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Instructor's Notes

Reviewing the Document

Go over Figure 2-1 with students showing them how documents are often marked-up for editing.  Explain that these editing changes will be very simple to do thanks to many editing features of Word.  

When students open the document, they are asked to save it but in a new name.  Remind students that the purpose of naming the document with a new name is to keep the old document in its original state.
Using the Spelling and Grammar Checker
Word's Spelling and Grammar checker highlights typing errors in red and grammatical errors in green as you type. If you open an existing document, you can still use the checker to locate errors. As the checker proceeds through the document, it will stop at each error it finds and suggest one or more possible corrections. 

After seeing what a powerful tool the Spelling and Grammar checker is, many students might be willing to leave their proofreading to the checker, but these same students, then, will miss all of the homonyms in the document; these words will all be in the Word dictionary and, as such, the checker will pass them by, but they will all be the wrong words for the document.
Classroom Activity

Stress to students that there is no substitute for careful proofreading. A useful exercise for demonstrating this to students might be to give them a document (electronically) with several of the correct words replaced with homonyms (i.e., "there" for "their") and ask them to check the document for errors.  

Be sure students understand that the Spell Checker will indicate some words are misspelled when they really are not.  Explain that if they have a word that is always marked a misspelled even though it is not, they might want to add that word to the dictionary.  For example, their name might come up as a misspelled word.  Because they will type their own name quite often, it is best to add it to the dictionary.
Selecting Parts of a Document
Again emphasize to students that there are multiple ways of doing tasks in Word - including selecting text. You can use different methods to select text with the mouse or keyboard. Use the mouse to quickly select any amount of text -- a letter, a line, or the entire document. To select a single line or more, click in the selection bar, which is the blank space in the left margin where the cursor turns into an arrow. After the text is selected, you can perform many actions, including deleting the highlighted text by pressing the Delete key.

Normally when you select text you shouldn't (and, in fact, usually can't) worry about the spaces around the word, phrase, or sentence.  For example, if you want to move a word, you double-click the word.  Normally, Word will select the word and the space after it, not the space before it.

You should go through the entire list in Figure 2-6 covering these selection methods.  The more adept students are at making these quick selections, the quicker they can work through the editing process.

Deleting text

Be sure students understand that when you use the Delete key to delete select text, the text does NOT get saved on the clipboard.  Of course, they can still press the Undo button to reverse the deletion but they will not be able to paste it from the clipboard.
Reverse edits using the Undo and Redo buttons

This is a good time to review the process of the Undo and Redo buttons.  Although this was discussed in Tutorial 1, consider reviewing the topic here.  Discuss with students how you often realize, just a second too late, that you made a mistake. In Word, you can easily fix the mistake immediately after you make it by clicking the Undo button on the Standard toolbar. Undo remembers a long list of actions, as you can see by clicking the list arrow next to the Undo button. You can undo a single action at a time by clicking the Undo button or several at once by selecting an action from the drop-down list on the Undo button. If you select an action from the list, Word will reverse all actions up to and including the one you click.

If you discover that you shouldn't have undone an action, you can click the Redo button on the Standard toolbar. This will reverse the action taken by the Undo button. The Redo button will not be available until you have clicked the Undo button at least once. It can't redo an action unless one has been undone.
Classroom Activity
The best way to teach the use of the Undo and Redo commands is to show the way in which they can save students considerable time and effort in restoring documents to their original state after edits have been made.  Encourage students to remove a significant amount of text from a document, only to immediately ask them to restore it, in order to demonstrate the usefulness of a command that can immediately restore that text removed from the document. Also tell students to think about the Undo and Redo commands as a license to explore new fonts and formats with the confidence that if they do not care for the change they have made, they can always remove it with a click of the Undo button.

Quick Quiz
1. If you have a document that you want to preserve in its original condition but you want to make a copy of it in a different file, you should use the ____ command. (Answer: c)
a. Save

b. Open

c. Save As

d. Close

2. To make sure that the Spelling and Grammar checker checks your entire document, place your insertion point _____.  (Answer: at the beginning of the document)
3. True/False:  To select an entire sentence, you can press and hold the Shift key, then click within the sentence.  (Answer: False)
Moving Text Within a Document
The ability to move text within a document is a timesaving editing feature. Moving text, compared to retyping the same amount of text, makes it much easier to reorganize a document. Dragging and dropping text enables you to move small or large amounts of text with a few mouse clicks. Students may find it difficult, at first, to perform a drag and drop action.  Before they do the steps on page WD 52-53, consider having them watch you do it first.  This will help them have a visual of this action.
Cutting or copying and then pasting text are other ways to move text from one location to another. Cutting text removes it from its original location. Pasting places it in a new location. Copying leaves the text in its original location, but places a copy of the text in the new location when you paste. Cut and copied items are stored on the Clipboard. 

Again, consider demonstrating this action before the students attempt to do it themselves.

Share these tips with your students to aid them in deciding when to use drag and drop versus when to use cut and paste: 

· It is usually easiest to use drag and drop to move small blocks of text a short distance in your document.  Normally, the original location and the destination of the text both appear in the document window at once. On the other hand, if you have to move the text a greater distance or if you want to move large amounts of text (i.e., several paragraphs), you should use cut and paste. The greater distance that you have to scroll through a document to find the destination of the text you are moving  using drag and drop, the greater the chance that you will accidentally release the mouse button and drop the text where you do not want it to be placed.

· Always double-check the results of a drag and drop or a cut and paste.  It is easy to make a mistake in moving text. If you catch your mistake immediately, you can simply Undo the operation.

Finding and Replacing Text
Explain to students that Word has a Find feature that enables you to locate a word or phrase in a document. The Replace feature enables you to automatically change the word or phrase after it is found. Word can easily search an entire document for a specific word or phrase. You can set the options to automatically replace every occurrence of the text or to only replace individually selected occurrences. Delete a recurring word by searching for the word and replacing it with nothing or a space. You can also change the document's appearance by replacing a font, a special character, or the appearance of the text (bold, italic, etc.).

Students often do not appreciate the danger in selecting Replace All in the Replace dialog box during a find-and-replace operation. They should understand what would happen if they replaced all occurrences of "mine" with "ours", without specifying "Find Whole Words Only."  All instances of the word "mine" would become "ours", but words like "determine" and "mineral" would become "deterours" and "oursal".
Quick Quiz

1. If you are using the drag and drop method to move text and you do not like where the text was inserted you can press the _____ button to reverse the action. (Answer: d)
a. Paste

b. Copy

c. Insert

d. Undo

2. The cut means to remove text from the document and place it on the _____.  (Answer: clipboard)


3. True/False:  To place text from the clipboard to a location in your document, move your insertion point to the desired location and press the Paste button. (Answer: True)
Changing the Margins and Page Orientation
The book makes a very valid point in the first paragraph.  You should point out the first sentence in this section.  The sentence suggests that, when editing a document, you should start with changes that will affect the whole document.  These include changing margins, line spacing, etc.  Tell students the reason for this is that these changes will have an effect on other editing decisions they will makes later.

Margins affect the amount of white space between the type and the edge of the paper. The significance of the Apply to list box on the Margins tab of the Page Setup dialog box is not to be underestimated.  Reminding students to pay close attention to what appears in the Apply to list box can save them a lot of frustration after they spend time changing margin settings to accommodate a special page size only to find that the changes they made affected only a given section of the document. 
Also encourage students to make use of the Preview section of the Page Setup dialog box so as to make sure that the margin settings they select will make sense in terms of the finished product.

Changing Line Spacing
Line spacing, which you can change in the Paragraph dialog box's Indents and Spacing tab, determines the amount of white space between lines of type.  Explain that they will use single spacing most of the time.  However, many of the instructors may require that their papers are double-spaced.  Some instructors require this to allow them space to write their comments on the paper.  
Aligning Text
Text alignment identifies how the text lines up between the left and right margins. Paragraph indents change where text starts and stops on each horizontal line without changing the margins. Indents are most often applied to the first line of a paragraph, but entire paragraphs can be indented for various reasons. Although students will likely have seen all the types of text alignment and paragraph indentations described in this tutorial, some of the terms as likely to be new to them, including justified alignment and hanging indent. The best way to increase student understanding of these various paragraph formats is to display some paragraph of text justified/indented in each of the ways described in the tutorial.
Classroom Activity

Students need to see what each of the alignment buttons do to a paragraph.  While they are working on page WD 64, they will format the paragraph to be justified.  As an activity, also have students center, right-justify, and left justify the paragraph.  This will help them see the result of applying these four alignment features.
Indenting a Paragraph

First go over the two definitions given in the introductory paragraph for this section.  Explain what a hanging indent is and how it might be used (a bibliography entry is a good example).  Explain that they will more likely use the Indent paragraph button than the other type of indenting. As students work through the steps on pages 65 and 66, have them indent the paragraph several times (instead of just once) so that they can see that each push of the indent button will indent the paragraph to the next tab stop.  Of course, be sure they decrease the indent back to the .5 inch marker.
Quick Quiz

1. If you want to replace character or a phrase with something else, you use the _____ command along with the Find command. (Answer: b)
a. Insert

b. Replace

c. Change

d. Alter

2. Word uses a default margin of _____. (Answer: 1.25)
3. By default, text is aligned along the left margin and has a justified right margin. (Answer: False)
Using the Format Painter
Although the Format Painter was designed to make copying all of one paragraph's formatting features to other paragraphs much easier than it had previously been, the Format Painter itself can be tricky to use at first, as it can be hard to remember the order of the steps required to copy the format and then apply it. Students are also likely, at first, to single-click when they should double-click.

Explain the difference between double-clicking the Format Painter button and single-clicking the Format Painter button.  If you single-click the button, you may use the Format Painter to copy formatting to ONE location; if you double-click, you can copy the formatting to multiple paragraphs.  In this case, however, you will need to click the Format Painter button again to turn it off.
While practicing using the Format Painter, this is a good time to reinforce the particular usefulness of the Undo button.

Adding Bullets and Numbers
Spend time explaining to students that bullets and numbers make text or lists stand out from the rest of the document. Click the Bullets or Numbering button on the Formatting toolbar to automatically add bullets or numbers to each paragraph. If you add or remove an item in a numbered list, Word will automatically adjust the numbers.

Later students will learn how to adjust the types of numbers that are used for numbered lists.  They will also learn how to change the shape of the bullet in a bulleted list.
Changing the Font and Font Size

Explain to students that important text such as titles or headings should look different from the regular text in a document. This can easily be done by making the title or headings larger and selecting a different font. Fonts are classified as serif (fonts with small horizontal lines at the tops and bottoms of the letters) and sans serif (fonts without the small horizontal lines). Traditionally, documents have used a serif font for the main text and a sans serif font for the headings. You can draw attention to specific words by using the buttons on the Formatting toolbar to make the words bold, underlined, or italic.

A quick way to alter either the font or the font size is to access the font list or the font size list. These are drop-down lists that allow you to quickly and easily select the font/font size that you want. When selecting from the font list, the name of the font is displayed in that given font so that you can see an example of what text looks like.  Use Figure 2-26 and Figure 2-27 to illustrate these points.
Emphasizing Text Using bold, Underline, and Italic Styles

There will be many time when a document will need emphasis on particular word, phrase, sentence, paragraph, etc.  Using the Bold, underline, and italic styles will help to call attention to portions of the document.  Make sure students understand that the buttons for these features are on the formatting toolbar and that they are toggle buttons.  If they click the bold button once, it is turned on, click it again and it is turned off.  Explain that they work like a light switch (turn on, turn off).
Previewing Formatted Text
Encourage students to ALWAYS do a preview of their document BEFORE they print it.  This will save time and resources.  If you find, in preview, that the document is not quite right, you can change it and then preview it again.  This process involves no paper, no ink (or toner), and especially no wasted time. 
Adding Comments
Discuss with students that a comment is an electronic way of attaching a note about a certain word or section of the text — much as you would write a note in the margins of a paper document. They are better than hand-written comments, however, in that you can insert, edit, and delete them without affecting the document. You can insert comments — which are notes referenced with the author's initials and a sequential number — at any point in the text. You can also select sections of the text to indicate that your comment references all of the text selected. The Reviewing Pane displays comments for viewing or editing. Comments can also be viewed as ScreenTips or, if you alter the default settings, as margin notes.

Use Figure 2-31 to show the various aspects of a comment.  Be sure students understand that comments in Print Layout View will appear on the right side of the page inside a box.  However, when they change to Normal view, the comment will appear as a red (or pink) mark in the text and there will be brackets—hovering the mouse pointer over this text will reveal the comments.

Using the Research Task Pane
The Research Task Pane is new to this version of Word.  The Research Task Pane is used for research and provides many tools to help you create a document.  Make sure students realize that, to take full advantage of the Research Task Pane, they should first connect to the Internet.  This is a very powerful tool that will help students add intelligent and informed enhancement to their documents.  As they work through the steps on pages WD 76-78, have students explore additional options in the Research Task Pane.
Tutorial Discussion Questions

1. How can planning your text and creating an outline aid you in deciding what font style and font sizes to use?  Can planning factor into what text you choose to emphasize with bold and/or italic?  When would numbered or bulleted lists be more appropriate to a document?

2. How do you think decreasing your margin sizes (decreasing the white space on a page) affects the reader of your document? What about changing between single spaced and double spaced? Does one of these work better for a printed document versus a document that will be viewed online? 
3. In this tutorial, you were exposed to the Research Task Pane.  How do you think this will help you as you prepare a term paper for one of your other classes?  Do you believe this feature could help you prepare documents that use new words that you do not currently have in your own vocabulary?  How so?

4. Give some examples of when you would use a bulleted list in a document?  When might you use a numbered list instead?

Key Terms
	Term
	Definition

	Alignment
	How the text of a paragraph lines up horizontally between margins

	Bullet
	A heavy dot placed before each item in a list to emphasize the text

	Center alignment
	Text is centered between the left and right margins and is ragged along both the left and right margins

	Clipboard
	A feature that temporarily stores text or graphics until you need them later

	Clipboard task pane
	A pane that allows you to view selections that have been copied to the Office clipboard

	Comment
	An electronic version of a self-sticking note that you might attach to a piece of paper

	Copy 
	To copy text to the Clipboard, leaving the original material in its original location

	Cut and paste
	When you select the text you want to move, cut (or remove) it from the document, and then paste (or insert) in into the document in a new location.

	Drag and Drop
	A feature that allows you to select the text you want to move, press and hold down the mouse button why you drag the selected text to a new location, and then release the mouse button.

	Find command
	A feature that allows you to search a document for specified text

	Format Painter
	A feature that makes it easy for you to copy all the formatting features of one paragraph to other paragraphs

	Hanging indent
	All lines except the first line of the paragraph are indented from the left margin

	Justified alignment
	Full lines of text are spaced between both the left and right margins and the text is not ragged

	Left alignment
	Text is aligned along the left margin, but if ragged along the right margin

	Paragraph
	Any text that ends with a  paragraph mark symbol

	Paste
	To transfer a copy of the text from the Clipboard into the document at the insertion point

	Replace command
	A command which combines the find command with a substitution feature

	Research task pane
	A pane that provides a number of research tools, including a thesaurus, and Internet search engine, and access to the Encarta Encyclopedia and Dictionary

	Right alignment
	Text is aligned along the right margin and is ragged along the left margin

	Right indent
	All lines of the paragraph are indented from the right margin

	Sans serif font
	A font that does not have the small additional line (called serifs) at the tops and bottoms of the letters

	Select
	Text that has been highlighted by moving the move over it

	Selection bar
	The blank space in the left margin area of the document window

	Serif font
	A font that does include these small lines

	Single Spacing
	The vertical space between line of text

	Spelling and Grammar Checker
	A feature that can find words that are misspelled or words that are not used properly

	Toggle buttons
	Button that you can click once to format the selected text, and then click again to remove the formatting from the selected text
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