout

Ojf (B e

rint |Full 5creen Web Qutline Draft
Layout | Reading Layout

Document Views

On the ‘View’ ribbon, look for the ‘document views’
section.

e Try 'Draft layout’

e Then try ‘print layout’

Choose whichever layout you prefer to work with.

6_ Add a t|t|e Ca”ed ‘ClOS“’]g Of the P|t’ Hame Irstert Page Layaut References Mailngi Review View
/_ Timas Hew Raman @ A a2 = iEim &l
Go back to the *home’ ribbon - , - Y- A -@: -

Wi e
ard Font Fasagraph
Centre the title. R
Make it size 16
Closing of the Pit

Change the title font to Arlel S montks sher B colbany had dosed, and dl e aqupmi

semoving had pooe, the demolinon smmed. Femnizeced reoi

the shaft botom. The waly were there io stop the m-fll spil

. . I:\z_'p.:rr. tom of recis and grm;d:z: p-c'l.u:d dowm the shaft

Make the font bold and italic. g e e
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7. Go to the ‘review’ ribbon

Go to the ‘proofing’ section

Click on ‘spelling and grammar

S

, V'

iy
Home Insert P

[11 Research-: i ra
@Thesaurus @ Set

Use the ‘Spell check’ tool to find any spelling mistakes and alter them.

Delete any repeated words.

Add the word 'Dillion’ to the built-in dictionary while you

are doing the spell check.

Spelling &
Grammar ¢;§,Translate |1_—|wc
Proofing
Spelling and Granmar: English (United Kingdom) R~

it in Gxchanary;
Add the word 'Dillion” to the built-in
dictionary while you are doing the spell
check.

Lrere e

Iigrare A1

8. Go to the *home’ ribbon. Align the paragraphs as follows:

e Paragraph 1 — left aligned
e Paragraph 2 — centre aligned
e Paragraph 3 —right aligned.

9. Change the spacing on the paragraphs

Highlight the first paragraph on your page of text

Go to the ‘page layout’ ribbon

Click on the small arrow in the corner of the paragraph section

Qotrens... Canel

»
P Add to Detonary

A e ]
| Change &l

AutoCorrect

Englsh {United Kingdom)

This will bring up the paragraph window

Make sure you are on the ‘indents and spacing’ tab \ ,,,,,,,,

Ity and Spaang.

Then choose ‘Spacmg
Then ‘line spacing’

From the drop down arrow, format your paragraphs as follows:

e Paragraph 1 — single line spacing
e Paragraph 2 — 1.5 line spacing
e Paragraph 3 — double line spacing

© www.teach-ict.com All Rights Reserved

Spacing
5 i: Before: O pt 5
2 || 3= After: [0 pt =
Paragraph @

Line and Eage reks.




10. Apply spacing above and below the centre paragraph by:

Highlight the centre paragraph

Make sure you are on the ‘page layout’ ribbon

Go to the ‘paragraph’ section

Spacing

Then choose ‘Spacing’ and change: o
=% Before: 0 pt

per — change to 18w e
After - change to 18 Paragraph P

You should notice that you now have extra space above and below your centre
paragraph.

11. Viewing paragraph and formatting marks

Go to the ‘home’ ribbon

Go to the ‘paragraph’ section
Find this symbol

And click it.

You should see all of the paragraph marks and formatting appear.

Click it again to switch this view off.

12. Using the format painter tool to copy formats from one piece of text to another

Highlight the centre paragraph and italicise the text.

-j/ Home
Make sure that the centre paragraph is still highlighted as you want to copy .
this format. 5
Pastf I
Find the ‘format painter’ tool on the home ribbon > clipboard section. cnr:-: .

Click on the ‘format painter’ tool. Notice your cursor changes to a paint brush iccTn
so that you can ‘paint’ your formatting somewhere else.

Highlight the third paragraph. You should see the formatting from the centre
paragraph be applied to the third paragraph.
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13. Apply hyphenation to paragraphs

e Go to the ‘page layout’ ribbon

e Goto the \page setup, section L References Mailings Review
—, Breaks - A Watermarl
e Highlight paragraphs 2 and 3. ¥3 Line Numbers ~ | <34 Page Colo
Columns

You are going to make sure that these are set NOT to
hyphenate.

v | Mone
g' 11 : s Automatic

Manual

¢ Find ‘hyphenation’
e (Click on the arrow b2~ Hyphenation Options...

e Choose ‘none’
You are going to set paragraph 1 to automatically hyphenate.

¢ Highlight paragraph 1
e Click on the arrow next to ‘hyphenation’
e Select ‘automatic’

anter F‘age Text Quick Word

14. Insert page numbers - INumbgr ||| Box~ Parts~ -
Tcnp of Page L4

Go to the ‘insert’ ribbon

Go to the ‘header and footer’ section

Find ‘page number’ and click on the arrow
Select ‘bottom of page’

An extra menu should appear giving you lots of different formatting options.
Try different page numbering options until you find one you like.

Eottom of Page 4
Page Margins L4

Current Position L4

15. Inserting the current date and time.

&k Signature Line ~
5] Date & Time

" »g Object ~

Place your cursor underneath paragraph 3
Go to the ‘insert’ ribbon
Go to the ‘text’ section
Look for ‘date & time’
The ‘date and time” window will pop up.

Choose your preferred display format

Tick ‘update automatically’ — this means that every time you open the
document, the date and time will be updated to that day.
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16. Save the document using the same name but add a version number i.e. ‘Word2

corrected version 2’
Insert a page break before paragraph three

e Click where you want to start a new page (above
paragraph 3)

Home Insert

1.5 E

e Go to the ‘insert’ ribbon
» Go to the ‘pages’ section w |l
e C(lick on ‘page break’

Pages Ta

Paragraph 3 will be placed onto a new page.

17. Create a ‘First line indent’ on paragraph 1

Highlight paragraph 1.

Indent Spacing

Go to the ‘page layout’ ribbon ettt 0em T [SEefors 0pt -
5 || 1= After:
N

Go to the ‘paragraph’ section =z Right: 0 em = 0 pt
Click on the small arrow to the bw@
right of the paragraph section

s

-

[— =

The ‘paragraph’ window will appear LLndentsandSpaung Line rxd Page Breais

General

Alignment: Centered
e Make sure you are on the ‘indents and spacing’ tab / utinelevl [oady Tt %
¢ Go to ‘indentation’ S
e Go to ‘special’ oo s T
e Choose *first line’ S
e Click ‘ok’

Before: 0pt_~~ Line spacing: Ab:

You should notice that the first line of paragraph 1 is indented.

Highlight paragraph 2 and try applying a ‘*hanging indent’

18. Underneath paragraph 3 and above the date, type the following:

Colliery Closes

Equipment removed

Demolition starts

Reinforcing walls built at bottom of shaft
Gravel poured down shaft

e Align the text to the left

e remove the italic formatting.
e Set the line spacing on this list back to ‘single line spacing’.
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Highlight the list that you have just entered.
Go to the ‘home’ ribbon

Go to the ‘paragraph’ section

Apply bullet points to your list.

19. You are going to put a border around a paragraph A

4] Watermark ~

Highlight paragraph 2
Go to the ‘page layout’ ribbon A Page Calar ~

Go to the ‘page background’ SM [0l Page Borders
Click on ‘page borders’

Page Background

The ‘borders and shading” window will appear

e Make sure you are on the ‘borders’ tab o soumm .| o

El = Click an diagram below or use
EI e buttans to apply borders
ox

e Choose a box from the left hand side

e Then choose one of the first three styles

wickh = oA
e Choose the colour and the width Fome 31
| Horizontaii Cancel

e Go to the ‘shading’ tab and add a background
shade.

e Then click OK.

You should have a border around paragraph 2.

SHE P (A E e

20. Insert details into the header or footer e L R ST
Built-Iin
e Go to the ‘insert’ ribbon | Blank
e Go to the ‘header and footer’ sectio |
e Choose ‘Header’ b R
e Choose the style of header that you prefer '
e Enter information such as your name or the title Blank (Three Columns)
of the document 0 T
e Close the header by clicking back onto the main 2 R =

part of your document
Try editing the text in your header.

Go to the *header and footer’ section

Click on ‘header’

Go to the bottom of the list and choose ‘edit header’
Change some of the text in your header
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21. Changing the margins on your document:

Go to the ‘page layout’ ribbon

Go to the ‘page setup’ section

Click on ‘margins’

Try some of the default options that you are offered

¢ Click on ‘margins’ again

e Go down to the bottom of the menu and choose ‘custom
margins’

e The ‘page setup’ window will appear

il

e Change the margins so that the top and bottom margins are 3/
cm and the left and right ones are 2.5 cm. -

e Click ‘ok’ to apply your settings.

Page Layout References Mdailings

22. Changing the paper size = W B

ntation| Size Columns

b~ Hyphenation -
A4 210 x 297 mm

e Go to the ‘page layout’ ribbon 8| [ ]| 2cme74m
e Go to the ‘page setup’ sectio s B L
L] CI|Ck on ‘Size’ lf?ltimiztlin]
. . . AB 105 % 148 mim
Look at the different paper sizes that are available
Do not change the paper size; just make sure that you would know 0 semaen

how to do it if asked.

23. Underneath the bullet pointed list at the bottom of the page, type the following
text:

'The dimensions of the original pit were 23 m2’

In order to make the ‘2’ look like the symbol for ‘squared’ it needs to be changed into
‘superscript’.

ngh“ght the ‘2’ w Roman 112 -
Go to the *thome’ ribbon

Go to the ‘font’ section

Click on the superscript icon
Click ‘Font’

Then the tick box ‘superscript’

U - abe

If you wanted to make H,O, you would pick the ‘subscript’ icon.
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24. Insert a symbol

There are various symbols that you can insert into your document such as: © vV o =

e Go to the ‘insert’ ribbon TT Equatic
|S1 Symbaol =

e Go to the ‘symbols’ section
e Click on ‘symbol’ S 15
@ + == x
You will see the most commonly used symbols displayed. SO e e
e Choosethe ®©® BN

/ £2 More Symbaols...
¢ Click on ‘more symbols’

e Have a look at the other symbols which are available.
e Choose another 2 symbols to insert into your work.

25. Find out for yourself how to do the following things:

Create a table ready for text insertion — 3 rows by 3 columns
Insert, edit data in a table — make up your own.

Select rows, columns, cells, entire table.

Delete the middle row.

Delete column 2

Modify cell border width, style, colour and shading

If you are really stuck, use the video tutorials at teach-ict.com:

http://www.teach-ict.net/software/word 2007/word 2007.htm

26. Find out how to insert a chart into your document.

Try changing the chart options

e Add a chart title prin RIx

e Change the chart type s [V o T oo

[ ] Change the aXIS i;a::s ::PIELasevJeHSDUPCLE m
where: PCOUNT_AS4 I print to file

e Change the chart colours et [ tonud s
< pll Mumber of copies: 1 E|:
© Current page T
Epags 2 11 11  collate

_ /’)' 1
27. Choose to print only page 2 of your document. e, o)
Print: ,m‘ Pages per shest: 1page =
feed 2 Scale to paper sizet [No Scaling M

gptiors. e

28. Save your document as version 3 (file save as)

29. Save your document as a web page (file save as)
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You may:
e Guide teachers or students to access this resource from the teach-ict.com site
e Print out enough copies to use during the lesson

You may not:
e Adapt or build on this work
e Save this resource to a school network or VLE
e Republish this resource on the internet

A subscription will enable you to access an editable version and save it on your
protected network or VLE
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