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Introduction- Essential Skills for Word Processing: MS Office Word
2016

e This manual is designed to assist learners with the skills needed to
understand and use MS Word 2016.

e This manual is designed to be an independent, self-guided handbook
but can also be used in a group setting.

e Learners should follow the book in the order it is written and
complete each review task before continuing to the next lesson.

e Demonstration activities are included in the manual.

e Learners should receive a USB (memory stick) from their instructor to
save the activities for this course.

e Although the mouse and keyboard are discussed in this manual,
instructors may want to ensure that learners have a good working
knowledge of the mouse and keyboard before beginning this course.
There are many online mouse tutors and typing programs available.

e Learners may need some extra help with the basic computer
terminology, for example: scroll, cursor and toolbar. Instructors should
check in with the learners in the beginning to be sure that all vocabulary
is clearly understood.

e Learners should complete the surveys at the end of this course.

This manual was updated by CESBA using materials originally designed and

@ created by the TR Leger School, STEP Program.
Preferred citation for distribution is: CESBA (2021) Adult Education Curriculum,

Essential Skills for Word Processing Manual from httos://cesba.com.
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Getting Started: The Parts of a Computer

Monitor

Tower

CPU

Screen

Mouse

Keyboard

- Monitor

Screen

Touchpad

The CPU is the brain of your
Keyboard computer.
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The Computer Continued

An output device is something that gives you information from
the computer.

For example: a monitor shows the user what the computer is doing,
and a speaker brings the sound out from your computer to you.

Output Devices

An input device is anything that takes information from you and puts it
into the computer.

For example: a scanner sends an image of a photograph or document
into the computer.

Input Devices
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Holding the Mouse

vk wheE

6.

Using the Mouse

Place three fingers on the mouse. i
The thumb and little finger are on each side. / »—R
e _"—‘

Rest your index finger on the left button.

Rest your ring finger on the right button.

Place your centre finger over the “scroll wheel between the 2
buttons.

You do not have to grip the mouse tightly.

Moving the Mouse

The mouse will move with your hand.

1.
2.
3.

Move your hand forward to move cursor up the screen.
Move your hand back to move cursor down.

Move your hand left or right to move cursor.

One click —

Clicking the Mouse
You can click the mouse with your finger.

1.
2.

Click the left button on your mouse one time.

Click it one time. Two clicks

Double Clicking the Mouse

1.
2.

Put your index finger over the left mouse

Press up and down twice quickly on the left button.
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Opening Microsoft Word 2016

1. Click the Window icon in the bottom left corner m

2. Find Microsoft Word to the right and click on it

M5 Outlook M5 Teams M5 CneMote

w X P‘

M5 Word M5 Excel M5 PowerPoint

3. Look for MS Word icon on your start screen. MS Word

4. Double click on the Word 2016 icon:

5. This menu will open
Word on your
computer:
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The Cursor

The cursor is the line on your screen.

1. The cursor shows you where you will start typing in a
Word document.

2. The cursor looks like this | and it flashes.

—
Clipboard = Font = Paragraph = Styles = Editing

3. When you are using the Tools in Microsoft Word your cursor
will change to an arrow. This is called a pointer.

3

File Home Insert Draw Design Layout References Mailings Review WView Developer Help 2 Search

[l
4

i= "7 == 7zl T aasocede] aaBbcede AaBbC( AaBbCcr

ﬁﬁ E"'; Calibri (Body) ~|11 | A” A | Aa~ | B
= D TMormal | TNoSpac.. Headingl Heading2

Paste :
B I U~ - R
- ﬁFormatPainter U-a x x A AT

K ) ant/ ) ParagrapK )s

Tools Area
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Using the Keyboard in MS Word

The arrow keys on your keyboard move your cursor

around. The arrows move this way: UP
1
LEFT E RIGHT
DOWN

To make a letter a capital letter

Hold down , and the letter key M at the same time

For the signs on your keyboard

' (o $
Hold down / and the number key at the same time

The shift keys are on both sides of the keyboard.

LB HE

Essential Skills for Word Processing Microsoft Word 2016 Page 13



More on the Keyboard

The Space bar makes spaces between words when typing.

L 3

Tap the bar one time to make a space.

Use the H-—' Enter M key to move your cursor to the nextline.

Backspace .
Use the| ~ key to go back to the line you were on. The
Backspace key also deletes everything to the left of the cursor.

The ll key will erase everything to the right of the cursor.

To make the cursor go to the end of the line press | &«

To make the cursor go to the start of a line press n
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Highlighting to Select

How to highlight words:

1. Put the cursor at the end of the words you want to select.

2. Put your first finger on the left mouse button.

3. Hold down the left mouse button.

4. Move the mouse across the words.

5. Lift your finger.
O % - = D = Document] - Saved to this PC Williams, Angela @
Draw Design Layout References Mailings Review View Help 2 search 15
briBody) |18 -/ A" A" Aav Ao | i=vi=-T- | E=EE 2] T | aaebced] asebcene AaBbCe AaBbcel AQB  aasbeer . /?:dh
I U-a x ¥ M- £~ ﬁv B=== = LR TMormal | TMoSpac.. Heading1 Heading2 Title Subtitle |+ E:Selpect

Faont

Ta

Paragraph

Styles

Ta

Editing|

Your words will look like this

6. The word will be highlighted in grey. When this is done, you
can move words or change the size, the colour, and the style

of the words on the computer.

To Deselect

1. Click your mouse on any WHITE (blank) part of the page to deselect.

Your words will look like this (no highlight)
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Basic Options in MS Word

This is called the File Tab. File

g
It is in the top left-hand corner. You click on it to see Info
these options: Save, Save As, Open, Close, New, Print, Docaumant
Options and Edit. @1
Click the arrow to go back. MEE

Discovering Tools on The Ribbon

File Home Insert Draw Design Layout References Mailings Review View Developer Help 2 Search

SOA i . i— - a—~ | &= 3= | A —~
E’ﬁ [D Calibni I\BDCI}') - 11 - A A Aa~- la'.@' = D P £= 3- zl 1"’ AaBbCeDe AaBhCcDe Aa Bb,\;( Ad
Paste < Format Painter B I U-ab x, ¥ M- £ - ﬁ - === 1= Iy . ; o TMormal | TNoSpac.. Heading1 Hg

1. The pictures on the Ribbon will tell o |4 & [har [ho | =22 [EE(AL T

ex, X A-2-A- S =E== = Q-

you what they are.
Font "] Paragraph [F]

Font Color

Change the color of your text.

2. A blue information box will pop up
just below where you stop (hover)
your pointer.

® Tell me more

3. This box will tell you what each item can do.

4. Do this anytime to find out what each tool does.
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Scrolling

This is your computer screen:

. (¢ down

B B type here o seorch

You are not seeing the whole screen.
Scroll down to see more.

Your scroll bar is at the right-hand side of your screen.

Click on the up arrow to go up the page T+

Click on the down arrow to go down the page o

You can hold down the left mouse button to scroll up and down
the screen more quickly.

Next page

Keep typing when you get to the bottom of the page. This
will take you to the next screen.
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Tabs and Tools

1. Your Microsoft Word Tools are located at the top of your page.
This area is called The Ribbon.

2. Tools help you to do a certain job.
3. You click the Tabs to get to your Tools.

For Home Tools click on the Home Tab

Picture Tools Document3 - Word

Insert Design Layout References Format Q Tell me what you want to do

== X Cut < o A :
B Calibri (Body) ~[11 ~| A" A" | Aa~ | %@ aaBbceDc| AaBbcede AaBbC( AsBbCcl A QB aasbeer AaBbeeD( AaBbCcD: AcBbCcD AaBbCeDC AaBbCCD: AGBbCCD: A
El3 Copy

Paste < 2| M. p c| & |l ! 3 s . .

e P o paier | B L M Hme e x A-¥-4A & TNormal | TNoSpac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis Intense E. Strong Quote  IntenseQ.. Su

Clipboard ~ Font ] Paragraph &~ Styles

For Insert Tools click on the Insert Tab

Picture Tools 2016 Essential Skills for Word Processing - Word

Design Layout  References  Mailings  Review  View Format Q Tell me what you want to do

b D (i D ] ) 2> TSmartArt sy N = + S [ signature Line ~
» A [ 9 &l Store W 5=2) > N T ] i
(] aQ) ey < nchan g D o j ) ’ : 4 Date & Tim
Cover Blank Page Table Pictures Online Shapes lcons 8 My Add-ins - Wikipedia  Online  Link Bookmark Cross- ~Comment Header Footer Page  Tet Quick WordArt Drof ) Equation Symba
Page~ Page Break - Pictures  ~ @&+ Screenshot ~ Video reference - Number~ Box~ Partsv Cap - [1Object ~ -
Pages Tables Illustrations Add-ins Media Links Comments Header & Footer Text Symbols

For Design Tools click on the Design Tab

2016 Essential Skills for Word Processing - Word

layout  References  Mailngs  Review  View

I A # Paragraph Spacing * =
[O] Effects ~ 4

Colors Fonts Waterr
hd | JE + @ SetosDefault <

Document Formatting (]

For Layout Tools click on the Layout Tab

H ©- 0o - Document3 - Word

File Home  Insert  Design References  Meailings  Review  View @ Tell me what you want to do

@ rﬁ IE = Breaks - Indent E;p:mg E% [& Align -

R ) g - i[lLine Numbers~ | 3=Left 0"
Margins Orientation Size Columns ~_ —
- - - - be Hvphenation + =% Right: |0"

Before: |0 pt Group

e
'

rrars
[/

Position Wrap  Ering Send  Selection
Tanrt Frrazrd « Rarluaard Danma Rotate

After: |8 pt

For References Tools click on the Reference Tab

Willams, Angela [0 =

= PAddTet~ 1 [} insent En m ) ces [Binset Table of Figures ¥ (B insestindex ¥} (3 insert Table of Authoriies
™ Update Table A% Next Footnote ~ -,
Table of Insert Smart Researches Inset Mk Mark
Contents + Foatnote Lookup Cit lography*  Caption [ Cross-reference Entry Gaation
Tnble of Contents Footnate 2 esesch ap aptions Index abie of Authordie: A
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For Mailings Tools click on the Mailings Tab

B0 R€EHERS- o s Document3 - Word 72 @ - &8 %
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES | MAIINGS = REVIEW VW  ADD-ANS  Acrobat ITSTech ~

Envelopes Labels StartMail  Select i Highlight ~Addre
Merge ~ Recipients ~ Recipient List Merge Fields Block

ile ome Insert n vhat yo
/lB/C D Eé %) gﬁ:.,: E-V:] E [‘2 G Simple Markup ~ @ € Previous [H
Track

[E) Show Markup ~ 3 Next

Spelling & Thesaurus Word ~ Check  Translate Language ~ New  Delete Previous Next | Show Accept Reject Compare  Block  Restrict
rrrrrrr Count | Accessibility - - omment Comments Changes - [2] Reviewing Pane ~ - - - Authors - Editing
Proofing Accessibility Language Comment ts Tracking ] Changes Compare Protect

Wilams, Angea 18— O

< [ ok v
Read | Priat Wieb Vertical Side Zoom 100%
Mode Layout Layout 1o e 1) Navigation Pane O PageWidth i

4. If you click on a certain object that you have inserted into your
document, for example a picture or a table, you will see a new,
special tab appear on the ribbon. This tab will only appear if
you have selected the object. It disappears once you have
deselected the
object.
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Basic Actions in Microsoft Word

Making a New Document

A new document is like writing on a fresh piece of paper.

1. Click on your | fileh File Tab.

3. You will see options for blank documents and
templates (pre-made forms and projects)
shown on the right hand of the screen. Click
“Blank document”.

Closing the Document

. . Save your changes to this file?
1. Click on your File Tab.

Example Here docx

Choose a Location
Close Documents
Documen its
2. Select Close. J

3. You will see this:

To save a document click Save. If you do not need to save
the document click Don’t Save. To cancel closing the
document click Cancel.
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Saving Information on the Computer

To save adocument | k= =-

1. Go to the File Tab.

Save As

2. Click Save As.

3. Click on Browse.

4. Click on This PC from the (left) side menu. Then choose the
Documents folder.

As
~ 4 H, ThisPC »
"
Mentel Health 21 01 e ()
Work Skills Mani
3D Objects - Desktop
{2l Microsoft Word ] & Val @
OneDrive - Upper
Music o Pictures
This PC [
B 3D Objects 3
’ i ~ Devices and drives (1)
[ Desktop
. 0SDisk (C:)
@] Documents "
J Downloads M 56,6 GE free of 113 GB
hoag

5. Type the name you would like to call your file into the box.

ucdsbk_commen
Metwork v
File name: | example document] _
Save as type:  Word Decument (*.docx)
Authors:  Williams, Angela Tags: Add atag Title: Add a title Su
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6. Click Save.

7. Wait as the computer saves your file.

* You should save your work as you go, about every two minutes.

* Once you have saved your work with a name you only need to
click the “Save” button beside the File Tab to save changes.

AutoSave (e

File Home Insert Draw Design

Short Cut - Setting Up the Quick Access Tool Bar

B2-DBU -

J Top left of your screen

S -

- v oz

1. Click on the down arrow on the Quick Access tool bar to choose options.

2. Click on the options you want to add to the toolbar. Some options to add include: New,
Open, Save, Print, Undo, and Redo.

3. You will see the icons appear on the Quick Access Toolbar.

B 2°l0 & -

File m insert o New Blank Document (Ctrl+N) Mail

Create a document
Calibr ' P

Paste = - . A .
- Srormatpainter | B T U - x, X A-2 -4

4. Hover (place your mouse without clicking) your mouse over the icon to see what each
icon does.

5. You can use these icons (pictures) instead of your File Tab when working on your
document.
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Saving to USB (Memory Stick)

1. Put your memory stick into the USB port.

2. Click E on (Save As icon) beside the File Tab. Click Browse.

3. Click on This PC and then Removable Disk on the left-hand side.

Note: The USB drive name may change. If using a USB from a
certain company, the USB might show that company’s name
instead of the term “Removable Disk”. The USB drive will always

have this image -— beside it to help locate it.

4. Scroll down to bottom. [ This PC ﬁ
P 530 Objects
5. Double click on the USB drive. B Desktop
6. Click in the file name box. > [ Documents
‘ Downloads
7. Delete everything in the file name box. b Music
&= | Pictures
8. Type the name of your file. B videos
9. Click = 05Disk (C)
' ' # o TRLEGERSTEP (D:)

Note: You should save your document every few minutes.
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Practice Task: Open and Close

Task #1

1. Type the 5 things you would like to learn for your goal path
into your document.

2. Type one on each line using /\T\

e~

3. Save this file on your USB. The file name is Learning.

4. Close.
Task #2
1. Open a new page.
2. Type the names of the numbers one to ten, one on each line.
3. Save this file on your USB. The file name is Numbers.
4. Close.
Task #3
1. Open a new page.

2. Type five skills or qualities you have that make you proud
of yourself.

3. Save this file. The file name is About Me.

4. Close.
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Opening a File in MS Word

1. Click on the Open Tab (paper) at the
top of your screen by your File Tab.

Click Browse.

2. Select This PC and then the Documents

D)

= 9 &-r O @
N
Insert Draw Design Layout
Calibri (Body) ~|11 - A A

—7 Browse

folder from the side menu. Double click to open Documents.

ﬂ Open

€« « o @ ThisPC » v

Organize

v [ This PC

"~
~ Folders (7)

=

- 3D Objects

3D Objects

Desktop

2 Search Th

I
(5]

Docu men _

3. Click on the file that you want to open.

[ Desktop
@ﬂ Documents
‘ Downloads
Jﬁ Music
=1 pi

Downloads

i
¥

4. Double click on the filename of the file you wish to open.

5. Click Open.

Page 25
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Opening a Document from your Memory Stick (USB)

1. Click on the File Tab and click on Open.

Open
(L) Recent
&% Shared with Me

& OneDrive - Upper Canada Distri...
oo liams@ucdsb.on.ca

" Other Web Locations

|;] This PC

= AddaPlace

Browse

Click on browse

2. Scroll down the menu on the left side.

« “ 4 s ThisPC »

Organize

\~
Work Skills Man! ~ Folders (7)

0 Microsoft Word 3D Objects . Desktop ° = Documents
@™ OneDrive - Upper » | | | =|
v Emhispc Music - Pictures Videos
B0 0 = 8
Deskto . )
! P ~ Devices and drives (2)
@ Documents
0SDisk (C:) TRLEGERSTEP (E)

J Dounloads i — —
b Music Wy 547 GB free of 118 GB W 1,41 GB free of 1.85 GB

3. You will see an icon like this: -

4. Double Click on the USB drive. The drive may have a different
letter depending on how many drives your computer has.

5. Select the Word file you wish to open.

6. Click Open or double click on the filename to open.
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Practice Tasks: Opening Files

Task #1
1. On your Memory Stick, you now have a file named Learning.

2. Open the file named Learning.

3. Speak with (or email) your instructor and ask to see if what you would
like to learn is offered in the program’s training. Put a yes beside the
ones that are included in the training and a No beside ones that are not.

4. Save it on your USB (memory stick).

5. Close.

Task #2

1. On your Memory Stick you have a file named Numbers.

2. Open the file named Numbers.

3. Under the numbers, type the names of the numbers eleven to twenty
with one on each line.

4. Save on your USB.

Task #3
On your Memory Stick you have a file named About Me.
Open the file named About Me.
Under the skills you have written, type five of your favourite things.

Save on your USB.

A S

Close.
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Splitting a Screen

If you need to view two documents at once, you can set up your Word view, so
that you can navigate between two screens.

*This can also be very helpful if you are working on a Word course at home.
Creating a blank document and splitting the screen will allow you to have both
your blank work area and a workbook open at the same time.

To be able to split screen, you will need two open documents.

To split a screen, click on the View tab. Then click View Side by Side.

Search

Review

C)\ |j|5‘ El(]ne —|—j
EE Multiple Pages

Zoom 100% - ] Mew Arrange Split
«- Page Width Window Al o0

E' O View Side by Side

Zoom Window

Hint: You can check to make sure there are two open documents by clicking on
the Word icon on the bottom task bar of the screen.

w2016 Essential Skills for Word Pr... W Document3 - Word
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Opening Two Documents for Side by Side

Step 1: Click on the paper icon on your Quick Access Toolbar to open a
document.

Design Layout  Rel Step 2: Type the words page one in this document.

raw

q

-14 - AT A Aa- | Step 3: Click on the paper icon in the Quick Access

A. 2. Toolbar to open a second document.

Step 4: Type page two in this document.

Step 5: Click the View tab in one of your documents and then click on View Side
by Side.

=]

D E| One Page

Multiple Pages
I'1 Page Width

Zoom

in B = [ View Side by Side
. 1l
Mew Arrange Split
Window  All I |

Window

Step 6: You will see the two documents open beside each other.
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Each document has its own
side and bottom scroll bars.

The options (tools) in each
Tab on each screen will be
compacted for the new
screen size, but everything is
still there.

Step 7: To return to one screen, click on the View Tab on the first document,
then the Window icon and then click on View Side by Side once again.

B | View | Devel| Help | M Search [ = File  Hom
'||'_=| o= C3
Window B
- - ¥ A
Macros SharePoint # | Clipboard ra
T+ = = [ View Side by Side %
k| h Scrolli
Mew  Arrange  Split hIS}.rnc S Switch
Window  All 0 Reset Window Position  Windows ~

Window

You can also open a blank document, and then open a saved Word or PDF file
and split these screens.

To open a saved document, click the file folder icon on your Quick Access
Toolbar.

—
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Changing Fonts Styles

A font is the type of the text that you use.

Choosing a different font will change the way the letters look on your screen.

This is a Bookman Old Style Font
This is a Lucida Handwriting Font

This is an Arial Font

When you want to change your Font, make sure the Home Tab is

—

A‘

Calibri l

clicked. This is where the font changes are. . y
prt esign ayout eferences
— Calibri -1 <A A Aa- A
B I U ~abex x* B3
Fant
Changing Font Type
1. Select the words you want to change by highlighting them.
2. Click the downward arrow beside the font name in your Tools. —
Draw Design Layout References
Calibri l14 - AN ma- A
Theme Fonts -
Calibri Light {Headings)
3. Use up and down arrows t - | Callor o)
o All Fonts
4. Look through the different fonts by scrolling. —— o
figency FB
Aharoni [
. Aldbhahi e}
5. Asyou move your pointer over the font names

your highlighted selection will change to show you what that font will look

like. Click on the font that you want.

Essential Skills for Word Processing

Microsoft Word 2016
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Practice Tasks: Fonts

Task #1
1. Type the days of the week, one on each line.

2. Select Monday.
3. Change the font of your name to ‘Monotype Corsiva’.
4. Deselect Monday.

Task #2
1. Select Thursday.
2. Change the font of Thursday to ‘Georgia’.
3. Deselect Thursday.

Task #3
1. Select Sunday.
2. Change the font of Sunday to ‘Verdana’.
3. Deselect Sunday.

4. Close.
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Changing Font Size

cabe |1 -
B I U -sbex, ¥ [A-3%-A- 11

Font 1]

You can change the font size using this arrow.

The standard size is 12 but you can make it bigger or smaller.
This is size 8

This is size 12
This is size 20

1. To change font size, select the words you want to
change. Highlight them.

2. Click on the down arrow beside the font size. [2* %

3. Click on the Font Size you want. -ju

g
bexkg

Font |10
11
12
14
16
18
20

22
24
26
28
36
45

4. As you move your pointer over the numbers, your
highlighted selection changes to show you what the font size
will looklike.

5. Click on the font size that you want.
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Practice Tasks: Font Size

Task #1
1. Type the days of the week, one on each line.
2. Select Tuesday.
3. Change the font size for Tuesday to 48.
4. Deselect Tuesday.
Task #2
1. Select Wednesday.
2. Change the font of Wednesday to size 26.
3. Deselect Wednesday.
Task #3
1. Select Sunday.
3. Change the font size of Sunday to 8.
4. Deselect Sunday.

5. Close.
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Changing Font Colour

0. A -

You can change the colour of the font.

116 - A A - B
# x, ¥ A-W-A-

1. Select the words you want to change by highlighting them.

2. Click on the down arrow beside the “A” here. . A .

3. You will see your colour options.

4. As you move your mouse over the colours, your selection
will change to show you what each colour will look like.

5. Click on the box of the colour you want.

6. If you do not like that colour, you can choose a different one.
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Practice Task: Font Review

Task #1

1. Write a short note to a friend or family member thanking them
for something that he/she did that you appreciate.

2. Select their name.

3. Change the font colour to blue.

4. Change font size to 24

5. Change the font of the note to Lucida Handwriting.
6. Change the font size to 16.

7. Close.

Essential Skills for Word Processing Microsoft Word 2016
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How to Change Font Styles

Calibri E -~ A A Aa- B
B I U-abk ¥ A- 2 A-
S

This is where your font styles are located.

This is bold
This is Italic
This is underlined

1. Select the words you want to change by highlighting them.

2. Click on the letter of what you want to do.

4

3. To Bold click

I
4. To change to ltalics, click
[V
5. To underline click :
6. To undo style just click the letter again and it will change back.

7. To change the style of the underline you want to use, click the down

arrow.
u - 4

8. Click on the type of Underline that you want. |
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Practice Tasks: Font Styles

Task #1
1. Type your name.
2. Select your name.
3. Change the font of your name to ‘Impact’.
4. Change the font of your name to size 72.
5. Underline your name.
6. Deselect.

7. Close.

Task #2
1. Type the name of your country.
2. Select the name of your country.
3. Change the font of your name to ‘Monotype Corsiva’.
4. Change the colour of your name to purple.

5. Change the name of your country to /talics.
6. Bold the name of your country.

. Deselect.

~

8. Close.
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If you make a mistake you can change it back by clicking

Undo and Redo

9- 0

“Undo”. “Undo” will change the last thing you did.

You can click “Redo” to cancel out your last undo.

Undo and Redo are located at the top left-hand corner of the screen.

1. Type the word:

2. Change the font:

3. Undo

4. Redo

Essential Skills for Word Processing

9]
O]

To Undo,

]3]

click To

Redo, click

document
document
document

document

Microsoft Word 2016
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Practice Tasks: Undo and Redo

Task #1
1. Type your name.
2. Select your name.
3. Change the font colour of your name to green.
4. Deselect.
5. Click Undo.

6. Close.

Task #2
1. Type the country that you live in.
2. Select the country.
3. Change the country to font size 72.
4. Deselect.
5. Click Undo.
6. Click Redo.
7. Click Undo.

8. Close.
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Alignment

File Home Insert Draw Design Layout References Mailings Review View
Eﬁ Calibri (Body) =|[11 ~ A" A" Aa- fp | i=-i=-4=- e=3= 2| ¢
Paste 2
B I U~ X X - ﬂ - .'ﬂ'u. @ d" w el o
~  <¥ Format Painter 4 x A _- b
Clipboard T Font T Paragraph T

The computer can put things on the left, in the center or on the right
of the page.

This is left align
This is center align

This is right align

[ ]

Left Center Right

1. Select the text that you want to align by highlighting it.

2. Then click on the direction you want it aligned. }

3. When you click on the alignment you want, it = — —

will change to a blue colour.
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Practice Tasks: Alignment

Task #1
. Open file named Learning.
. Type your long-term goal at the top of the page.
. Put your long-term goal in the center.

1
2
3
4. Underline your long-term goal.
5
6

. Save.
. Close.
Task #2
1. Open file named About Me.
2. Colour the font of your five favourite things in red.
3. Put your skills and qualities in Italics.
4. Change the first line to Bold.
5. Put the favourite things in the center.
6. Save.
7. Close.
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Changing the Layout

Changing Margins

Margins are the blank spaces at the top, bottom and sides of the page.

i TR WTIN (TR T T T

v

Sometimes you may need to change the margins to fit more words on
the page.

1. To change the margins, click on the Layout Tab.

File Home Insert Draw Design Layout —ilin;
@ ‘-L % i Breaks ~ Indent Spacing

: 17 Line Numbers - 3= lefe 0" 2T =Befo
Margins O T Mumns . - =

- - - »  bc Hyphenation ~ =« Right: 0" 3= Afte
Narrow - P Paragraph

Auto.Save E[:e“ lf)v O f{?_.l - &= D

File Home Insert Draw Design

I T N 5 O =

- ) . B 32 Line Mumbers ~
Margins Orientation  Size Columns
Lo Ll ko

2. Then click on Margins (on the far left).
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Customizing Margins

1. Click on Custom Margins. | & 0 0

[ -
Rl g
E]
E3

i i = i

n5 2

g2 &3
L 1]

i)
3

na'Q 238

2. You will see this Setup screen. {== : )
- - g
B] =]
P"g.'.;w. yyyyyyy B

Preview

| Refault,. ok ][ cancel

5. To change the top margin, click === in the box beside Top.
6. To change the bottom margin, click | in the box beside Bottom.
7. To change the left margin, click = in the box beside Left.

8. To change the right margin, click - in the box beside Right.

9. Look at the Preview and then click [ o« |,
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Paper Orientation

Paper Orientation is the direction the words are printed on the paper.

e [ERERS

s Orientation  Size Columns  _
- be

Y e EEEEEEEEIThiS is Portrait
[ Londscape —This is Landscape

- -

1. To change the paper orientation, click the Layout Tab.

Home Insert Draw Design Layout

E% IE == Breaks - Inden

_ _ _ } 2 Line Mumbers = 5= g
COrientation  5ize  Columns

- > > bc Hyphenation - =« Rj

[5 P L
Pnrdrait

2. Choose how you want your page to look.

3. Your page is usually set to Portrait. If you ™

choose Landscape, then your page will change. s Orientation  Size C
Click on your choice.

D Portrait
D Landscape
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Cutting, Copying and Pasting

-

ey X Cut

N ER Copy
Paste i
¥ Format Painter

Located in

Clipboard tools

Copying words

1. Select the words you want to copy by highlighting them.

2. Click on the Home Tab.

3. Click on Copy.

Cutting

f=zi]

Paste

-

X Cut
BE] Copy

¥ Format Pathter

Clipboard

(F]

1. Select the words you want to cut by highlighting them.

2. Click on 'Cut’.

3. The words will disappear.

A Cut

Pasting
1. Click to the place in the page where you would like to paste.

2. Click on the clipboard above the word paste.

Essential Skills for Word Processing
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Practice Tasks: Cut, Copy and Paste

Task #1
1. Type the words for these numbers.

One on each line.

2. Cut and paste to put the words in order from one to ten.
3. Save on your USB under the filename: Cut and paste.
4. Close.

Task #2
. Type the following in your document:

=

What kind of communication is waving hello? Non-verbal
Where can you get free email? Spelling and Grammar check
What is the short form of memorandum? Google
What can you use to fix mistakes in your documents? Memo
2. Now cut and paste to match the right answers with the
right questions.
3. Save on your USB under the filename: Answers.
4. Close.
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Printing

LE’;;J Print

A printer connects to your computer. You can print your documents

from your screen to paper using device.

File Home

1. Click on the File Tabl_«x

2. Click on Print in the drop-down menu.

You will be given some options. Use the drop-down menu to

select how you want the document to print.

et Pagelayout  References  Mailings

3=

v

"‘"iﬂu

Print

Printer

Print

Copies [T : <7

/ TRAMFP-1 on ucprint2

=

<2, Rea

Settings

dy

viev

Select number
of copies

Select printer

znnt :l}IIVP»agtesr e 3 < Select what
Pages: pages to print
27" Fiip pages on long edge 'e
Select printing on
one or two sides
of the page
Print
3. Click Print.
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Print Preview

You use print preview to check your page before you print.

1. Click on the File Tab.

2. Click on Print in the drop-down menu.

3. A preview of how your document will print is located on
the right side of the screen.

4. The preview will show the current page.
5. Click on the arrows at the bottom to view other pages in

the document.

4 47 of119 »
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Practice Task: Printing

1. Read the following memorandum.

Memorandum

To: Darla McCann

From: Joseph Bridges, Manager, The Whole Sale Food Company
Date: July 3, 2021

May 31° marked your one-year anniversary as an employee with The Whole Sale
Food Company. The company offers you their congratulations on this milestone.

| would like to schedule a meeting to discuss your one-year evaluation. | would like
you to come in for a meeting between 8am and 11am on Friday, July 26™ if possible.
As you are not scheduled for this day, you will be paid for attending this meeting.
Although the meeting should not take that long, you will be paid a half day of work for
your time.

Please respond as soon as possible to confirm if you can attend the meeting on that
date and the time you will be available to begin the meeting.

2. You are Darla McCann. Using what you have learned, respond to
this memo using a similar format. Use a word processing
program to write your memo. When it is completed save your
memo under the filename Evaluation.

3. Print the document for your instructor.

4. *Note: There is a trick to formatting the underline, hold the
shift key down and the underline key. Press the underline
key three or four times and then press the Enter key. The
program will format a line.
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Labels

You can use MS Word to make labels.

1. Click on the Mailings Tab.

HS oD s

File Home Insert Design
@ D@ IE '# Breaks ~ Incd®hit Spacing

- ] D ] Y Line Numbers~ | 3= Left |-0.2" s Ii Beforg
Margins Orientation  Size Columns . — =

- - - - bt Hyphenation = =¢ Right: 0" . | += After:

Page Setup P Paragraph

T Dioeolart

2. Click on Labels.

Address: EE ~ [ use return address
3. You will see this screen: :
4.Find Address box and type in Orocorncunma | et et

(O single label 1/2 Letter Postcard

your address. e []

EBefore printing, insert labels in your printer's manual feeder.

5 . Se I ect Si ng I e Ia be I . Print New Document Options... E-postage Properties...

6. Put your labels in the Printer
(use blank paper to practice).

7. Click __ et |
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9.

10.
11.
12.
13.
14.
15.
16.

17.

Demonstration Task 1: Review of Fonts, and Orientation
Create a Business Flyer

Type this information on three lines as shown.

Hardworking person

Available for animal sitting

and dog walking

Change the first line to size 48 and use an Algerian font. The words may
move to two lines. This is okay for now.

Change these first line to font colour Green.

Change these first line to bold.

Change the second line (Available for...) to Comic Sans, size 36 font.
Change the third line (and dog walking) to Calibri, size 36 font.

Skip a line between sections (To create a blank line press the Enter key).
Type the information below in Calibri size 20.

10 dollars per hour

Inside the city of Glenview

Please call Andy

613-222-2222

Change the price line (10 dollars) to size 36.

Change the last three lines to size 28 font colour blue.

Create another blank line between the name and phone number

Bold the last line.

Change the margins to Narrow to fit your title (first line) all on one line.
Put everything in the centre (alignment tools).

Type your name at the bottom of the page.

Print a copy for your instructor. *If you are working away from your classroom, send

your course practitioner an email with this assignment attached [']J .
Save on your USB under the filename: Job Ad and close.
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Demonstration Task 2: Font, Clipboard and Alignment Review

1. Type your name at the top of the page.
2. Align your name to the right side.
3. Press your Enter key twice to make a space.
4. Change the alignment to the centre of the page.
5. Type the weekdays in size 18.

One on eachline. ‘

Thursday

Friday

Tuesday

Monday

Wednesday

Sunday

Saturday

6. Change the font of the weekdays to Century Gothic font.
7. Use Cut and Paste to put the weekdays in order.
8. Change each day to a different colour.

9. Change each day to a different font.

10. Underline Saturday and Sunday.

11. Change Monday to font size 20.

12. Change Wednesday to bold.

13. Change to Thursday to italics.

14. Save on your USB under the filename Review.

15. Print a copy for your instructor. *If you are working away from your
classroom, send your course practitioner an email with this assignment
attached. [l]J

16. Close.
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Spell and Grammar Check

Spell Check

If you spell a word incorrectly you will see this.
compter

A red line under the word

File Home Insert Draw Design Layout References Mailings Review
abc A\) D xh —Liv-j A FB By AllM
Thesaurus & ol =
5 I\I/ & Read Chlvl:( Ta I‘ L A N Ték’ B show
pelling & — v 4 Count ea ec ranslate Language ew rac —
Grammar - o0 o Aloud | Accessibility < @ Comment Changes - Revi
Proofing Speech Accessibility Language Comments Tracking

1. Click the Review Tab.

Editor M
it;'_ E[ Spe.lling
Spelling & - Mot in Dictionary
Grammar S Egnfspelligm oppsps 355:
2. Click Spelling & Grammar. b _
Ron
[No reference information] ~
3. You will see a screen like this one at the o e y
right side of the screen: -
Reng spellig
5. Choose the word that you want to use by
clicking on its replacement option. o
spelling
meaning, bringing, predicting

6. When the check is done click OK.

Microseft Werd X
o Spelling and grammar check is complete,
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Spelling Checking One Word

You can also click with the button on the right side of the mouse to

check for alternate word spellings when a word has been underlined.

You can do this with grammar mistakes as well. The program will give

you suggestions.

To help you choose the right

word, there is a new feature
that also gives you the
definition of the word

\ suggestions. This will assist you
in making the right decisions
when choosing a proper

Right
Click . . N . . .
Right click for options (including spelling)
Left
Click .
Left click to choose your word
Redidamt
R25  Spelling 4 Radiant
Healthy, Bright, Glowing
Resident
i Occupant, Lecal, Tenant
‘ly Paste Options:
- Redundant
D Jobless, Superfluous, Fired
ﬁ) Smart Lockup Add to Dictionary
3"3% Translate Ignore All
% Link “E See More
F1  Mew Comment

spelling.
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Grammar Check

When you make a grammar mistake you will see this:

She are nice

A green line under the mistake

1. To check mistakes, go to the “Review” Tab on

> 4

the Ribbon. Click on Spelling and Grammar. | i =

Grammar

Fro

2. The grammar check will give
you suggestions.

Compare Protect Ink Resume ~

3. The computer will run a spell " Editor v
CheCk and a grammar CheCk at Sersirer?j:jed-\rerb disagreement v
the same time. She g nice

Suggestions

4. Click the change you want to make. | '

5. When the check is done, click OK.

Microsoft Word >
0 Spelling and grammar check is complete.

Note: You can also right click on the grammar error and choose a correction, just
like in the Spelling lesson on the previous page.
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Demonstration Task 3: Spelling and Grammar Check

1. Type your name.
2. Leave a space; select your Enter key twice.
3. Type the following paragraph exactly as it is here:

| somtimes go onlin to serch for information. | use a serch engine to
look for onlin vidoes when | am not sure how to do somthing on my
compter. Yesterdy | went nline and searchd Google for how to crete a
file on my Desktop. | found a video on youtube.com that helped me
lern how to do this. | wached it twice and then made the file | neded

on my Desktop.

4. Use the Spelling and Grammar check and correct the spelling.
5. Pick from the suggestions the computer gives you.

6. Save to USB using the filename: Spelling

7. Close.
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Thesaurus

You can find a word that has the same meaning as the one you
are using with the Thesaurus.

1. Type the word nice.
2. Select the word nice by highlighting it.
3. Click on the Review Tab.

4. Click on Thesaurus.

;1 Research

iy s
3 Thesaurus —
Spelling &

27
Grammar d'a Translate

5. A box with words that mean the same

will show up on the right side of the e

lovely
screen. vendert

kind

polite

6. Scroll to see all options. o Brtery)
:’::ﬂarate
friendly

kind .
7. Right click on the word that you want. ameahet
::th;'a[lﬁ\ntnnyrn)
respectable (adj.)

N

respectable
proper
refined
virtuous

8. Click Insert. \ ente -
\Iﬁns' o

w?

Insert
fine

|Ea copy

lovely | 5 Look Up
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Word Count

Your computer can count how many words you have typed.

The quick brown fox jumped overt}\e lazy dog.

1. The total words for your document are shown near the
bottom left-hand corner of the screen.

2. To find out how many words you have in one area, select
the words by highlighting them.

3.The first number will show you what page you are on in
the selection.

4.The second number will tell you the total words in
the document.

Page 55 of 123 114593 words
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Bullets

You use bullets when making lists

e This is a bullet
> This is a bullet

1. Go to the Home Tab.

2. Your bullet options are listed in the Paragraph section.

—_ i1 —
- a—
:'-—

| #— =
i —

R

3. Click on this to make a bullet.

4.To see different bullets, click on the downwards arrow

beside the picture of the bullet. || := -

—

i
il

8l T | papbcepe A

m
Pl

ullet Library

=
5
5

e e O m A el

5. You will see this: > |[v

6. Click on the bullet you want.

7. To DELETE bullets, click the cursor on the bullet.

8. Then click -E on bullets to remove the bullet(s).
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Practice Task: Bullets

Task #1

Type a list of things you need to do this week, one on each line.
Change the font size to 14.

Change each item on your list a different colour.

Check your spelling.

Add a bullet to each item.

Save on your USB as To Do List.

Print.

©® N O Uk WwWwDNPRE

Close.

Demonstration Task #4: Thesaurus and Bullets
1. Type your name, press the Enter key.

2. Type these words:
Quality
Employment
Skills

3. Look for another word that means the same as each one in the Thesaurus.
4. Insert the new words for each.

5. Place a bullet beside each word. Highlight the 3 words and select a bullet.
6. Change the font size to 16.

7. Change the font to Times New Roman.

8. Save on USB as Thesaurus.
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Numbering

In Word, you can number groups of words.
1. Spring
2. Summer
3. Fall
4. Winter

1. Numbering is right beside Bullets in the Home Tab of the Ribbon.

%

i
el |

]

2. Select the words that you want to add numbers to by
highlighting them.

B

el d =

3. Click on Numbering.

4. Your selection will become numbered.

ol bl
1

5. To select different Numbering click on the down arrow

6. You will see this screen:

7. Click on the Numbering that you want to use.

8. To DELETE Numbering, highlight
selection and click Numbering again.

wRE
4
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Alphabetical Order (Sort)
The computer can take a list and put it in alphabetical order.

Yellow
Blue
Green
Black
Purple
Red
Pink

Black
Blue
Green
Pink
Purple
Red
Yellow

—

1. Select the words you want to put in alphabetical order
by highlighting them.

2. Click on the Home Tab.

3. Click on Sort. |

nnnnnn

‘‘‘‘‘‘‘‘‘

Ascending

Descending

Ascending
Descending

5. Click OK.

Essential Skills for Word Processing

4. You will see this screen:

Choose how you want your information sorted
by clicking on the down arrow.
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Practice Task: Alphabetical Order

Task #1

1. Open your To Do List document.

2. Cut and paste the things you must do to put them in order of
most important to least important.

3. Highlight your list and number them from 1 to 5.

4. Save to your USB.

5. Close.

Demonstration Task 5: Alphabetical Order

Type your name.

Leave a line, to do this hit the Enter key twice.

Make a title at the top of your page that says Names.
Leave a space, use the Enter Key twice.

Make a list of 10 people you know.

Highlight those 10 names.

Click on sort to put those names in alphabetical order.
Add bullets to those names.

O 0 N O R WNRE

Centre the names.

=
o

. Select the title Names by highlighting it.

[y
[y

. Change the font to size 36.
. Underline the title.

. Print a copy for your instructor. If you are working outside the
classroom send an email to your instructor with this assignment

attached. Y
12. Save on your USB under the filename: Sort names and Close.

e
w N
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Columns

Carrots Spinach Peas
Broccoli Cabbage Corn
Lettuce Eggplant Onions

We usually see columns in the newspaper. You need many words to
make columns.

1. Select the words you would like to put in a column by

highlighting them. ,

2. Click on the Layout Tab Insert Draw Design Layout References

Calibri 11 - A A Aa- B =

B I U-43 x, x A-£Z-A- ==

a Font Fa
BN
i'ze Colu'mn; ig o -:E% Breaks ~
2. Click on Columns. |..c. ) L e Number
e alumns

o bc Hyphenation

3. Click on the number of columns that you want. p:: Ef o

Two
Three
Left
Right

== More Columns...
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Practice Tasks: Columns

Task #1

Make a list of 21 grocery items that you might need for the store
Put each item on its own line, one after the other

Highlight the list and then choose columns from the Layout Tab.
Split into 3 columns

R e

Save to your USB under the filename: Grocery List.

Task #2
1. Type the information on the next page into a paragraph format.
2. Highlight and change the font to Arial size 16.

3. When you are done, highlight and split the story into 2 columns.
Do not highlight the title. Highlight the story part only.

4. Save as Growth Mindset Columns on your USB.

5. Close.
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A Growth Mindset

Have you ever seen people refuse
to try something because they think
they will not be successful?

If you have watched someone do
this, then you have witnessed a
fixed mindset. A fixed mindset is the
belief that a person is either good at
something or he/she is not. People
with fixed mindsets shy away from
a challenge. It is the belief that
trying and failing has no value. This
can happen with adults with
numeracy. They might tell you that
they are not good at math. At some
point, they have had a difficult
experience with

Essential Skills for Word Processing

math, and this has convinced them
that they cannot be successful.

A growth mindset is the knowledge
that we learn and improve from
trying. It is proven that people who
take risks and face challenges,
whether they succeed or fall,
become more successful and
confident people in the future.
Recognition of a growth mindset
helps people to persist setbacks,
learn from criticism, see inspiration
in the success of others and foster
a positive attitude towards trying
and learning.

Microsoft Word 2016 Page 67



Borders and Shading

A border is a box around a page or paragraph.

Shading is the colour within the box:

Border

J

Shading

1. Select the words you would like to put a border around

by highlighting them.

2. Click on the Home Tab.

3. Click on “Borders". -

4. Click on Borders and Shading.

5. You will see this:

Borders and Shading B=|
Borders | page Border | Shading
ttttttt : sty Preview
1 JE— Click.on o below o
ene b iy borc
8 _ """ B
D Shadow | | . Q
D Color: 1
T avomatc ¥
D @
§__ Custom =
aaaaaaaa h v

IEW Helg 7 Searg

L T | aabcene | AaBH

TMormal | T Body
Bottom Border

Top Border

Left Border

Right Border

Mo Border

All Borders

H
Outside Borders

Inside Borders

Inside Horizontal Border

Inside Wertical Border

Horizontal Line
Draw Table

View Gridlines

2 HE NS

Borders and Shading...

6. Click on Box on the left-hand side. Click OK.
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Click a style.

O 0 N o U kB W DN

Click a colour.

Click a width.

Customizing Borders

Find the word Style.

Scroll down to see all the styles.
Find the word Colour.

Click |+ to see more colours.

Find the word Width.

Click || to see more Widths.

10. Look in the Preview box (on the right side).

11. Click OK.

You can also take the sides off the border.

To take off the top
border, click here.

To take off the
bottom border, click.

To take off the left
border, click here.

Essential Skills for Word Processing

To take off the right
border, click here.
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Shading

1. First highlight the words you want to add shading to.
2. CI]Ck on the Home Tab_ Home Insert Draw Design Layout References Mailings Review View
i Calibri(Body) = |11 =~ A" A" |Aa~ R | I=~-i=-'- =3= 3] T
{?Formatpainter B IU-#x = ﬁvp'i' B===|1= 2

Shading is
in Paragraph Tools.

- .

AzBbCcDe AaBb
TNormal | TNo

E =[]

Theme Colors

Standard Colors
HE ENEEN

l:‘ Mo Color
More Colors...

4. You will see this:

5. Click on the colour you would like by
picking the box that is that colour.

6. To remove shading, select No Colour.

3. Click on the Shading down arrow. It is beside Borders to the left.

ARdDE_LDL T H

Fa

d’l - ; -
Theme Colors

Standard Colors

EEEER
DﬂcCclcr

TMarmal | T

Page 70
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Page Borders

Page Borders go around the whole page.

1. Click on the Design Tab. Design  Layout
-116 - A" A AF
- ab }{: }{: 1'.'&1". - _i?

2. Click on Page Borders.

I [

E Page
- Borders

und

Borders and Shading

8%

3. You will see this:

g

Borders | Page Border bading

Setting: @ Preview

= ~ Click on diagram below or use
: ne Ell

buttons ko apply borders

~
Apply to:
Paragraph '

4. Click on the box on the left of the word Box.

5. Find the word Style.
6. Click a style.

7. Click [+ to see morestyles.
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8.

Find the word Colour.

9. Click |* to see morecolours.

10

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

. Click a colour.

Find the word Width.

Click v to see more Widths.

Click a width.

Look in the Preview box.

You can add a picture border.

Find the word Art.

CIick_*f: to see more picture borders.
Click a style of art border.

Look in the Preview Box.

Click OK.
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Practice Tasks: Page Borders

Task #1

1. Type all the computer words you know, one on each line.
2. Add a page border.
3. Pick a style for the page border.
4. Center the text.
5. Save as Border.
6. Close.
Task #2
1. Type the names of 6 websites in size 18, one on each line.
2. Change the font to a Comic Sans MS font.
3. Change the font colour to green.
4. Centre the text.
5. Add an art page border.
6. Save on your USB under the filename Art border.

7. Close.
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Tables

You can organize information in a table.

This is a table.
This table has 2 columns
And 5 rows
1. Click on your Insert Tab.
P Pictures v Ic
— F& Online Pictures €7 31
- [0y Shapes - Iz 5y
D Insert Table
Table ANANEEEEEE

2. Click on Table. .

3. Click on Insert Table.

Essential Skills for Word Processing

E Inzert Table...
Draw Table

Conwvert Text to Table...
Excel Spreadsheet
Quick Tables 3

H &5l & §
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Tables Continued

4. You will see this screen:

Insert Table 7 >
Table size
Mumber of columns: ] =
Mumber of rows: 2 =

AutoFit behavior

L3

(®) Fixed column width: |Auto =
() AutoFit to contents
() AutoFit to window

[ ] Remember dimensions for new tables

5. Click %" to choose the number of columns that you want.

6. Click %" to choose number of rows that you want.

7. Click OK.
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More on Tables
Shading Rows

1. After you have made your Table. Click inside it, you will get a
new section in your Ribbon called Table Tools.

2. Click on the section named Design under the Table Tools.

.docx - Saving... - Table Tools

Design Layout

Developer

AaBbCcDe AaBbC( AaBbCcDe  AaBbceDe A
TMormal TBody Text Mo Spacing | TTablePa.. | TH

Stules

Shading

3.To add Shading, select the area that you want to shade
by highlighting it.

4. Click on the arrow under Shading.

5. Choose the colour you wish to shade.

—= - 1{1 pt —
—Z _ Shading Border' —
M Styles - L# Pen Col

Theme Colors

Hllllllllj

Standard Colors
| B | EEENR
Mo Color

vy More Colors...

|

6. The cells in you highlighted will change this colour. You can still type

inside them after the shading has been added.
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Adding and Deleting Rows in Tables

1. To add a row click on Layout under Table Tools. Tabie Tools

Design

0.19" * | O7 pistribute Ro

297" * | 5 Distribute Co

2. Click inside the Table where you want to add your row.

3. Click on Insert Below to add a row under where you have clicked.

=TT COyour

I

e =
Insert  Insert
Above Below

T

Bows & Coliimns

4. Click on Insert Above to add a row above where you have clicked
in your table.

Deleting a Row

docx - Saving.. - Table Tools

1. Click Layout under Table Tools.

Developer Help Design

Layout

AaBbCcDe AgBb(C( AaBbCcDe  AaBbCcDe A
TMormal T Body Text Mo Spacing | T Table Pa... T

2. Select the row you want to delete by
highlighting it with your mouse.

= Ty

3. Click on Delete. g =

T DE[EtE ‘: %‘(( % % %
Insert

4. Click on the down arrow under Delete to v
delete rows. X Delete Cells...

Delete Columns

— A -

%x
EE Delete Table
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Adding and Deleting Columns

1. To add a column, click on Layout under Table Tools.

N

column.

Adding a Column

. Click inside the Table where you want to add your

3. Click on Insert Right to add a column to the right.

& HE
Insert  Insert
b Left Right

mns P}

4. Click on Insert Left to add a column to the left.

Deleting a Column

1. Click Layout under Table Tools.

Table Tools

Layout

DI Distribute Roj

r'j' Distribute Caoj

2. Select the column you want to delete by highlighting it with

your mouse.

b=l
ser

3. Click on Delete.

T oIy
E
Delet:

e |

A Delete

-

4. Click on Delete Columns.

L =

) EH B {

sert  Insert |

% Delete Cells...
Delete Columns
Delete Rows

E:E Delete Table
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Aligning Text in Tables

Highlight the section or sections you want to align.
Click Layout under Table Tools.

EIEE A= @
3. Move (hover) your mouse over the boxes above | HEE %)
) . - E E E Direction Margins
Alignment. 5 Alignment
4. When you put your mouse on each one, a box =
H . . Text  Cell Sort -
will tell you what it will do. For example: (=) = precton vargins F

Alignment
Align Bottom Center

Center text and align it to the
bottom of the cell

5. Click on the top three pictures to align the words in your table to the

right, left or centre of their row. EI[E][F] | Alignin top of row

Align and move to centre
EEE of ?ow Align and move to
===

the bottom of row

6. Clicking on the middle three pictures will align the words the
same way but will move them down to the middle of the row.
Like this:

Align left, centre of row
Align right, in bottom of row

Align right in top of row
Align centre in centre of row

7. The bottom three will align the text and move it to the bottom
of the row.
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Changing Direction in Tables

You can change the text direction in a table.

= A=
You can change it from looking like this: = =
=l piraction 1
Alignment
This table has 2 columns
And 3 rows

1
To this: ‘fL”

Direction
c
n 9 N c
c 9 v 5 un
l_mm_
+~ £ 0
o

M »n

T 2

c O

< <

1. Highlight your table and click Layout under Table Tools.

2. Click on Text Direction to change your table. Click it again to
change it back.
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Practice Task: Tables

1. Create this table (3 rows, 5 columns) with a Calibri font size 16.

Volunteer Schedule

9:00-12:00 | FoodBank |  -—— | = —mm—-- Food Bank

1:00-5:00 Meals on L’il Tots Fire Dept |  -—---
Wheels Daycare

2. Save it to your USB as under the file name Table.

3. Close.

Demonstration Task 6: Table Review

1. Make a Table with 6 rows and 3 columns.

2. In the rows in the first line write these titles for your columns:
Name, Phone Number, Address

. Shade the top row with your titles green.

. Highlight table and align to the Center.

. Choose 5 people to go under names and fill out this table.

. Highlight the names you have chosen and shade that column yellow.

N o o AW

. Save to your USB as Information Table and then close.
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Table Tools

You can make your table smaller by using Autofit.

Use Autofit to change the size of the rows and columns to fit the text
in them.

Select your table by highlighting it and its contents.

Click Layout under Table Tools. Table Tools

Design

Then click on Autofit.

0.19"

|:|:_rr Distribute Ro

4

-l N

Then click on Autofit contents.

L4

217 * T Distribute Co

& Height: |0.48 cm

= AutoFit Contents
& AutoFit Window
5 Fixed Colump Width

Before Autofit
Names Address Email
Jill Smith 53 Mill St, Ottawa jillysmithy@hotmail.com
Rick Hanes 39 Fall Cr, Hopetown Hanes.Rick@yahoo.ca
Bill Jones 18 Lake Ave, Carleton Place Bill.djones@gmail.com
After Autofit
Names Address Email
Jill Smith 53 Mill St, Ottawa jillysmithy@hotmail.com
Rick Hanes | 39 Fall Cr, Hopetown Hanes.Rick@yahoo.ca
Bill Jones 18 Lake Ave, Carleton Place | Bill.djones@gmail.com
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Text Boxes

This is a text box

You put words or pictures in text boxes to move them around easily.

1. Go to your Insert Tab.

2. Click on the Text Box ico

3.You will see this drop-down screen with

n.

A

Text
Box -

different choices fortext boxes.

[ Header~

[3 Footer -

[3 Page Number~

Built-in

| Bl - - | TTEquation -
A - @ () Symbol -

Text
Box - al -

©

imple Text Box

Banded Sidehar

Banded Ouot:

4. Select Simple Text Box.

5. Click in Box and delete text by using your Backspace key or

by pressing delete.

6. Type in box.
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Moving and Changing Text Boxes

To change the size of a text box, use your mouse.

10.

11.

12.

Click on the text box to select it.

You will see little blue shapes around the text box.

L il i

B I

L i L]

Move your mouse over these boxes.
You will see an up and down arrow. @ v

Hold your left mouse button down on the arrow and move
the mouse to shrink or enlarge the size of the text box.

A dotted square will show you what your text box will look like

Lift your finger off the mouse button when you have the size
that you want.

Click inside the box to enter your text.
Click on your text box.

Move your mouse over the text box when you see 4
arrows. Click on them.4%>

Hold the left mouse button down and move the text box.

Lift your finger to stop.
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Inserting Shapes

These are examples of Shapes:

®T] Ly

1. Go to your Insert Tab.

2. Click on the arrow beside Shapes.

F Pictures
F& Online Pictures
[E}Shapes'

Recently Used S | ocgted in lllustration Tools.

3. Choose the shape you want from the menu.

—>

4. Click on the screen where you would like your

shape to go.

5. To move your shape, put your cursor over the text box
until itlooks like four arrows.

6. Hold your left mouse button down over the four
arrows and drag the shape where you want it to go.

Fd Online Pictures £7) 3D Models - g} Screen

[y Shapes - T SmartArt
Recently Used Shapes

QENNOOOALLS D
oen i}

Lines
NSNNTLL22z2bhe
Rectangles
CoDanODoO

Basic Shapes
HOANTLASOOOO®®
®GCOOIOr L¢ rOQ 06
OO@aLO0RIGCIN
[y 14t

Block Arrows
DatdelfLrRdT
[SR=T¥ fo V=P -Aw Sy ey ]
G40

Equation Shapes

F=Rr=A

Flowchart
Oo<JO0a0d0oceay
OB X ¢ AVAD
Qeno

Stars and Banners

TE L4 e D R O
s [T 0]

Callouts
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More about Shapes

1. Click on your shape to make changes to it.

2. You will see a new Tab on your Ribbon called Drawing Tools.

Review View Help Format S search
=p= bl AaBbCcDc  AaBbCcDc
3. Click on Format under Drawing Tools. .1 & ShapeFill~
. - ESHEPE Outline -
4. To colour your shape, go to Shape Fill. *| @ Shape Effects -
5 ]

5. Click the down arrow beside Shape Fill.

L <" Shape Fill ~ _

| Theme Colors

i H BN HE
.III||||||
Standard Colors
HE EEEER

Mo Fill

More Fill Colors...
& Picture...
D Gradient »
Texture 3

6. Pick the colour you would like to have fill the shape.

Borders on Shapes

1. To colour the border of your shape, click on Shape
Outline.

+ <7 ShapeFill -

EShape Outlinn-
& Shape Effect

o

4] |4

2. Choose the colour you would like for the outline of
your shape.

wi

IF
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3.

Shapes: Using Lines

You can go to shapes to put lines and arrows in your document.

. Go to your Insert Tab.

. Click on Shapes.
. Click on ||\\ under “Lines”
. Click the mouse on your page where you want the line to begin.

.Hold down the left mouse button and move the mouse to where

you want the line to finish.

. Lift your finger.

Changing Line Length

. Click on your line.
. You will see little circles at the end of the line. \

. Click on the circle.
. A plus sign will appear.

. Hold down your left mouse button to change size.

Moving Lines

. Put your mouse on the line. You will see this. <$>

.Hold down left mouse button and move the mouse where you

want the line.

Lift your finger.
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© Icons - A -
\/J o ! B !@

— s/
\(A new Insert feature added to MS Word 2016 is the option to -,’\-
add Icons. Icons are like phone Emojis and are symbols to lil
represent different moods, events and daily occurrences.

1. Go to the Insert Tab.

Insert Draw Design Layout References i
Fd Pictures ¥ lcons
— F& Online Pictures €0 3D ModelN§~ @ »creenshot +
able
- r(f) Shapes - I SmartArt
Tables Nustrations

2. Click onicons in the lllustration Tools.

3. Place anicon into your document.

*Note about Layout options /

. E & [ Layout Opt X
When you are inserting an icon, or picture you < Do
will see this box appear beside your picture. 7

Click on the box to set layout options. If you
select tight and fix position on page, you can
then move a picture or icon without needing a
text box.
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Word Art

Hello e )=
”

1. GO to your Insert Tab. Insert  Draw  Design Layout References i
@ F Pictures "5 lcons |:D:|Chart
- F& Online Pictures £7) 3D Models ~ éi Screenshot -
able
- '-E)Shapes' T SmartArt
H lllustrations

2. Click on WordArt.

1% Share G

Er~ E- & TT Equation =
= e— |

o A A ’:\ /A
A A A A

3. Select the WordArt you would like to use.

4. Click on the words that appear, and start typing what you want to say.

Your text here

5. To move your words, press down on your left mouse button
when you see the four arrows. <$>
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Changing WordArt

Word will show special formatting tool bars for inserted items.

*To use this toolbar, you must click on the item you are changing.

S L2 Shape Fill - N A Text Fill - m
abe ‘ Abe ‘ | Abe | - | [Z Shape Outline - A A A\ - & Tex Outline - 2
S G = = ]
7| Q@ Shape Effects T TextEffects™ | pirec
Shape Styles ‘WordArt Styles [
¥ ?
% Click for toolbar E =

1. Click on your WordArt.
2. Click on the Drawing Tools/Format Tab.
3. Click on WordArt styles to change the style of your WordArt.

Drawing Tools

Document10 - Word
Format ‘

Developer Help

Review View

Layout References Mailings
COAT = vi=— v a—v ez = A
A A Aa- fo | iZ-i=-52- == 2l T aambeede] AsBbcede AaBbC
K A-L2-A- | === 1=- & TMNormal | TMNoSpac.. Headingl Head
[P} Paragraph [P} Styles

4. Select the fill option to change the colour of the fill A
and outline of your WordArt. — E

Page 90
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Text Effects for WordArt

There are options in the Drawing Tool to change the way your
WordArt looks. You can add a glow to your WordArt or change
its shape. You can give it a 3D effect or a shadow.

1. Click the text effect option under the Drawing Tools tab.

2. You will see this screen:

B “ﬁ Text Direction -
L - [Sladign Tesxt -

&y - &2 Create Link

Shadow |3

1=

/5 Reflection »
/D glow ,
[\ Bevet g

i ;t\ 3-D Rotation »
db Transform  »

3. As you move your mouse over each option, your WordArt

will change to give you a preview of what you will be

selecting.

4. You can press undo at any time if you change your mind

about a selection.
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Changing Font and Font Size in WordArt

Changing your WordArt font is the same as changing regular text in
Word.

1. Highlight your WordArt.

Uslng WordArt

O T ———— O

2. Select the Home Tab.

=

O ——————— ——————_ S —0
|
|
T
|
1

Arial % v A A Aav B S
Theme Fonts 45 E
Arial (Headings) | =
= Aral (Body)
All Fonts
T AcadEref

{} Adobe Caslon Pro
{} Adsbe Caslon Pro Bold

noth e 000 - PR

3. Select the font you wish to use from the Font Tools.
4. Click on font sizes.

5. Select the size you wish your font to be.

- | ’T‘A‘ A | Aav | & = -|iz|v|ta=~

- -w-A- ===

| | 10 Parag
11 Ngyour WordAartTontis Tne same as cn
12

14 Highlight your WordArt

0 WordArt
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Practice Tasks: Text Boxes, Shapes and WordArt
Task #1
1. Use WordArt and write your name.
2. Change your WordArt to blue and add a shadow to it.

3. Save as filename WordArt Name and then Close the document.

Task #2
1. Insert a Text Box.
2. Type your address in the box.
3. Select text by highlighting and make it size 16 font.

4.Click on text box and widen it, so your street address is on the
first line and your province, country and postal code is on the
nextline.

5. Save to your USB as address text box. Close.
Task # 3 A

1. Make a star in Shapes. N

2. Make the Shape Fill yellow.

Search results for "star

B - S RV A (TR
m / & ¢

3. Search and select a star in icons.

4. Use Layout options to place the

icon beside your shapers.

5. Save under the filename: My Stars. Close the document.
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D
1

2
3.
4

92}

7.

emonstration Task 7: Shapes, Text Boxes and WordArt Review
. Type your name.
. Select and Bold your name.
Press your Enter key twice to leave a space.
. Try to type this example below using Text Boxes, WordArt
and Shapes.
. Use the Format Tab to transform and add reflection text effect options.

. Use ‘Calibri’ font, size 20 in your text box.

. Save under the file name Yard Sale.

Giant Yard Sale

2 Nr f R © s
|_&‘<‘ L«: [ l N/ F: ( o/ ’,'-‘.".' 2R I:\\‘ J S { \ / ‘/“‘, 2)
) FARSA A=A =D 18=J \V/\=
Nt |8 B NS WS § Pl Saa ) § 3 § ¢ M U W W22

(e

v
=
Q

. Print a copy for your instructor. If you ae working outside the classroom,

save and [JJ attach this assignment to an email to send to your course
practitioner.

Close.
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Pictures
You can add pictures to your document.

You can add your own pictures or ones from MS Word.
Using Online Pictures
1. Click on the Insert Tab.

2. Click on Online Pictures.

Online Sh

Pictures
Ilust
3. This screen will appear:
x Type the type of picture you wish to
Insert Pictures use in the long, white search box and

> Bing Image Search
Search the web

then click the search symbol
or use your Enter key to search.

4. Pictures of what you have

searched will come uponthe [ x
screen, like this: B onomeseocn e
L g ) o
==l © I - .

Scroll to look through the images. Double click (two mouse clicks)
to choose the picture you want in your document. Try different
searches to find different pictures.
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Inserting Online Pictures

1. Find an online picture of your choice.
2. Double click on the picture.
3. Itis now in your document.

Inserting Pictures from Files

1. Click on your Insert Tab. 3
|

Pictures On
Pict

2. Click Pictures.

3. Click pictures from the picture libraries (My Pictures) category.

You will see this:

Click to look in Pictures

If your picture is on your USB,
select it instead

4. It will open to My Pictures.

5. Pick the file where your picture is.

6. Double click on the picture you want to use to Insert it in your document.
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Moving a Picture

1. Click on the picture.

2. Go to Home Tab.

3. Use centre alignment to put the picture in the centre.

4. Use right alignment to put the picture on the right.

Positioning a Picture

1. Click on the picture.

ces Mailings Review View
— .= ez A q
= == = | *=
— Bl = = | «=" & - i
Paragraph r

Picture Tools

2. Click on Format under the Picture Tools Tab.

3. Click on Position.

Format

jol

Paosition =

Format

=]

In Line with Text

Search

4. Click to choose where you want your picture on the screen.

E Positio
IljewithText A ,-I-Op Centre
= r
\E’exthM
Top Left —— E] [E |8 Top Right
Middle Left p———b § E <+—— Middle Right
Lower Left |—> = = <«—— Bottom Right
More Lfiyout Options..
/
Bottom Centre 4 L
Centre
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Moving Pictures with Layout Options

Using Picture Layout will make it easier to move pictures around.

1. Go to your Insert Tab and Insert an Online Picture into a blank document.

2. Click on the picture.

3. You will see a little box appear beside it.

4. Click on the box. oo Opters X

5. Choose the layout options you would like for the picture. E |
Hover your mouse over the choices to see each option. For WEEE
example, if you would like to see your picture positioned in A==
front of your text choose this option. If you just want the e
freedom to move your picture around your document, then

choose tight (the top middle option).

6. Click fix position on page after you choose the layout option you want.

7. To move your picture, press down on your left mouse button
when you see the four arrows. <$>

8. Drag the picture where you want it to go. When you have found the right
spot on your document, stop holding down the mouse button.
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Changing Picture Colour

Picture Tools

1. Click on your picture.
Format

2. Click on Format under Picture Tools Tab.

E SETT oraw LIESTOTT

Bl Color -
- E|§Artistic Effects ~
Carrections
- E|§Transparency' g -
Adjust

3. Click on Colour.

. . bl Color - =
4. You will see this screen: Color Ssturation
El

Color Tone

5. When you move your T ] _ : _ _ _
mouse over the options,a =~
box will tell you what — ——
each colour is. ——— e —

6. Choose the one you wish to use by clicking on the example of
it given.
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Changing Picture Size

1. Click on the picture.

Document10 - Word

put References Mailings Review View Developer Help Format 2 se
. . Chae [ B | EiEewEe == AL ASBbCe AsBbCcl]
2. Click on Format under Picture Tools. T T [ mamecex AaBbCe AzBhcct
LA | EEEE IE | O TNormal | TNo Spac.. Heading! Heading2
] Paragraph ) Styles

3. Look for Height and Width size.

3

EMPLOYMENT
ONTARIO

47| Height: |0.52° = —
=1 Width: [0.83° s _ - "
i RERAR TR

.’;} Ontario
1w

entario.calemployment « 1-800 -387-5656

out there. We'll help you find it

4. Use the arrows change the size.

Adding Borders to Pictures
1. Click on Picture.

PFicture Tools

iew  View  Help Format jeol

[ Picture Border - F‘
= El

2. Click on Format under Picture Tab. &L || Qraucts- | L

- @3 Picture Layout = Text

3. Click on Picture Border.

[Z picture Border v f~l

™ || Theme Colors

. . . .III||||||
4. You will see this screen  [* s

5. Choose the colour of your border.

6. To change your border’s thickness, click on weight.

Then, choose the Weight (border width) you want for the border.
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Practice Tasks: Pictures

Task #1

1. Click on Online Pictures.

Search for: computer.

Double click on a picture of a computer.
Centre the picture (alignment).

Colour picture: Greyscale.

Use Height and Width to make picture larger.

Save to USB as Grey Picture.

® N O U &~ W N

Close.

Task #2

Click on Picture.

Click on Sample Pictures.

Choose picture from Sample Pictures.
Click on Picture.

Add a blue border.

Change border weight to 6pt.

Save to USB as Picture Border.

® N oo U & W bhoRE

Close.
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Demonstration Task 8: Picture Review

1. Type your name.

2. Type Enter key twice to leave a space.
3. Type the word House.

4. Center the word House.

5. Change font colour of House to green.
6. Change font type to Arial.

7. Change font size to 36.

8. Use Enter key to go down a line.

9. Search Online Pictures for a picture of a house.
10. Double click on a picture of house.
11. Recolour the house picture Sepia.
12. Add an orange border to picture.

13. Make border 3 pt weight.

14. Enlarge picture.

15. Centre picture.

16. Save to USB under the filename: House Picture.

Essential Skills for Word Processing Microsoft Word 2016 Page 102



Line Spacing

You can set the space between the lines on your page.

This is an example of what | | This an example of

single spacing looks like.

1.5 spacing.

This is an example of

Double (2.0) spacing.

1. Click on the Home Tab.

2. Select the text you want to space by highlighting it.

3. Click on

L

4._"'

above Paragraph Tools.

4. You will see this screen:

—
ol

I

= Ln

Line Spacing Options... ~

Remove Space Before Paragraph

Add Space After Paragraph

5. Choose the line spacing you want.

6. Click on - Line Spacing Options for more options.
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Practice Task: Line Spacing

1. Type about what you have learned so far.

2. Spell and Grammar check your document.

3. Give your writing a title.

3. Center youir title.

4. Underline your title.

5. Select what you have written by highlighting it.
6. Change the line spacing to 2.0.

7. Add a picture from online pictures.

8. Position the picture to the bottom centre of your page using Layout Options.

9. Save as Line Spacing on your USB.

10. Close.
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Page Numbers
You can number your pages in MS Word.

1. Go to the Insert Tab. —
!
FPage i
Mumber= H
FE TopofP
2. Click on Page Number. I

3. You will see this: Top of Page

Eottomn of Page

Page Margins

* v ¥ v

Current Position

Eormat Page Mumbers...

b GF B F) [ @

Bemove Page Numbers

4. Choose if you want your page numbers at the top or bottom of
the page.

5. Scroll down to see different page number options.

Q /q D’A.S‘QHEMVEL\:E B T[ Q

[, Date & Tim,
Page  Tet Quick WordAr -
[Number~  Box- Parts~ - [ object ~

B TopofPage » o Tert Symbols

Equation Symbol

[y Format Page Numbers
[ Remove Page Numbers

Plain Number 2

Plain Number 3

Page X
Accent Bar 1

6. Click on the type of page number you would like.
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Headers and Footers

A header is at the
= I cop of cvery oo

of a document.

A footer is at the
bottom of every
page of a document.

1. Click on the Insert Tab.

(R (4]

ment Header Footer Page
2 ~  MNumber~

ments Built-in

2. Click On H eader' . Pictures Footer =] [« Show Document Text ] Insert Alignment Tab

Irt Mavigation Options Position

3. Scroll to see choices.

Header Example February 19, 2021 Report

4. Choose a Header.
5. Click on Type in the header to title the header.

6. Click on & | to close Header to add it to your page.

Close Header

and Footer

Close
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Footers

1. Click on the Insert toolbar.

Blank

[Tyge here]

2. Click on down arrow under Footer.

[Tyge nee] Myperem]  [peren]

3. Scroll to see Footer options.

Austin

4. Click on option.

5. Click on Type Text.

Banded

6. Type your Footer.

@ More Footers from Office.com
@ Edit Footer

7. Click on to add Footer to the page.

g‘( Remove Footer

Deleting Headers and Footers

1. Click on Insert toolbar.

Annual

2. Click on Header or Footer.

3. Click on Remove to delete. - el {(———
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Practice Tasks: Headers and Footers

Task #1
1. Open the Line Spacing document from your USB.

2. Add page numbers.

3. Save.

4. Close.

Task #2
1. Open your Grey Picture document.
2. Add a header that says Picture.
3. Add a footer that says, “Microsoft Word 2016”.
4. Save.

5. Close.
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The Design Tab

Microsoft Word 2016 now has a Design Tab. This tab was not
included in past versions.

2016 Essential Skills for Word Processing (1).docx - Saving... ~

Insert Draw Design Layout References Mailings Review View Help 2 Search

TITLE Title Title TITLE Title Title TITLE me Tite
e B mae__ Eozhsess L= S e
| e SRR SR

mommmmse EDEims =R

Document Formatting

The Design Tab is where you will find options to change and add

design items to your page.

Some these options, include: Aal
Themes
Themes and colours for your page. x

Adding custom titles and headings to your document.

Title

Adding a watermark to the background of your document.

Changing the spacing of your paragraphs.

Changing page colours and adding page borders.

1= Share LT Comments

§Paragraph Spacing = D @
@Eﬁects'
Watermark Page Page

() Set as Default - Color - Borders

Page Background ~

| ST TR 0
Colors Fonts (O tfects Waten e

nts
- () setas Default

Confidential

CONFIDENTIAL 1 CONFIDENTIAL2

DO NOT COPY 2

DO NOT COPY 1
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Practice Task: Design Tab

1. Recreate this document below:

Introducing the...

2. Change the Theme to Frame.

3. Add a Sample watermark.

4. Change the font to Cambria.

5. Change the colour of the page to Green, Accent 4.
6. Add a Box Page Border, 3 pt width.
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Creating Charts in Word

In this lesson, you will learn to create a chart in Word.

You will need to survey people in your class. If you are working on
this course independently, please find at least 4 people to survey.

You will conduct a survey asking how many cups of each beverage

(coffee, tea, water, and pop) a day each person drinks.

1. Go to the Insert Tab.

Draw Design Layout References
P Pictures l‘g lcons ED]Chart
. F& Online Pictures P 3D Models - él Screenshot =
2. Click on Chart. Rosmapes T smari
INustrations
3. Choose a column chart.
Insert Chart ? x

Line Clustered Column

Bar

CharToee
Area
XY (Scatter) I I I I

Map

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
Funnel

Combe

FEdEEFGEEBESEEMe

Cancel
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4. You will get an Excel box to fill in.
Click on the pre-existing information and replace it with the
names and results from your survey. It should look like this:

Chart in Microsoft Word

A B C D E F G H | J -
1 Kim Susan Donna Joyce Jeanne Golda John Mary Angela
2 _Co‘f'fee 2 1 3 0 3 1 2 2 0
3 [Tea 2 1 o o o 2 o 2 5
4 |Water 2 3 1 o 4 1 4 2 3
5 |Soda 0 1 1 0 0 0 1 1 al |7,

5. Your chart will appear once the data is filled in.

Chart Title

et

Coffee

O Rr N W b U1 OO N

!.5!.5!!-;:.;-\;:-1;:.
R

o
ke
Xt
ky
.
)
2
3
i
g
A
1
[

= s
Water Soda

M Kim =Susan & Donna MJoyce ¥ Jeanne M Golda WJohn B Mary HAngela

6. Click on Chart Title and type Cups a Day.
7. When you click on your Cups a Day chart. You will get a
formatting bar atthe end of the ribbon.

8. Use these options to change your chart any way you would like.
Click your Undo arrow if you wish to go back to the way it was
before adding the new design item.
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Templates

Often, you can find a template for the item you need to make already

premade in word.

These are called templates.

New

2016 Essential Skills

| yer]

Suggested searches:  Business Industry Personal DesignSets Event Education

Blank document it

We don't have any featured templates right now.

Cards.

You can search for any kind of template and use it to make what you

need.

1. Search for a template.

New
¢ H =
e S
ot . $ " -
= ]
Close
Happy Easter card (quar... Easter card (with flower... Easter card (1
Account
Feedback
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2. Click on the one that you wish to use then click create.

]

Create

3. Click on the text in the template to replace the text.

EVENT SUBTITLE

DATE
TIME

LOCATION
ADDRESS, CITY, ST ZIP CODE

4. Print and save as you would a regular document.

Note: You can also add pictures, icons, shapes, and tables to a
template as well. When you have some extra time, practice
exploring options in templates.

Practice Task: Templates

1. Search for a Certificate of Appreciation in Word templates.
2. Choose someone you would like to thank.
3. Change the wording of the certificate to say thank you to someone
you are grateful towards.
4. Place the person’s name in the certificate and print it out for
them.
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Task #2

1. Click on File and click New to
look for Templates.

2. Search for Sales Receipt Simple Blue.

3. Click on Create.

4. In the left-hand corner fill in the information that starts with
Your Company. You sell second hand (used) items. Give your
store a name, an address and a phone number.

5. Click into the Boxes and fill in the following information
noted under Directions (Only fill in the information you are
given. It is okay to leave some boxes blank)

6. Directions:
a) Leave Sales Receipt as it is.
b) Use today’s date.
c) Receipt #is 523.
d) Buyer is Harpreet Hisami from Hisami’s Flea Market
Address: 12 Market St, Paris, ON N3L 3A3; Fax: 613-555-5555;
Phone: 613-555-5554
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e) The sale includes 1 used brown leather sofa, item # 223, unit priceis
$230.00 and 1 crystal floor lamp, item # 939, unit price $99.00.
f) There is a 10 percent discount on the merchandise before taxes.
g) The Subtotal for the merchandise will include 10% discount
(On your calculator: Price for item 1 plus price for item 2
then subtract 10%).
h) The sales taxes will be added to the subtotal (13% in Ontario).
i) Click on Your Logo Here and add an online picture of a used
couch.

j) The store slogan is “New to You.”

k) Give your business a name.

TTOW LT

=] o, Sales Receipt

‘Company Slegan Dofe: D=z
REeceipt & Mo.

Tobal Discouwnt
Swbdabal
Soles Tax

Tokal

Thank you for youor besiness|

Compaory Mome Steet Address,City, 5T TIP Code Phone Fox Emall
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< Equations and Symbols ©°

You can use Word to type out math equations and symbols.

This is in the Insert Tab on the far right in the Symbols Tools grouping.

1. Click on symbols to find a math symbol that you cannot
make on the keyboard, such as a division sign.

5+1=5

2. Choose the symbol you need to use. If the symbol does not
show in the dropdown menu then scroll down for more

options.
£E £ ¥ ©

& ™ + Fa <

- " =21

TR

B n 0 3 ©

3. Click on Equation to place a mathematical equation in

your document.

4. Choose the equation you would like to solve.

Q

Symbol

-

bols

) More Symbols... Click on More Symbols to see a larger selection.
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5. Click on the letters to replace bythagorcan Theorem

them with the numbers you need |#* +b*=¢
to solve the problem.

22 _l_ 32 e C2 Dasl Th
6. For more Options & More Equations from Office.com
. ’
select More Equations (L ==l B
.-_il Ink Fouation
or Insert New Insert Mew Equation

Equation.

7. If you choose Insert New Equation, you will be able to build

the math problem piece by piece. ARG

=0

Fraction Script Radical Integral Large Brac
- - - *  Operator -

Fraction

Common Fraction

Practice Task: Equations and Symbols

1. Choose 4 basic math equations.

2. Use symbols and/or equations in Word to type this equation
out on your screen.

3. Place a Header on this document that says, Symbols and
Equations.

4. Save to your USB under the filename Word Math.
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Final Demonstration

1. On the next page you will see an advertisement.
2. Type this up on your computer.

3. Try to make it look the same.

4. Use Calibri font.

5. The font is size 14,

6. Pumpkin pictures will vary; you may use any pumpkin photo
you would like from online pictures.

7. Afterwards, type your name at the bottom and right align it.
8. Save on USB as Final project.

9. Print a copy for your instructor. If you are working away from the

classroom, attach @J this document to an email to send to your course
practitioner.

10. Close.
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<irby's FUn Farm

Hours of Operation

Days Times
Monday 10am-5pm
Tuesday 10am-5pm
Wednesday 10am-5pm
Thursday 10am-5pm
Friday 10am - Midnight
Saturday 10am - Midnight
Sunday 10am - Midnight
Daytime activities include: Night-time activities include:
Corn mazes, magicians, pumpkin Haunted hayrides, spooky
carving, wagon rides and puppet buskers, a haunted house and

shows.
costume contests.

1245 Smithson Road, Odessa, ON

Call 613-225-7755 or email kirbyfarm@hotmail.com for details
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Additional Activities

Congratulations! A%

You have now completed the Essential Skills for Word Processing
course. It is recommended you try all or some of the activities in the
following section to practice your new digital skills.

Have fun creating these new documents. If you require further ideas for
document use using Word 2016, use the Internet to search ideas or talk
to your instructor to brainstorm what to do next.

Milestone Stop

Ask your
instructor about
Milestone 3 or 4
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You can look for specific pictures when using
the Insert Tab. Much like on a Google
search, you can use description to find a
specific photograph. For example: type
yellow, gerbera daisy instead of flower or
tiny litter of puppies instead of dog.

S Uk W N

N

Quote of the Day
Finding Online Pictures

(@ Search Results

[ 8ing ~

Bance quote x 0O

dance like
* no_one Is

isnt about
waiting
for the rm

Using WordArt write My Quote of the Day and place it on the top of
your page.

Hit the Enter Key twice to move down two lines on the page.

Choose an interest or value that you have or a characteristic you admire.
Click on the Insert Tab.

Click on Online Pictures.

Search your interest/value/characteristic along with the word quote,
example: inner strength quote.

Choose a quote that you like and Insert it onto your page

8. Centre the quote on the page

9. If you can, print it and give it to your instructor to put up in your

classroom or hang it up at home.

Skills needed:
e Using WordArt and Pictures

e Searching and selecting a photograph
e Alignment
e Printing
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Agenda

You are chairing a meeting to plan an event for your community. As
the chair, you will need to prepare an agenda for members to follow.

1. Insert the logo of your organization at the top of the page, you may
choose something from Online Pictures or use an Icon.

2. Type the word Agenda in bold letters (centre justified).

3. Type the date and time the meeting is to happen.

4. Type each agenda item to be discussed in a list. Use bullets

to separate the items. (include agenda items like

“Welcome” “Call to Order”, “New Business”, “Business

arising from last meeting”)

The last item should be deciding your next meeting date.

Save to your USB as Agenda.

Print a copy if you have a printer available.

© N o U

Close.

Skills needed:

e Writing — organizing topics and timelines
e Inserting

e Formatting

e Justification

e Bullets

e Printing

e Saving to USB
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Letter Requesting Information

Write a letter to a government body or potential supplier asking them
for information regarding a product or service you may be interested
in purchasing. The information you may be seeking could be provided
by a phone company, a school, your bank, or your power company.

1. Type the date you are writing the letter (left justified).

2. Type a salutation — Dear Sir or Madam (unless you know
the name of the person) (left justified).

3. Type the body of your letter (be specific as to what you
are asking for).

4. Closing paragraph. Include a thank you for your help and a | look
forward

to your reply type statement.

Type the closing regard Sincerely or Yours Truly.
Leave 3 spaces to sign your name.

Type your name under those spaces.

Save to your USB as Information Request.

w 0 N o WU

Close.

Skills needed:

e Writing — Sentence structure and clear ideas
e Inserting

e Formatting

e Justification

e Saving to USB
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Poster

Your company is having a staff meeting in the boardroom on

Wednesday and you are creating a poster to be printed off and posted

around the office. All employees are expected to attend. The meeting

will take place at noon. The boss will supply lunch for the meeting.

1. Insert the logo of your organization at the top of the page.
2. Type Staff Meeting in large letters (centre justified).
3. Choose a Font that is appropriate for the situation and your
company.
4. Type in the date of the meeting and the room it will be held in.
5. Type the time of the meeting.
6. Insmaller letters at the bottom make it clear lunch will be provided.
7. In bold letters type that all employees must attend.
8. Save to your USB as Poster.
9. Close.
Skills needed:
e Designing
e Inserting

e Formatting
e Justification
e Font Selection
e Saving to USB
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Checklist "/

Please check all that apply.
While completing this course, ...

[ Used the pictures to gather information about Word 2016 (A1.2)

O Located the information that | needed from different sections of the
manual to complete tasks and demonstrations (A1.2)

[ Scanned the information in each lesson to find the information |
needed to complete tasks and demonstrations (A1.2)

] Used the index to find information | needed (A1.2)

1 Read the titles on each page to find the information | needed (A1.2)

1 Understood the information from the reading (A1.2)

[ Understood the purpose of the writing (A1.2)

[ Found ways to understand any words or terms that | did not know
before taking this course (A1.2)

] Was able to follow the written instructions (E1, A1.2)

1 Explained any issues | was having to my instructor and asked for
assistance (B1.1, E2)

] Was able to describe the assistance | needed using the correct
terminology (B1.1, E2)

[ Completed the writing exercises requested by the manual (B2.1)

[ Completed the Additional Activities in the manual (B2.3)

[ Created tables and lists using Word (B3.2, D.2)

[ Understood where to make entries in the tables | created (B3.2)

[ Created and answered mathematical equations in Word (C1.1)

[ Calculated taxes and discounts on a receipt (C1.2)

[ Opened and closed Word (D.1)

] Operated a mouse (D.1)

] Selected and deselected text (D.1)

[ Found where everything | needed was on the Ribbon (D.1)
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[ Changed font color and size (D.1)

] Printed a document and used print preview (D.2)

[ Cut, copied and pasted information in my document (D.2)

[ Used spell check, grammar check and word count (D.2)

1 Used the Insert tab to add WordArt, shapes, text boxes and pictures to
my documents (D.2)

[ Used formatting tabs to change WordArt, shapes, text boxes and pictures
to my document (D.2)

1 Completed the final demonstration in this course using online pictures,
tables, WordArt and columns. (D.3)

[ Completed the additional activities in this course (D.3)

[ Set goals for myself while participating in this Task (E.2)

1 Understood what skills and knowledge were important for completing
this manual (E.2)

[ Set a schedule for myself (E.2)

[ Completed the course in the time frame that | set out for myself (E.2)

[ Attended regularly to work on the course (E.2)

Suggestion for further study

Learn how to use Word to create resume.
Type the following address into your web browser:
https://www.digitallearn.org/courses/creating-resumes
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