Introduction to Microsoft Word

Goals:  This class will introduce library patrons to the basic functions of Microsoft Office 2007.  It does not attempt to be comprehensive; rather it contains the basic functions needed to produce documents like letters, resumes, classroom assignments, and flyers.  This class can be taught by any library staff member familiar with Microsoft Word; it is designed in a manner that does not require advanced knowledge on the part of the student or the teacher.

Order of Instruction:

Begin by reviewing Word skills taught in Basic Computing Class.

Have everyone click on Word desktop icon and open program.


Have everyone type their name.


Show how backspace and delete key are used.


Have everyone save the document.


Close the document.


Have everyone find and reopen their documents

Explain font formatting and walk patrons through the following actions using their name as the basic text.


Show patrons how to left-click and highlight text.

Change font


Change font size – show the instant sizes and how to custom-select the font size


Change font color


Go over Bold, Italic, and Underline – show buttons for these features

Explain text orientation.


Left align


Right align


Center align


Justify – be sure to explain what justification is, sometimes it isn’t obvious.


Show patrons how to adjust page margins.


Show patrons how to use “Enter” key and “Tab” key.


Show patrons how to page break


Show patrons how to scroll with scroll bar and mouse wheel.

Practice printing


Explain difference between fast print icon and “file-print” 

Show patrons how to use Print Preview

Be sure to mention how extra pages can be avoided with Print Preview.

Explain spell check (This mini-unit can be covered whenever a patron misspells a word)


Have patrons misspell a word like “apple”


Point out the red line that Word uses to identify a spelling error

Have patrons right-click on word to receive spelling suggestions and demonstrate how to select one of these suggestions by clicking on it.

Demonstrate the autocorrect feature with words like “Weird” and “Sieve”.

Assessment:  Students will combine the skills they have learned by crafting a resume from a Microsoft Word template.  After demonstrating how to open a template, instructor will give assistance as students work on filling in each area of the resume.  Students will be able to see all formats and alignments in use and will be able to alter these to express their personal design decisions.  Students will then practice saving and printing their work.  If time allows, instructor could also show how to attach the document to an email.

Supplies:  This lesson requires a computer for each student and copies of Word 07 installed on every computer. 
SCRIPT

Good Evening.  Welcome to the [Insert Library Name] Public Library for Basic Word Processing.  My name is Insert Name and tonight we will explore Microsoft Word 2007 for basic word processing.  If everyone will double-click the blue Microsoft Word icon on their desktop then we’ll begin.

Microsoft Word is a basic word processor and, as you can see, opens to a blank white page that represents one printed page.  Users can input words through the keyboard and then arrange them on the page to create documents like resumes, lists, letters, and essays.  If everyone would look at the keyboard in front of them and type out their name, we can all see what basic typing looks like in a Word document. Let patrons type their names. 

Before we go any further, let’s stop and save our work.  Even though it’s just two words, our first and last names, the save process is an important way to avoid losing your work through power outage, accidentally closing your document, or running out of time on a library computer.  In Microsoft Word, the save button looks like a purple floppy disk.  If everyone will locate the button in the upper left hand corner and click it, then you will be directed to the save menu.  Now, if you’re having trouble figuring out which icon is “Save”, then just hold your mouse over the various pictures without clicking – a box will pop up and tell you what each picture stands for.  That being said, locate and click the save button.  Let patrons click save button.

Now, each one of you should have a box pop open.  This is the save window and it lets you select where you would like to save the file as well as what you would like the file to be called.  Microsoft automatically names each file after the first few words in the document but we can change that my simply backspacing and typing a new file name.  Each of you should currently see files with your first and last names because that’s all you’ve typed.  Let’s backspace that and call this document “Practice.”  Help each patron name their file “Practice.”
Now that we have typed our names and saved the documents as practice, let’s look at some of the ways that Word can format text.  If everyone will click and hold the left mouse button and drag it over their name, you will see that Word highlights the text.  Let patrons highlight their names.

Now, look at the top of the screen.  There’s a box, right below the save button, with the word “Calibri” in it.  This is the font box and contains the name of the current font we’re using.  If you each will click the arrow next to the word “Calibri” you will be given a list of other font options.  Please select any font other than “Calibri” and notice how your name looks different.   Let patrons change the font on their name.

Next to the font name is the font size.  Since we still have our names highlighted, let’s each select a font size other than the “11” that Word uses automatically.  Just click the down arrow next to “11” and click on one of the numbers offered.  Notice how your name gets bigger or smaller based on the number in the font size box. Allow patrons to change the size of their names, some people may want to try multiple sizes to get a feel for the process. 

Not only can Word change the size and shape of your font, it can also change the color.  Now, highlight your name again by holding down the left mouse button and dragging it across your name.  With your name highlighted, look below the font box and the font size box for an icon of a capital letter “A” above a red rectangle.  This icon is the color change button.  If you click the “A” it will turn your text red.  Let patrons click the icon.  If you want to select a different color, click the down arrow next to the icon and click on a different color.  Notice that the red rectangle is now a rectangle in the color you’ve selected.  If you click the button now, it will turn your text into whatever color you selected.  Let patrons click the icon again to get a new color, patrons may want to experiment with different colors.  

In addition to providing different font sizes, styles, and colors, Microsoft Word offers three buttons for commonly used formats: Bold, Italic, and Underline.  These three buttons are directly below the font box and are represented by the letters “B” for bold, “I” for Italic, and “U” for Underline.  Now, practice using these features by highlighting your name and clicking the Bold button.  Notice how the words get darker.  Click the Bold button again.  Notice how the bold effect goes away.  Allow patrons to experiment with the Bold, Italic, and Underline features.

We’ve examined the basic ways that Word allows you to alter text, so now let’s look at ways to alter entire paragraphs.  For this exercise we will continue to use our name as the sample text, but be aware that these things can be used for entire paragraphs, pages, or documents.  Ask patrons to highlight their names.  The text on the screen is currently left aligned – this means it lines up with the left side of the page and, if we type enough to need a new line, any new text will also line up on the left side.  If we wanted to change this we could click the Right-Align button.  Show patrons the Right Align Button because there is no easy way to describe the icon.  Notice how your name moves to line up with the right side of the page.  If we type from right alignment you’ll see that the text moves in the opposite direction from what we’re used to because the new text is constantly being lined up with the right side instead of the left side.  Illustrate typing a sentence in Right Align.

Two other alignments exist: Center Align and Justification.  Center Align has a button located between the Left align and Right align buttons.  This moves text to the center of the page and, as you type, moves text to the left and right so everything is balanced on the center.  Justification works similar to Center align but, instead of jagged edges, it keeps the right and left margins even.  You can think of Justification like a newspaper – you wouldn’t really use if for day to day typing, but it might come in handy for an news article or letter to the editor.  Illustrate Center Alignment and Justification for the patrons.

 Now, one of the nicer features of Microsoft Word is its spell check and grammar check.  Whenever Word notices that a word is misspelled, it places a red squiggle beneath the word.  Whenever Word notices a possible grammar error, it places a green squiggle.  You may have noticed red squiggles under your first and last names; this often happens because the dictionary that Word uses to check for spelling only includes the most common names like John, Paul, and Michael.  To show you how spell check works, I need everyone to type a word incorrectly.  Let’s all type the word “library” but let’s spell it with an extra “b”.  Have the patrons type “Libbrary”.  Does everyone see the red squiggle beneath the word?  To use spell check, just right click on the word.  This brings up a couple different options.  First, you’ll see the correct spelling of library.  Sometimes, when Word is not sure what the spelling error is, it will offer multiple suggestions.  If we click the word “library” it will change our misspelled word to the correct spelling.  Second, you’ll see the word “ignore”.  Clicking “ignore” tells Word that you know that what you’ve written looks like it is misspelled but that you would like it to stay that way.  “Ignore” is an easy way to have Word stop posting red squiggles underneath your name or under other names you might type in a resume or job application.
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