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Instructor's Notes
Four Steps to a Professional Document
Explain to students that Word is a tool that helps to quickly create documents with a professional look. Students should understand, however, that planning before creating a document can save time and effort since they can avoid the problems of including the wrong content (too much, too little, wrong type), organizing the document in an illogical or hard-to-follow way, writing in the wrong style, or giving the document the wrong "look" (format and layout). Students should also understand that planning will enable them to create better documents.  It will help them write what their audience really needs - no more, no less.  It will help provide the right level of information, ensuring that the document is neither too simplistic nor too complex. Planning also provides the opportunity to take a step back from the document to reflect on its content and format, thus making sure that the document is what it needs to be.

Stress that students should follow four steps to produce quality documents: (1) planning, (2) creating and editing, (3) formatting, and (4) printing. Explain that they will create documents most efficiently if they plan the content before entering any text. They should know what they want to tell their audience, state the information clearly and organize the material logically. 

Students may find it useful to organize their thoughts regarding the document they are going to create before they begin actually writing it. Some people prefer to do this “planning” stage by hand using a sheet of paper, while others will complete this step using a program such as Notepad, WordPad, or Word itself.

Exploring the Word Window
Word consists of many components that help you use its features. Some of these components, such as the menu bar, title bar, and status bar, are common to all Windows screens. Encourage students of all skill levels to spend time reviewing the maximized Word screen.  Students for whom Word is new can benefit from the exposure to the many components of the Word screen; it is important for students to recognize the components by sight, name, and by function so as to be able to follow along with the exercises in the tutorials.  Students who have experience using Word can benefit from knowing the precise/correct terms for the components of Word, which they might not know, as well as from learning new features of those components.

Use Figure 1-2 to help you point out the various elements of the Word window.  Use Figure 1-3 to provide descriptions for these elements and encourage students to learn and use the proper Screen Element name.  Students should be very familiar with the tools available to them.  

Classroom Activity

Have students point to each menu item on the menu bar.  As the dropdown menu is displayed, have the students simply read the list of options on each dropdown menu. Then have students hover their point over each icon on the standard toolbar.  Students should observe the various tooltips that are displayed.

Troubleshooting Tip

Some student may become anxious if their screen does not look exactly like the figure.  Explain that the window can be changed (they will learn how later) and the person who sat at that computer previously may have change the appearance.  In particular, students may be concerned that they do not see the Standard Toolbar and/or the Formatting toolbar.  Explain that these toolbar can be closed and moved to other locations.  
Troubleshooting Tip
Some beginners have a difficult time distinguishing between the mouse pointer and the insertion point.  Stress to your students that the insertion point (the blinking vertical line) marks their current location in the document.  The mouse pointer, on the other hand, is what you use to execute commands and to move the insertion point.  Students may be familiar with the term "cursor" from other contexts as a word to describe the insertion point; use the concept of a "cursor" to clarify what an insertion point it, making sure, however, to stress that students use the correct term "insertion point" when using these tutorials, so as not to confuse the issue.

Another challenging concept for new users of word-processing programs is the idea of non-printing characters.  The best way to understand nonprinting characters is to use them, that is, to display nonprinting characters, and then press the Enter key or the spacebar and watch the results.  Encourage students to experiment with this feature; early exposure to this concept will spare students frustration later when they try to format documents with an incomplete knowledge of what nonprinting characters are.

Quick Quiz

1. The _____ toolbar contain buttons that affect how the document looks. (Answer: d)
a. Standard

b. Drawing

c. Task

d. Formatting

2. The _____ provides links and buttons that you can use to perform common tasks. (Answer: Task pane)
3. True/False: The horizontal ruler is used to adjust margins and align parts of a document. (Answer: True)
Setting Up the Window Before You begin Each Tutorial

Be sure to take the time to set each computer in your lab setting to the settings described in this section.  Students will feel much more comfortable with the book if their screens match the figures in the book.  In particular make sure that each student is viewing the document window in normal view.  If students are in a different view everything will look different from the figures in the book.
Displaying the Toolbars, Task Pane, and Rules
Explain to students that they will want to display the Standard and Formatting toolbars at all times. You might want to have students experiment with all four methods (menus, toolbars, shortcut keys, shortcut menus) of executing a Word command.  In most of the tutorials in this book, the suggested method employs a button on the toolbar.  From time to time, however, you should remind students of the other methods.  For example, if you're writing a long document and want to save your work frequently, the easiest method is simply to press the Ctrl+S key combination.  Students should also be aware of the power of the shortcut menus, which they can access using the right mouse button (this is known as right-clicking).  For example, if you want to delete or copy a file while using the Open or Save As dialog boxes, you can right-click on the filename to display a menu or file-management options.  In fact, this shortcut menu is the only way of performing file-management commands on document files while still in Word.

Be sure to go over the Word window checklist shown in Figure 1-8.  If they always set up their window in this manner, their screen will match the figures in the book.  However, it might be useful for you to help them get used to the idea that their screen may have been changed.  The more comfortable they are with the flexibility of the window, the less likely they will become anxious when things do not look quite right.
Classroom Activity

After students have followed the steps on page WD 8 – 9, help them to learn that they could also change the font by pressing the appropriate buttons on the toolbars.  Students will have learned how to change the font using the Font option on the Format menu.  Show students how to change the font using the toolbar button on the Formatting toolbar.  Be sure to explain that if they want to change the default settings, they will still need to go through the Font dialog box. 

Beginning a Letter
Step students through the process to create (open) a document by clicking the New Blank Document button on the Standard toolbar. The Word window will appear. When Word opens an existing document or creates a new one, a button for the new document will be added to the taskbar. Have students experiment with clicking these buttons to switch between documents.

Use Figure 1-11 to help you point out the important information that appears on the Status Bar.  When students are learning to use Word, it is always best for them to keep the nonprinting characters displayed.  This way they always know what has been entered (including blank lines).  Consider having students press the space bar several times to show how the numbers change in the status bar.  Then have students backspace over the spaces to again watch how the numbers change.

Entering Text
Explain that, to correct an error that they have entered, they can place the insertion point to the right of the error and then press the Backspace key to erase the characters and spaces to the left of the insertion point one at a time. Because on some keyboards, both the Backspace key and the left arrow key are labeled with a left arrow, students sometimes confuse the two.  Remind students that the Backspace key erases characters while moving the insertion point to the left, while the left arrow key moves the insertion point to the left without erasing characters.

Because students save a file for the first time in this section, you might want to do a short lecture on the purpose of saving documents.  Explain that while they are working in the Word window, the document is main memory which is temporary.  If they want to keep the document to use it again, they must save it.  Also explain how to navigate the Save in:  location to the appropriate place.

Until students have lost an important document due to a power failure or a computer crash, they might not fully appreciate the value of saving a document as they compose it.  Encourage students to save early and often.  Stress to students that, until they save a document, it is only stored in the computer's memory. If the document closes before they save, it is lost. It is important to make a habit of saving work frequently to protect it from accidents or power failure. 

The first time you save a document, you will need to enter a filename. A descriptive name will help identify the document later. Also explain Word's use of the *.doc filename extension; even if they do not see them on the computers on which they are working, they will undoubtedly encounter filename extensions when they save documents in other contexts.  Explain that a filename extension is given to a document in order to associate that document with a particular software application, so that when a computer encounters any document with that extension, it can select the appropriate application with which to open the file.

Troubleshooting tip

You should decide ahead of time where you want the students to same their files.  If you want them to save to a diskette, they will need to have one available prior to the Save steps.  On the other hand, if you want them to save to a network drive, you will need to know the network drive letter and location of their personal drive.  In most lab situations, students will not be able to save their work to the hard drive so you need to be prepared to explain what they can and cannot do in your lab setting.
Quick Quiz

1. _____ are symbols that can appear on the screen but are not visible on the printed page. (Answer: b)
a. Autocorrect markers

b. Nonprinting characters

c. Task pane symbols

d. None of the above

2. Word will automatically append the ____ extension to a document name. (Answer: .doc)
3. True/False: To insert blank lines in a document, you press the space key as many times as you want blank lines. (Answer: False)
Continuing Work on the Letter

Students who are used to a typewriter may have difficulty understanding word wrap.  The best way to understand word wrap is to use it.  Emphasize to students that they should never press the Enter key at the end of a line if that line is in the middle of a paragraph. The insertion point will automatically move to the next line when you reach the end of the current line. Stress that they should only press the Enter key when they want to begin a new paragraph. This will force a new line or add a blank line if it is the only character on the line. 

After students have finished typing the text shown on page WD 17, use Figure 1-15 to point out the different characters they might see on their screen.  In particular point out the paragraph markers and the space markers (small dots between the text).  Also call attention to the status bar that shows them where their cursor is currently located.

Scrolling a Document
When a document contains too much text to display in the Word window, the text will scroll, shifting up and finally disappearing from the top of the document window. Use the scroll bar on the side of the window to view the text again (shown in Figure 1- 17). Show students that they can easily move the insertion point by scrolling to a different part of the document and then clicking within the document text. This makes editing quicker and easier.
Correcting errors

Spend some time explaining to students that a word processor lets you correct mistakes quickly and efficiently through the use of the Backspace and Delete keys. Then emphasize that to help you spot and correct errors, Word's AutoCorrect feature checks for errors as you type and automatically corrects common typing errors. If AutoCorrect does not recognize a word, it alerts you by displaying a wavy red line under the word. You can replace an incorrect word by highlighting it, clicking the right mouse button to display a list of alternative words, and then selecting the correct word. A wavy green line indicates a possible grammatical error or an extra space between words.  Word can also search for more complicated errors by using the Spelling and Grammar checker which continually checks your document against Word's built-in dictionary and set of grammar rules.

Encourage students to explore the AutoCorrect feature with misspellings and poor usage and form as in the examples given in the tutorial.  As students get more experience with the AutoCorrect feature, encourage them to open the AutoCorrect dialog box.  In the AutoCorrect dialog box, they can add the words they often misspell but which do not already appear in the AutoCorrect list.

Likely many of your students will have some familiarity with spell checkers.  You should point out that with the use of spell checkers there is really no excuse to have misspelled words in a document.  Students should consider running a spell check every time they finish work on a document.  Be sure students understand how they can type a work that the Spell check will “flag” as misspelled even though it actually is not.  Often their own name provides an example.  Have students enter their name and observe whether spell check marks it as misspelled.  

Classroom Activity

Have students pretend to be on a search committee for a new employee.  As they look through the stack of resumes they notice one resume that looks especially attractive.  It is arranged nicely, is easy to read, and contains all the qualifications necessary for the open position.  However, there is one thing wrong with the resume.  It has several misspelled words.  As students consider this situation have them think about what their opinion of this person would be.  What does this say about the person?  Would they hire the person?
Inserting a Date with AutoComplete
The AutoComplete feature will automatically complete dates and words you use regularly. After you enter a few identifying letters, Word will display a small box (a ScreenTip) that suggests the full word you are typing.  Press the Enter key to accept Word's suggestion, or continue typing to ignore the suggestion. You can turn this feature off or add phrases to the AutoComplete list.

You might want to have your students experiment with other AutoComplete tips than just the one given as an example in the tutorial.  For example, explain to your students that to have AutoComplete insert the current date, they should keep typing the full name of the month until a tip appears with the current date.  Then they can press Enter to insert the date and move to the next line.  To see a list of all the possible AutoComplete tips, click Insert, select AutoText, and then click on the AutoComplete tab.  This shows all the words that will cause Word to automatically open a tip.

Moving the Insertion Point Around a Document

Go over the different move options show in Figure 1-24.  If students will learn these different move options they will become much more proficient in moving around their document.
Using the Undo and Redo Commands
In the text, students learn to press the Undo and Redo buttons to step back or forward through recent actions.  It would be helpful to show students how to view the dropdown list on the undo button.  By clicking the list and scrolling through the actions, you can choose which recent action you wish to Undo.  
Quick Quiz

1. To move your cursor quickly to the top of a document you can press: (Answer: a)
a. Ctrl+Home

b. Ctrl+Enter

c. Ctrl+End

d. Ctrl+PageUp

2. If you want to reverse a recent action, you can press the _____ button. (Answer: Undo)
3. To view a document before you print it, press the Print Preview button on the Standard toolbar. (Answer: True)
Removing Smart Tags

Be sure students understand that a Smart Tag is a Word feature that allows you to perform actions that would normally require a different program. Word attaches Smart Tags to certain kinds of text, including addresses, names, and dates. A Smart Tag on a word is indicated by a dotted underline. 

Explain that when you point to a word with a Smart Tag, a Smart Tag icon will appear. When you point to the icon, you will see the Smart Tag Actions button. Click on the Smart Tag Actions button to view the menu of options for this text item. If you do not want to perform any action with the tagged text, you can choose Remove this Smart Tag from the menu. The menu will close and the dotted underline will be removed.

Previewing and Printing a Document

Emphasize the value of the print preview feature in the production of a professional document; the print preview feature lets you see what the printed document will look like before you waste time and resources printing a document with obvious errors in layout or presentation. If the preview looks good, you're ready to print the document. To print the document, you can use the Print button on the Standard toolbar to print with the default settings, or you can use the Print command on the File menu and print from the Print dialog box, which enables you to change the default settings. Caution students against the use of the Print button on the Standard toolbar, however, since this will not enable them to preview the document or settings and, especially in a computer lab setting, there is the possibility that the default settings might send their work to the wrong printer or might be set to print multiple copies.

Creating an Envelope
Understanding the features of Word that can allow you to work more efficiently and effectively is a key to these tutorials.  One such feature is the creation of an envelope. Word can automatically use the inside address from a letter to create and address for an envelope. To create an envelope, click Tools on the menu bar, point to Letters and Mailings, and then click Envelopes and Labels. Use the Envelopes and Labels dialog box to verify the delivery address, the return address and to make any required adjustments to the envelope size, the printer it will use, etc.

If you want students to print the envelope immediately, they can click the Print button in the Envelopes and Labels dialog box. If you want them to store the envelope with the letter, they can click the Add to Document button. The envelope can then be printed at a later time, just as you would print the document.
Tutorial Discussion Questions

1. If you were going to create a long document with a number of headings, how could you use both the information you have learned about planning in this tutorial as well as the preview feature to make sure that your document is easy to understand and that it is consistent?

2. Think about both the AutoCorrect feature and the AutoComplete feature.  What words would be good ones for you to add to either of these lists?  Are there any words that you type a lot (i.e., your name)? Are there any words that you often misspell?  Would the list be different for the things you type from home, from school, or from work?

3. Think of some examples where the Undo button would be helpful to you.  What kinds of actions might you quickly regret and would like to “Undo”?

4. How would the Print Preview option save you time?  How would the Print Preview save you money?  What kinds of errors might you quickly spot in a Print Preview?

Key Terms
	Term
	Definition

	Autocorrect
	A feature that automatically corrects common typing errors

	AutoCorrect Option button
	A button that allows you to undo a change, or to prevent AutoCorrect from making the same change in the future

	Nonprinting characters
	Symbols that can appear on the screen but are not visible on the printed page

	Print Preview window
	A window that allows you to view a document before you actually print it

	Redo button
	A button that allows you to reverse the action of the Undo button

	Scroll
	When the screen moves up or down in the document window

	Smart tag
	A feature that allows you to perform actions that would normally require a completely different program

	Spelling and Grammar checker
	A feature that continually checks your document against Word’s built-in dictionary and a set of grammar rules

	Undo button
	A button that allows you to reverse recently-taken actions

	Word wrap
	Automatic line breaking in a document
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