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The attached assignments will provide instruction in controlling text in MS word through:  
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· Spacing

· Bullets

· Numbering

· Margins

· Paragraph Indents

· Page Orientation
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The bestfeeling you have, though., is the feeling of accomplishment
now that you have finished this assignment!

PROOFREAD and SPELL CHECK
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Directions: 
1. Complete each assignment by following the directions.

2. Complete assignments in the order given.

3. [image: image4.png]WH92-0@)

D) ——
Home | Inset  Page Layout

References  Mailings

Packet3 Controlling Text 07-08 - Microsoft Word

e
ﬁé Times NewRoman -|12 - | A° a7|[5] 34
Paste. -

7

Clipboard &

Font

Parag|

To place a header:
¥ Go to INSERT and select
HEADER

' Type your name, thehour g

v click Close

115

A4aBbCcl AaBbC. AaBbC. AaBbC:
B U-sex x A |¥-A B o=@ B | emonass
] 10

THeading1 T Heading2 1 Heading3 -

HArna -

. Repisce

I select -
ating

15
20
25
30
Line Spacing Options,

‘Add Space Before Paragraph

‘Add Space After Paragraph

SPACING

Click on the HOME Tab and go tothe
PARAGRAPH Group

Click the down arow next to LINE SPACING

S~ Single Spaced (Enter 1 Time)
DS-Double Spaced (Enter 2 Times)

TS - Triple Spaced (Enter 3 Times)

QS -~ Quadruple Spaced (Enter 4 Times)

NUMBERING

Click on the HOME Tab and go to the
Paragraph group.

Click the down amow next to the
Number Tool

Choose a Number format (1,23 or
ABC cte)

Click OK.

BULLETS

Click on the HOME Tab and go
to the PARAGRAPH group.

Click the down arow next to
the Bullet Tool

Choose a Bullet




Save to your student number



Do not print until told to do so.
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EXERCISE 1-SPACING

In the following exercise, you will practice changing the line spacing for any document.  Learning proper line spacing is important as we continue using MS Word as well as other MS Applications.
· Type your name, the hour and date using a header.
· Follow the directions given to you as you type.  

· Change your Font to Courier New, size 14.  Leave the font color black.

SS = Single space (one enters, no blank lines)


DS = Double space (two enters, one blank line)

TS = Triple space (three enters, two blank lines)

QS = Quadruple space (four enters, three blank lines)


Type your name>TS

Type your birthday>DS

Type your favorite song>SS

Type your favorite color>DS

Type your favorite number>QS

Type your favorite winter activity>SS

Type the name of your favorite elementary teacher>TS

Type your eye color>DS

Type your favorite lunch the cafeteria serves>SS

Type your shoe size>QS

Type your favorite sport>TS

Type your favorite animal>DS

Type your favorite candy>QS

Type your favorite late night snack>SS

Type your favorite season>TS

Type the name of one of your friends>TS

Type THE END

KEEP THIS DOCUMENT ON SCREEN FOR USE IN 

THE NEXT EXERCISE.

    Save the file as SPACING.

EXERCISE 2 – SPACING MODIFICATIONS

· Be sure you have finished typing and saving the SPACING exercise. 
· You will use the SPACING exercise to complete the MODIFICATIONS exercise located below.
· You will be changing the alignment for some of your entries.  
· Follow the directions given as you type.
· Make sure you have a header at the top of the page.

· Change your Font to Courier New, size 14. 
·  Leave the font color black.

SS = Single space (one enters, no blank lines)


DS = Double space (two enters, one blank line)

TS = Triple space (three enters, two blank lines)

QS = Quadruple space (four enters, three blank lines)


Type your name>TS
CENTER
Type your birthday>DS
LEFT ALIGN
Type your favorite song>SS
CENTER
Type your favorite color>DS
RIGHT ALIGN
Type your favorite number>QS
LEFT ALIGN
Type your favorite winter activity>SS
CENTER
Type the name of your favorite elementary teacher>TS
RIGHT ALIGN
Type your eye color>DS
LEFT ALIGN
Type your favorite lunch the cafeteria serves>SS
CENTER
Type your shoe size>QS
RIGHT ALIGN
Type your favorite sport>TS
RIGHT ALIGN
Type your favorite animal>DS
LEFT ALIGN
Type your favorite candy>QS
CENTER
Type your favorite late night snack>SS
CENTER
Type your favorite season>TS
RIGHT ALIGN
Type the name of one of your friends>TS
LEFT ALIGN
Type THE END
CENTER
Save the file as MODIFY

EXERCISE 3 – BULLETS

Bullets are used to make lists, draw your attention to important points of information or they can be used in place of numbering.

· Directions:  Type the following information as it appears.  Follow all the directions given.  

· Type your name, the hour and date using a header.


· Title Bar

· Menu Bar

· Standard Toolbar

· Formatting Toolbar

· Status Bar

· Scroll Bar
· File

· Edit

· View

· Insert

· Format

· Tools

· Table

· Window

· Help

· Bold

· Italics

· Underline

· Left Align

· Center 

· Right Align

· Justify
· New

· Open

· Save

· Print

· Cut

· Copy

· Paste

· Redo

· Undo

Save the document as Bullets using your student number.  

EXERCISE 4 – NUMBERED LISTS

Directions:

· Open a new document in MS Word.

· Type your name, the hour and date as a header.

· Make sure your font is on BERLIN SANS FB, SIZE 12

· Type the document as shown below following the directions in each text box.



BACK TO SCHOOL TIPS

Summer was way fun.  You’re probably not ready for it to end or the school year to begin.  Well, chill out.  Here are some hot tips to make sure everything is cool when you get back to school.


1. Give your teacher a VERY NICE nickname. 
2. Convince your science teacher that you want to dissect a mouse (a computer mouse).

3. Confuse your teacher by switching desks with the person sitting next to you.

4. Convince the teacher that over the summer you got a rare disease that will keep you from taking part in any homework related activities for the next couple of months, or at least until they find a cure.

5. Rearrange the seating chart.

6. Do not sit next to the teacher.  Find someone with a big head or at least big hair and sit directly behind them.

7. Do not call the biggest, strongest guy a dweeb!

8. Make smart friends!

9. Join every school club!

10. Create your own report card, already filled in, and tell your teachers you just wanted to make their jobs a little bit easier.

11. Never be the first one to turn in a test.

12. Never be the last one to turn in a test.

13. Ask the teacher if you will be doing this all hour.

14. Do not get caught passing notes unless it says how much you enjoy the class and the teacher.

15. Go on a hunger strike until the cafeteria starts serving pizza and French fries everyday!
EXTRA CREDIT TIP:  Never eat a burrito before silent reading!

EXERCISE 5 –INSERTING INDENTS EXERCISE

DIRECTIONS:  In this exercise you will learn to format indents.  You will have four different types of indents.  1.  Paragraph indent, 2.  Left indent, 3.  Left and Right indent), 4.  Hanging indent.  

· You should retype each paragraph as it appears (including the proper indent.)  

· USE 1” INDENTS WHEN INSERTING THE INDENTS BELOW.
· Change the font to Courier New.  Change the type size to 12.

· Type your name, the hour and date at the top of the page using a header.

· Press enter three times at the end of each paragraph.

Reminder:  To set an indent, click format>paragraph>and then go to the indentation section and make your selections.



This is an example of a paragraph indent.  The first line in the paragraph begins farther to the right and all other lines in the paragraph fall along the left margin.


This is an example of a paragraph with a left indent.  Notice how all lines in the paragraph are moved inward and away from the left margin.

This style of indent is called a left and right paragraph indent. Notice how each line of the paragraph is pulled inward and away from both the left and right margins.


This paragraph demonstrates a hanging indent.  Here, all lines except the first are moved away from the left margin.

When you are finished, bold the text where indicated and then save the exercise as INDENTS using your student number.

EXERCISE 6 – PAGE ORIENTATION AND INDENTS
Directions:

· Open a new document in MS Word

· Type your name, the hour and date at the top using a header. 
· Type the following story in ARIAL font type size 16.
· Insert a ONE inch left and right paragraph indent. (Click Home Tab and then go to Paragraph Group and click the arrow in the lower right hand corner to display the Paragraph Dialog box)
· Change the Paper Orientation from Portrait to Landscape.

· Click the Page Layout Tab and then select Orientation.

· Select Landscape.


FEELINGS


Feelings are something we all have.  Did you ever stop to think about all the different feelings you have just in one day?  You might wake up feeling grouchy, come to the breakfast table feeling starved, go to school excited to see a new friend, go to class feeling nervous about a test, and then stagger into lunch feeling starved again.

Then you could go back to class feeling stuffed and sleepy, listen to a lecture that makes you bored, and then wiggle around in your seat feeling restless.

The best feeling you have, though, is the feeling of accomplishment now that you have finished this assignment!

1. Proofread and Spell Check.
2. Underline all the words as indicated.

3. Save the document as Feelings on your student number.

CONTROLLING TEXT


IN 


MS WORD





Line Spacing – Spacing may be applied to a document to adjust its appearance or follow formal document formatting guidelines.  For example, reports should be double spaced.  





Indentations – Indentations help the reader identify new paragraphs or list items.  You can apply a few different types of indents to a paragraph:  first line (applies a left indent to the first line of the paragraph only, left indent (indents all lines at the left), and right indent (indents all lines at the right), and hanging (applies a left indent to all lines but the first line).





TIPS TO REMEMBER





HEADER/FOOTER –A “Header” is typing that is placed in the margin at the top of the page.  A “Footer” is typing that is placed in the margin at the bottom of the page.  Headers and Footers are often used for page numbers or footnotes.  To place a header:


Go to INSERT and select the Header & Footer Group.  Select HEADER  > BLANK


Type your name, the hour and date at the top of the page in the header box.


Click Close














BULLETS





Click on the HOME Tab and go to the PARAGRAPH group.


Click the down arrow next to the Bullet Tool


Choose a Bullet


Click OK.





SPACING





Click on the HOME Tab and go to the PARAGRAPH Group


Click the down arrow next to LINE SPACING





SS – Single Spaced (Enter 1 Time)


DS- Double Spaced (Enter 2 Times)


TS – Triple Spaced (Enter 3 Times)


QS – Quadruple Spaced (Enter 4 Times)





MARGINS:  Automatically set for Top/Bottom = 1 inch and Right/Left = 1 inch 


To Change:


GO TO:  PAGE LAYOUT>Locate PAGE SET UP GROUP > MARGINS


Normal Margins are 1 inch margins on Top, Bottom, Right and Left.


To Customize Margins scroll to bottoms of list and then click Custom Margins.





NUMBERING


Click on the HOME Tab and go to the Paragraph group.


Click the down arrow next to the Number Tool


Choose a Number format (1,2,3 or A,B,C, etc.)


Click OK.





PARAGRAPH INDENTS


Click Page Layout Tab


Locate Paragraph Group Launcher


In the Indentation section, change indent to the desired inches in the Left or Right indents �OR �Choose First Line or Hanging from the Special drop down menu





PAGE ORIENTATION


Page Layout >Page Setup Group >Orientation 


In the Orientation Section select the desired choice.


Change to Portrait 


Or Landscape 


 





SAVE   Office Button > Save As


	Change to your Student NUMBER 


 	Enter File name


	SAVE














Alignment to use:





Footlight MT Light Font


Size 12


Diamond Bullet





Goudy Stout Font


Size 11


Circle Bullet


Increase Indent Once








Comic Sans Font


Size 12


Right Arrow Bullet


Increase Indent Twice





Courier New Font


Size 12


Heart Bullet


Increase Indent Three Times





ALL CAPS, BOLD & CENTERED





Double Space





Left Align





To Add Numbers:


Home Tab, Paragraph group, Number tool





Double Space





Save as School Tips using your student number.





Left paragraph indent





Left and Right paragraph indent 





Hanging Paragraph indent





Font Size 16  for paragraphs





Type title in ALL CAPS, SIZE 20 and BOLD and UNDERLINED





Double Space after the title and  also each paragraph.





CLIP ART – Insert an appropriate clip art picture.





SAVE AS “FEELINGS” on your student number.








