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Hiding Standard toolbar, Formatting toolbar, and Status bar:
e To hide the Standard toolbar, click View | Toolbars on the Menu bar. Check off Standard.
e To hide the Formatting toolbar, click View | Toolbars on the Menu bar. Check off Formatting.

e To hide the Status bar, click Tools | Options on the Menu bar. In the Show section, check off
Status bar option.

Title bar:
The top most bar in Word window that usually displays the document and software names.

Menu bar:
The bar immediately under the Title bar that displays the menu items. Each menu item can be clicked to
drop down a menu that contains options.

Standard toolbar:
A toolbar where the most frequent functions such as open, save, and print are displayed.

Formatting toolbar:
A toolbar where the most frequent formatting functions such as bold, underline, and fonts are displayed.
Usually appears under Standard toolbar.

Status bar:

Displays document information such as page number (Page), section number (Section), the ratio of
current page to the total number of pages (e.g., 2/5), the position of cursor from the top margin (At 6.4
cm), line number (Ln), and the position of cursor from the left margin (Col 19).

Scroll bars (Horizontal & Vertical):
Allow the user to scroll through the document in the desired direction to see the parts not displayed on
the screen.

Rulers (Horizontal & Vertical):
Display a tabulation of the editing screen in centimetres.

Editing screen:
This is the writing area where you insert and edit text.

Cursor (Insertion Point):
A blinking bar on the screen that shows a character’s position on the screen.

THE KEYBOARD
B  Backspace:

Deletes characters to the left of cursor one at a time.

Delete:
Deletes characters to the right of cursor one at a time.

Enter:

Pressing the Enter key forces the cursor to move to the next line. In word processing, Enter really
means adding a blank line at cursor position.
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B Spacebar:
The spacebar is used to insert spaces between words.
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B  Caps Lock:
Use the Caps Lock key when you plan to type in capital letters. You will notice a green light on the
keyboard when this function is on. Do not forget to turn it off after you finish working with it!

B Shift + letter of the alphabet:
To insert one character in capital, hold the Shift key down and press the letter on the keyboard. This is
used for starting a sentence or word with capital letter.

B Num Lock:
Use this key if you want to type a lot of numbers. You will notice a green light on the keyboard when
this function is on. The Numeric Keypad on the right side of your keyboard becomes activated and you
can use it like a calculator.

B The Arrow Keys:
The four arrow keys on the keyboard allow you to move the cursor one character at a time in the
direction indicated by the arrow. For example, the left arrow key (¢) moves the cursor one character to
the left.

THE MOUSE
The mouse is an important tool in Word. You can use it to select an option from a menu, click on an icon to
activate a function, or click anywhere on the screen to move the cursor to that location. Learners need to

\ll,, practise patiently and regularly with the mouse to master manipulating it.

Y,
o

\\I////

<
It is difficult to use the mouse to move the cursor a short distance, e.g., one or two characters right or left. It
might be easier to teach the learners to use the arrow keys for detailed manipulations.
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What is MSWord?

MS Word is a word-processing program that allows users to create, edit, and enhance text in a variety of
formats. Word is a powerful word-processor with sophisticated editing and formatting as well as graphic
enhancement capabilities.

Word is a good program for novice users since it is relatively easy to learn and can be integrated with
language learning. Word-processing has become popular due to its wide range of personal, business, and
other applications. ESL learners, like others, need word processing for job search, employment, and personal
purposes. Word-processing skills have become the backbone of computer-literacy skills.

The features in this section build on those discussed in the previous level. If you are new to Word, we
recommend that you read the Word section in LINC One before reading this section.

Features

PARTS OF THE SCREEN
Once learners have mastered the parts of the screen in LINC One, they can be introduced to additional

toolbars.
Standard toolbar Formatting toolbar
il Word instructions - Microsoft Word
B Standard toolbar He Edt Dew It Fgmat Jeok Table Window e
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functions such as
Open, Save, and Print.
Microsoft Word

‘What is MSWord?

H - MEWord is a word processing program which allows users to insert, edit, and enhance
. Formattlng tO Olb ar - text in a wariety of formats. Word is a powerful word processor with sophisticated
. editing and formatting as well as graphic enhancement capabilities.
Provides access to the
- Werd is a good program to start nowvice users with since it is relatively easy to learn and
most frequently used - can be integrated with language learning, Word processing has become popular due to its
- wide range of applications. Sorae ESL instructors develop their lessons using word

: g processors. ESL learners need word processing for job search, employment and other
formattlﬂg features - issues. Word procassing skills hawe become the backbone of scomputer literacy skills
such as FOHt, Font SlZC, B LINGC Cne learners first need to become familiar with opening and closing procedures as
. well as parts of the screen. Use of wall charts with labels will help learners to refresh
1 - their memeriss sach time a reference to a part of the screen or a function is mads
Ahgﬂmeﬁt: and Bullets. = Learners can be encouraged to create posters of the screen and label them
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WORD WRAP

A term used to indicate that Word moves text to the next line if there is no room on the current line.

HIGHLIGHT (SELECT) TEXT

Highlighting means selecting text. When
text is selected, it looks white over a black
background. Highlighting is one of the
most frequently used features in Word. In
order to make any changes to existing text,
it must be highlighted first. Since there are
different ways of highlighting text in
Word, it is a good idea to introduce several
ways to the learners so that they choose
the most convenient method. For
example, highlighting using the keyboard
or the mouse.

B To highlight text using the mouse,
place your mouse pointer at the
beginning of text and drag to the end.

B To highlight text using the keyboard,
place cursor at the beginning of text,

T | = = 1 ] 8 S M= ]

fle Edt Wew Insert Format Tools Table Window Help x|
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o Formatting toofbar
Provides access to the most frequently used formatting features such as font, font size,
alignment and bullets.

Word wrap

A term wsed to indicate that Word moves text to the nexst line if there is no room on
current line

Highlight (select) text
i

to make any changes to tEistng text, it must be highlighted first. Since there are
different ways of highlighting text in Word, it is a good idea bo introduce several ways to
the learners so that they choose the most convenient method. For example, highlighting
using the keyboard or the mouse.

Change Case
Changing case means converting teat from vppercase (capital) to lowercase (small letters)
and vice versa. The Change Case fanction convets one case (6.2 uppercase) o another
(e lowercase) in Word. This fanction is particularly useful when learners have been
typing in uppercase accidentally for some time before realizing that the Caps Lock key
had been turned onl Recognizing and distinguishing uppercase and lowercase letters
appears many times in LINC curriculum guidelines. The Caps Lock key can be used o
familiarize learners with upp ercase mode.

Tont enhancernent
Text enhancement means changing the appearance of text so that is stands out amongst a
group of text. Enhancement is done through formatting which makes text easier read or

I 43 g2 A1 018 Bt 7B 1§14t 312111 E|F]
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Highlighted text

press Shift + = until the entire text is highlighted.

CHANGE CASE

Changing case means converting text from upper case (capital) to lower case (small letters) and vice versa. To

do this, highlight the text, click Format | Change Case and select an option. This function is useful when

learners have been typing in upper case accidentally for some time before realizing that the Caps Lock key

had been turned onl!

TEXT ENHANCEMENT

Text enhancement means changing the appearance of text through formatting (e.g., bullets) so that it stands

out among a group of text. This makes text easier to read or understand. The icons on the Formatting

toolbar facilitate text enhancement. See the Skills Checklist at the end of this section for a comprehensive

listing.

TOOL TIP

If you place your pointer on any icon, the name of that icon pops up in a box. This feature is helpful when

you do not remember the function of an icon. For example, place your mouse on “B” on the Formatting

toolbar and the Tool tip will display the name: “Bold.”

COMPUTER ASSISTED LANGUAGE LEARNING
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What is MSWord?

MSWord is a word-processing program that allows users to create, edit, and enhance text in a variety of

J34HL IONIT

formats. Word is a powerful word processor with sophisticated editing and formatting as well as graphic-
enhancement capabilities.

Word is a good program for novice users since it is relatively easy to learn and can be integrated with
language learning. Word processing has become popular due to its wide range of personal, business, and
other applications. ESL learners, like others, need word processing for job search, employment, and personal
purposes. Word-processing skills have become the backbone of computer-literacy skills.

The features in this section build on those discussed in the previous levels. If you are new to Word, we
recommend that you read the Word section in previous levels before reading this section.

Features

SPELL CHECKER

Word checks the spelling and grammar of documents as you type. You can turn these features off if you
choose to. When spell checking, Word places a red underline under every word that does not match with its
spelling database. To check the spelling of a word, right-click on a word with a red undetrline or place the
cursor anywhere on the word and click on Tools | Spelling and Grammar on the menu bar.  You will be
provided with a list of suggested words as replacements. However, if a word is underlined red, it has not
necessarily been misspelled. There are different reasons why Word reports a mismatch:

@l Word3-Moniks - Microsoft Word A= JSlElElE=l=x] =)
[ ] A person’s name or Fle Edit Vew Insert Format Tools Table Window Help ﬂ‘
DElHaglhy|icnd o-- @BOE=SE T w6,
last name Body Copy = | Garamond -u Bz U= = =lO-2-A-.

B AnonUS. spe]ling o [ O R T TR AR AN AN TN KA AT RN T TR T TR~ ) =

What is MS Word?

MS Wordis a waord-prcessing program that allows usess to crsate, edit, and enhance test in a vasiety of
fomats, Vo is a powerful wosd processor with sophisticated sditing and fosmatting as well 25 graphic-
enhancement capabilities,

(e.g., neighbour)

B No spaces between
two correctly spelled
words (e.g., thisis)

B No spaces after
comma or other
punctuation (e.g.,
cooking,washing)

Wordis a good program ot novice users since it is relatively easy to leam and can be integzated writh
language learning, Wozd processing has become popular due 1o its wide zange of pewonal, business, and
othes applications. ESL leamnets, like athess, need word processing forjob search, employment, and pemonal
puzposss. Wordproesssing skills have bacome the backbone of computer-literacy skills

The featres in this seetion build on those diseussed in the previous levels, 1Eyou are new 1o Word, we
recommend that you zead the Wosd section in previous levels befoze seading this section

Features

SPELL CHECHER

Word checks the spelling and grammar of documents s you type. Tou can tum these featuzes off if you
choose to. When spell checking, Word places a red undeine undet every word that doss not mateh writh its
spelling database. ‘b check the spelling of 2 word, right-elick on 2 wod with a red vndetine oz placs the
cursoz anywheze on the wod bnd click on Todls | Spdling and Grammar on the menu bar. You will be
provided with a list of suppested wozds as seplacements. Howeves, if a woxd i undedined red, it has aot
necessanily been misspelled. There ate different reasons why Word tepors a mismatch,

W A persod’s name or
last name
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(e.g neighbous)

=
EOE

Joaw- I G| amoshapes- N N OCEAE| > -2-A-=== 8@ .
[Page 1 Sec 1 nte  [At 145 Ln 2z ol 28 |Rec [Re [E4r [OUR [Englishi(ca [ OFK

A SOFTWARE GUIDE FOR LINC INSTRUCTORS 257



LINC THREE

258

* MICROSOFT WORD

Conversely, the spell checker does not pickup some words that are spelled wrong. For example, compound
words that are written with a space (e.g., drug store) or titles that should be title cased (written with capital

initials) would not be underlined.

BULLETS

Bullets are used in lists. There are three types of bullets: Bullets, Numbers, and Outlined Numbers..

M Bullets are used to list items

B  Numbers are used to list and number items
B Outlined Numbers are used to list series of related items and sub-items.

To bullet a list, highlight the list, click on
Format | Bullets and Numbering to
open the Bullets dialog box. Select a
bullet or number style and click OK. To
create a bulleted list as you type, click on
the Bullets or Numbering icon on the
Formatting toolbar and start typing. Press
Enter when you finish writing the first
item and a new bullet will appear for the
next item in the list.

At this level, teach Bullets and Numbers
only unless you feel that the learners’ level
is suitable to learn Outlined Numbers.

Bullets and Humbering EE3
Bullzted | MNumbered | Outline Mumbered I
- o =
Mone . ° '
- [} =
a W > .
a W > .
a < > .
Pickure. .. | Cuskomize, .. |
Reset | (04 I Cancel |

DATE AND TIME

The Date and Time function is accessed by
clicking Insert | Date and Time. The
“Update automatically” feature is used to
update the date to the current date when
opening a file. For example, if you inserted
the date in a letter you wrote on January 4,
2000 and checked the “Update
automatically” box, every time you open that
letter, you will get the current date in the
document.

Date and Time HE |

Avvailable Formats:

January 18, 2000
18/01}2000
2000-01-15
18-1an-00
15.01.00

Jan. 18, 00

18 January 2000
January 00
Jan-00

180100 1:19 FM
18/01/00 1:19:25 PM
1119 PM

11925 PM

13119

13:119:25

Default. .. |

Language:

IEninsh (Canada) j

LI ™ Update automaticalky

[ o ]

Zancel
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HEADER AND FOOTER

Headers and footers contain additional information such as file name, date, page number, and author’s name.
The header displays information at the top of a page and the footer at the bottom. Header and footer
contents appear on every page unless you customize them.

[ wods Miewsottwod =M [mlEElelel <] mEE|

Eile Edit Wew Insert Format Iools Table Window Help x|

ACE - &8 T ws -3,
E==m-2 A

(L] q-‘ R DR D D R B R R e e e e o

DS SRY | BT v-o- |8

Header « | Times Hew Roman & 12 ‘ B I U

Header

Header / Footer window

Header/ Footer toolbar - Header and Footer
Insert AutoText = |E| @\@\n%|\gﬁ'ﬁﬂ,|gm

Date and Time

avalable formats:
Language!

Jopu- Bk G| agshees- \ NOOE A& -L-A-==E8@ .
[Page 2 Sec 1 Zjio [at tzem o Col 1| [REC| [iRF [ [OUR | [Enish (Ca || 103

For example, you may not want the page number to appear on the first page. To access the header and
footer area, you need to open the Header and Footer toolbar. Click View | Header and Footer and type in
text as header or footer. The Header and Footer toolbar contains options that you can insert in the header
and footer area by clicking them. For example, if you click on Insert date and time, the current date and time
will be inserted at cursor position.

Insert number of Insert date and Switch between

paves Time Header/ Footer

+ Header and Footer
I;gert AutoTexk - | [+ | g7] (~ |.-:I Eh
A

AutoText menn Insert bage Format Close Header/ Footer

18 6| o

toolbar

. Page number icons Date and time icons
The text in the header and footer

~ Header and Footer

areas is shown dimmed so that you T o |k @ |0 & [ & 5 | gose
can easily distinguish it from the rest pace:
Authar, Page #, Date
of the document. To edit the Confidential, Page #, Date
. lf Created by
header and footer, double-click on y crested on
Filename

the dimmed text. The Insert

Filename and path

AutoText feature can be used to Insert page number tt ”””tZi
. " . . using AutoText e
insert additional information as S P ey

header or footer.
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PAGE NUMBERING
Page numbering appears in the header or footer area. You can insert page numbers using the Page Numbers
dialog box (click Insclert | Page Numbers) or the
Header and Footer dialog box. In the Page Eosition; .
Numbers dialog box, you can choose the page o ——— ~] =
number position and alignment (i.e., which side of r— —
the page it will appear). In the Header and Footer [riane =] —
dialog box, you can insert a page number using the =
page number icons or the Insert AutoText menu. IV ghom rriber on first page
’TI Cancel | Format. .. I
JUSTIFICATION
Justifying means aligning text to the left, right, or centre of the page. These options are available on the
Formatting toolbar. For example, clicking on Align Left, justifies your paragraph to the left margin.
Justification is applied to paragraphs only. If you need to justify more than one paragraph, you need to select
them. Word supports the following alignment options:
B Align Left aligns a paragraph with the left margin.
B Align Right aligns a paragraph with the right margin.
B Centre centres a paragraph between the left and right margins.
B Justify aligns a paragraph evenly between the left and right margins.
Since alignment is applied to paragraphs, you cannot align a single sentence in a paragraph. However, any
text that is ended with Enter (<) is considered to be a paragraph. For example, if you pressed Enter after
typing a heading, that heading is considered to be a paragraph.
CUT, COPY, AND PASTE
When you cut (move) or copy (duplicate) text, a table or an image, the contents are stored temporarily in a
place called Windows Clipboard and retained there as long as the computer is on, or you replace the contents
by cutting or copying something else (e.g., another text or image).
B To cut or copy text, select the text and click on Cut or Copy icons on the Standard toolbar.
B To paste text, place cursor where you want to paste and click Paste on the Standard toolbar.
Cutting results in moving text from one place to another, whereas copying results in duplicating the text in
another location. This feature comes in handy when editing text. When learners have their work proofread
and returned to them, they will find that they need to move words or paragraphs around. Sometimes they
Ay, need to repeat a paragraph in another file or duplicate a symbol several times.

S

Once you cut or copy a text or an image, you can paste it as many times as you like in different places without
having to cut or copy again. Since the clipboard stores data temporarily, it is always better to use copy than
cut; if you cut or copy and forget to paste, and cut something else, you will lose the original cut item!

COMPUTER ASSISTED LANGUAGE LEARNING



DRAG AND DROP

MICROSOFT WORD -

Drag and drop is used to move text from one place to another. It can be taught the same time as cut and

paste since it serves the same purpose. The only difference is that, unlike cut and past, the contents of what

you are moving is not available on the clipboard. To move text to another location, simply highlight it and

drag to the new location.

Drag and drop can be very confusing at first. Teach it with a small amount of text on the screen so that it is

easy for the learners to see where the text is being moved. Have learners practise moving short text

(characters or a word) as well as long text (words and sentences) to master this feature.

COLUMNS
Columns are used for brochures,
newsletters, or newspaper-style text.

S vords Mioasoitworg L R i [l ) e
Fle Edt Yiew Insert Formot Tools Table Window Help x|
Deldgly | iedo- - RPEOD=8BT we 0.

Hesdngl = Tmeslizwraman - 14 -||B 7 O |S== = = O-2-A-.

[L] T “‘;‘.Ms“ws R R R TR R RN TR =
Whether you want to create two, three,
or more columns it is best to type the
text first and then change it to column | Microsoft Word
style, specifying the number of : e pmleaelaed e
processing program business, and other
Columns‘ - which allows users to applications. ESL Features
insert, edit, and enhance learners like others need Spelichecker
- text in a variety of word processing for job Word places ared
T formats, Word isa search, employment and underline under every
- powerful word processor personal purposes word that is a mismatch
o with sophisticated Word processing skills with the one in its
N editing and formatting have become the spelling database. What
T as well as graphic backbone of computer this means is that just
B enhancement literacy skills. because a word is
~ capabilities. underlined red, it does
N The features in this net mean that it has
@ Word is a good program section build on those necessarily been
- to start novice users with discussed in the misspelled. There are
- since it is relatively easy previous levels. Ifyou different reasons why
T to learn and can be are new te Word, we Word underlines words
B integrated with language recommend that you red (reports a
- learning. Word read the Word section in mismatch)
= processing has becorme
_ - o Aperson’s name or last name
Jomw- Iy & | agoshenes- N NOOE AR &-L-A-==284a .
[Page ©  Sec i 11t [at25em Int col 12  |REC [ree [T [VR [Endshica | OF [
Columns HE
Once you have typed your text, highlight it and et
B Click on the Columns icon on the Standard toolbar and _ cnal |
drag the Columns box to reach the desired number of e Two  Three  Left  Eight
COlumnS. Number of columns: ~ I™ Line between
B  Click Format | Columns to open the Columns dialog box. [Width and spating revie
Col #: Widkh: 5i B
In the Number of Columns box, enter the number. ‘—D . |1:_5 o =] |j =0 =
\ | =] =
CURSOR MOVEMENT e
Once learners start producing longer text, they need to learn how [ e sl i
to manoeuvre around the screen more efficiently. Shortcut syt [whoke documen =] T sternewcolam

combinations such as Ctrl + Home or PgUp are fast ways to find

what you are looking for in a long text. Using the mouse to move the cursor to the desired location is

another strategy. See the Skills Checklist for extensive shortcut combinations on moving the cursor on the

screen.
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PRINT PREVIEW
: : : 2 Word3 [Preview) - Microsoft Word ] ) o o < 1 S 2 S =
Prlnt pfeVlCW 18 used to Fie Edt View Insert Fgmat Tnols Tehle Window Help |

view the document the way :lé\@ﬂ el EN T — _

LINC THREE

it will look when printed. It
also allows you to view one,
two, or several pages of a

document at the same time.
Click the Print Preview
icon on the Standard
toolbar to access Print

Preview. Itis a good idea
to preview documents

before printing them to
troubleshoot any
formatting, spacing, or

other problems.

[Page 1 Ser 1 10 [arzSm tn1  col 1 |rec [ [E47 [5UR [Enish(Ca [TOXK

#sta || & 1 FRFS A9 || EDinkox-Netscape Folder | [@wWard3 (Preview) - Wi... (e HVq s r23rm
PRINT )
Use the Print dialog box for sophisticated print —
uncti uc inti cific Mame: HP DeskJet 500 (Metwork) - Properties
functions such as printing specific pages or
rinting more than on f . Th Selus b
printing more than one copy of a page. The Tvoe 1 bedet 510
Print dialog box can be overwhelming at first, Where:  {|Cs532002-aihpS00 I™ Print to file
. . Cormment:
so make sure that the learners are familiar with ;
age range Copie:
dialog boxes before you introduce the Print & al Number of copies: =
. . . . " Current page = Selection
dialog box. Click on File | Print to open the & pagess | B Cotas
Print chalog bOX Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12
rZ£00m
Print what: IDocument j Pages per sheet: m
Print: IAII pages in range x| | Scale to paper size: |No scaling vl

Opkions. .. QK I Cancel |

262 COMPUTER ASSISTED LANGUAGE LEARNING



What is MSWord?

MSWord is a word-processing program that allows users to insert, edit, and enhance text in a variety of

MICROSOFT WORD -

formats. Word is a powerful word processor with sophisticated editing and formatting as well as graphic-

enhancement capabilities.

Word is a good program for novice users since it is relatively easy to learn and can be integrated with

language learning. Word processing has become popular due to its wide range of personal, business, and

other applications. ESL learners, like others, need word processing for job search, employment, and personal
purposes. Word-processing skills have become the backbone of computer literacy skills.

The features in this section build on those discussed in the previous levels. If you are new to Word, we

recommend that you read the Word section in previous levels before reading this section.

Features

FORMATTING COLUMNS

Once a text is formatted to column
style, it is possible to change the
number, width, and spacing of
columns. Click Format | Columns
to access the Columns dialog box to
edit columns.

Columns |

resets

ne Twio Three
Mumber of columns: =
—width and spacing
col #: widths Spacing:

L1 fisesan |

=
| | = | =
| | = =

¥ Equal column width

CIE

Cancel

|_ Lirne

—Preview

between

apply ko I'-.-'u'hn:nle document j

™ Start mew column

Columns Dialog Box

Additionally, you can put borders around and/or shade the entire text or a paragraph within a column. See

the heading “Borders and Shading” for additional information.
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@l Wordd - Microsoft Word

File Edit Yiew Insert Format Tools Table ‘Window Help

P | o e | < = S 2 2

Microsoft Word

What is MSWaord?
MEWerd is a word
processing program
which allows users to
inzert, edit, and enhance
text in a variety of
formats. Wordisa
powerful word processer
with sophisticated
editing and formatting
as well as graphic
enhancement
capabilities.

Word is a good program
to start novice users with
since it is relatively easy
to learn and can be

integrated with language
learning. Word
processing has become
popular due to its wide
range of personal,
business, and other
applications. ESL
learners like others need
word processing for job
search, employment and
personal purposes.

Word processing skills
have become the
backbone of computer
literacy skills

The features in this
section build on those
discussed in the
previous levels If you

How to start Word with LINC Four learners
LINC Three learners need to master the skill for the previous LINC levels before being
introduced to LINC three skills

are new to Word, we
resammend that you
read the Word section in
prewions levels before
reading this section

Features

Hdit Columug

Once atext is formarted
to column style, it i
possible to change th
number, width, and
spacing of columns
Additionally, you can
put borders around the
columns or a paragraph
in the column and shade
1t.

In addition to the Snellchecker. they will become

DEdgRy|iEad oo aBOR=¢E 1 we 6.
Normal < Tmes tewroman =12 <[ B 7 U [E= = = [i= .?||Ilv4"A_u|
ol B 234 ies 6 a e st e e s

A bordered and
shaded paragraph

in a column

o~ Iy &

[Page 1 Sec 2 s

[t 123em tn61 Col 1

AutoShapes = \DO“&vﬁ-A_vET

= lal.

e | | o e e e

It is always better to type your text first and then change it to column style. If you are changing part of your

text to columns, you must highlight it first. A paragraph is the minimum amount of text to which borders

and shading can be applied. For example, you cannot place a border over a sentence unless that sentence is a
paragraph. Word recognizes text to be a paragraph when that text is ended by Enter +. To add border and
shading to a paragraph, highlight it first and then add the border or shading.

BORDERS AND SHADING

B Paragraph borders
You can draw borders around one
or more paragraphs in a document
or you can border an entire page.
Click Format | Borders and
Shading to choose the border
style (setting), the line style,
colour, and the width of the
border from the Borders dialog
box.

Borders and Shading

Setting:

MNone

3-D

Shadow

Cuskam

]
B
El
[E]
&l

Page Border I shading I

Skyle:

Preview

Click on diagram below or use
buttons to apply borders

_— j Apply to:

IParagraph j

Show Toaolbar

Horizantal Line. ..

[ ox 1]

Cancel |
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B Page Border
If you wish to border a page, you
need to select the Page tab in the
Borders and Shading dialog box.
The Page Border dialog box
includes the same options as in
the Borders dialog box. The only
difference is that it includes
additional attractive border
designs under the Art section.

B Shading
Once you have chosen a border
for your page or paragraph, you
can enhance it by adding shading.
To add shading, select the Shading
tab. You can choose a fill
percentage, a fill pattern, and
colour.

PAGE NUMBER FORMATTING
Page numbers are inserted in the
header or footer area (see LINC
Three). You can format page
numbers after they are inserted.
Formatting includes changing the
position and alignment of the page
number.
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Borders H E2
Borders  Page Border | Shading |
Setting: Skyle: Prewview
- Click on diagram below or use
|D Hone buttons to apply borders
0 =
|:| Shadow
g =
[— | | 14 pt 7j Apply ko
Cusk
ﬂ spm Art: IWhoIe document j
fnone) b Options. ..
a
Show Toolbar | i oK I Cancel |
Pelralinn il
Borders and Shading HE
Borders | Page Border  Shading |
Fill Presiew
I Ta Fill
CT T more Colors... |
Patterns
Skyle:
Il:‘ Clear j Apply to:
J— Paragraph j
I Autarniatit j
Show Toolbar | Harizontal Line. .. | Cancel |

Page Humbers |

Position:

Batkarn of page (Fooker) j
Alignment;

|Righ =l

¥ show number on first page

o ]

—Preview

Cancel Earrmat. ..

dnod INIT

325



LINC FOUR

326

* MICROSOFT WORD

PARAGRAPH FORMATTING

Paragraph formatting refers to indentation, alignhment, and spacing between the lines of a paragraph. A

paragraph is the minimum amount of text that the paragraph formatting can be applied to. Click on Format

| Paragraph on the menu bar to open the Paragraph dialog box. Any options you select will be applied to

the paragraph in which the cursor is placed. If you want to format more than one paragraph, you need to

highlight them all before selecting a formatting.

e Alignment: aligns your text with the left
margin, the right margin, or the centre of
the page.

¢ Indentation: controls how far your

paragraph is from the left or right margin.

e Special: controls whether you want only
the first line of the paragraph to be
indented (First Line) or all the paragraph
except the first line indented (Hanging).

e Spacing: determines the distance before
and after paragraphs.

¢ Line spacing: determines the distance
between the lines in a paragraph.

e Preview: displays the new formatting
when applied.

THESAURUS

The thesaurus provides a list of synonyms and
antonyms for a selected word. Click Tools |
Language | Thesaurus to access the
Thesaurus dialog box. You can replace the
original word with a selection, or you can look
up synonyms and antonyms for a new word.
You can use a word in the Meanings box to look
up additional synonyms.

Paragraph | 7] x|
Indents and Spacing | Line and Page Breaks I
Alignment;: m Cutline level; ILE\.-E| & vl
Indentation
Left: Oem a Special: By
Right: Oem = [tnone) =] ] =
Spacing
Before: 0pt = Line spacing: At
After: 0pt - ISingIe j I =
Praview
Tabs... | O I Cancel
Thesaurus: English [U_K.]
Looked Up: Replace with Synonym:
Iinsert j Isupplement
Meanings: null-out
put in {v.) ;I addition
add (v, enclosure
| | J -
Replace I Look Up I Previous Cancel I
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INSERTING IMAGES
B Insert ClipArt

dnod INIT

R X . B Insert ClipArt [_ o] =]
ClipArt is a place where many images are [ = | £ mgon Cipe - )0k O b Ao
kept in Word. Click Insert | Picture | | st oz [Fype on o morewords =)
CllpArt to see a COHCFUOH Of ChpArt Pictures Qa Sounds |Eﬂ Muotion Clips: |
images. The ClipArt images are S
arranged in categories. You can insert =
one or more images into a document. In .‘ sk - m
addition, you can move and resize the
images on your page. New Categor Eavorites Acadernic Animals Backorounds

L) - R

Borders & Frames Buildings Business Buttons & lcons Cartoons
Communications ~ Dividers & Decor...  Downloaded Clips Emotions Entertainment ;I
v

B  Insert Drawing
Drawing allows you to insert simple shapes such as lines, arrows, boxes, and circles into your document.
Click on the Drawing icon on the Standard toolbar to open the Drawing toolbar which will appear above
the status bar.

2l Word4 - Microsoft Word | ) s o |2]l[<] BEE|

File Edit Yiew Insert Format Tools Table Window Help ‘
NEHSR Y| a@ﬂnvnv\g =[] g|m q 100%

Headng ! = TmesNewRoman = 19 IO

[

Microsoft Word

‘What is MSWord?

MIWord is a word processing program which allows users to insert, edit, and enhance
text in a variety of formats. Word is a powerful word processor with sephisticated
editing and formatting as well as graphic enhancement capabilities

Werd is a good program to start novice vsers with since it is relatively easy to learn and
can be integrated with language learning. Word processing has become popular due to its
wide range of personal, business, and other applications. ESL learners like others need
word processing for job search, employment and personal purposes. Word processing
skills have become the backbone of Literacy skill

B Change line style,
- The features in this section build on fhose d|scussed in the previous levels. Tf you are dash stvle. and

- new to Word, we recommend that ydu read|the Word section in previous levels before ash style, an

N reading this section. The features seption dfscusses the characteristics of each feature in

- Werd. To learn how to activate thatlfeature] see the Chedldist of Skills at the end of this arrow style

- section

Features

Bdit Clolurms
Once atext is formatted to coluran sfyle, i {5 poshible to change the number, widh, and Add shadow

spacing of columns.  You can m angde t] h the Colmns dialog box ﬂﬂd 3D ej’em‘

Drawing toolbar

[Page 1

I, Insert line, Add fill colour, line colour,
nsert . o
AutoShapes arron), box, and font colour
circle, text box,
WordArt, and
ClipArt
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[+ 5
-
E You can add colour, shadow, and dimension to the shapes you insert. In T s " —
- . . ol mysAvEes
o addition, you can insert a variety of ready-made shapes known as AutoShapes d oA
. 3
= such as smiley ©. 2o Elonchart POOOO
| %gtars and Banners ~ » 8 0O 0
YCh Callauts b © A
ﬁMnre AutoShapes... [ ':@’ (
AutoShapes = ™. w (| I [] {} O
512 At 17,7 [ ] { }

AutoShapes images
B Insert WordArt Wordart Gallery 2] ]
WordArt is a term used to describe Select a Worddrt style:
texts that are inserted as images. Many Y W
different designs are available to Wardrt wofdﬂt worda,, W'ﬂuﬂ WordArt| 2
choose from in the WordArt Gallery. :
U - T T W
I."."."r ALY - I"-'Iu"'{ <l B ES L J" :
Click the WordArt icon on the AU “‘md'jln WordArt {7or32++ | ordiry ?
Drawing toolbar to see the available — 0
selection of WordArt designs. w Wordart |- Wors Art | WOrd A -
LT | | - R A I::r 'f#'.
wordAet [WardAre |ordhe | Wi fomsel] &
oo ' 7
e A gy | 3
]

(9]¢ I Cancel |

Once you have selected a design and Edit WordArt Text (2] =]
pressed OK, you will be asked to enter Font: Size:

the text to be inserted as WordArt and [ e lack =l[= =] =] 2]

click OK. To edit WordArt text, Text:

double-click on the WordArt and
retype the text.

[a]4 Cancel
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B Editing Images
The WordArt toolbar facilitates (2 Documonts erseot ord | s me)

T ——— Y |

customizing and formatting WordArt DE@SRY §me -

Hormal | Tinss i Roman_+ 10 +| Bl Z U

images. &

e Resizing Image I
Images can be resized in Word. To :
resize an image, you need to drag :
the sizing handles (see glossary) to : word Art tex
decrease or increase the image size b &
respectively. -

o

~ Wordhrt

NEEEEE

¢ Moving Image
To move an image, place cursor on :

the image so that the mousgypointer | WordArt toolbox
changes shape to a cross ( ).
1 1 Joron = Iy @ | Autoshapes - \\Doia.\a LA =T

Drag the image to the new location e

and release the mouse button.
TABLES
Tables are used to organize text in '—ﬁ e
rows and columns. The intersection ~— C=E SR “‘%Eﬂ =
of a row and a column is called a o

cell. When creating a table, select
the number of rows and columns
for that table. Word automatically

sets the same row height and

column width for each cell in your
N ~ Tables and Borders
table. However, you can customize i S o | ——:undli-o-
] - =0 R
a table to suit your needs. To create | f
a table, click on Insert Table on the

Standard toolbar, drag your mouse

Tables and Borders
toolbar

to select the desired number of rows

and columns and release the mouse

| oo - o c,\msham NNOOCE4MR o -2-A-==284.
button. The Tables and Borders =T =T W fow e wr e e o

button on the Standard toolbar will

provide you with a toolbar to customize and enhance the appearance of your table. Be sure to check the
options in the Table menu for additional table options. See the Skills Checklist for a list of table functions.
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DOCUMENT VIEW BUTTONS

These are the four icons on the bottom
left corner of the Word screen. These
icons display the document in four
different views:

Normal--a simplified layout for quick
editing. This view displays only the text.
To view margins or images, switch to the
Page Layout View.

Online Layout--makes on-line reading
easier with larger font and a map window
to jump to other sections quickly.

Page Layout--shows how a printed page
will look. Useful for adjusting margins,
headers and footers, etc.

Outline--useful for reorganizing

the document structure such as moving
or changing the headings in a document.

N\\\‘WZ
Y

diwordd _Microsottword______________________________________________ =l [GlElElslEl =] §EEs

DBRSRY| BT |- RS

i
Header = Times ew Romen = 12 = | B[ 7 | -o-a-]

] S

Bocumens View Buttons:
These are the four icons on the bottom left corner of the Word screen. These icons
display document in four different views
Normal-a simplified layout for quick editing
Online Layout-makes online reading easier with larger font and a map window to
jump to other sections quickly
Page Layout-shows how a printed page will look like. Useful for adjusting
margins, headers and footers, ete
Outline-useful for reorganizing the document structure such as moving or changing
the headings in a document

When you open Word, your document will be displayed in Normal view by default.

s,
3( EIf you place your mouse pointer on any of the icons, the name of that icon will pop up
(ool tip).

How to start Word with LINC Four learners
LINC Four learners need to master the skill for the previous LINC levels before being
_introduced to LINC Four skills. This level focuses on formatting features such as

Document view
butons

o1 |moshapes - N\ NCOJOE MW &-L-A-==58@.
ecl 96 |Atzsm ni Coli e [0 fu [ [Engishica | GF |

A document in the Page Layout View

=2 When you open Word, your document will be displayed in Normal view by default.
Place your mouse pointer on any of the icons and the name of that icon will pop up (tool tip).
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What is MSWord?

MSWord is a word-processing program that allows users to insert, edit, and enhance text in a variety of
formats. Word is a powerful word processor with sophisticated editing and formatting as well as graphic-
enhancement capabilities.

Word is a good program for novice users since it is relatively easy to learn and can be integrated with
language learning. Word processing has become popular due to its wide range of personal, business, and
other applications. ESL learners, like others, need word processing for job search, employment, and personal
purposes. Word-processing skills have become the backbone of computer-literacy skills.

The features in this section build on those discussed in the previous levels. If you are new to Word, we
recommend that you read the Word section in previous levels before reading this section.

Features

WORKING WITH MULTIPLE DOCUMENTS
Working with multiple documents is useful when you need to transfer or copy text from one document to
another or you want to compare two or more documents. To display multiple documents on the screen,

open all the documents o3 - icrosolt Word
. . File Edit View Insert Format Tools Table Window Help |
you want to display. Click DERERY| BT - eEC0RSEGHT o 0.

WindOW | Arrange All Hosdngl = Timestienfomen =14 =B | £ O .
R R R R DR AR SRR KN RRRT SRR OO S . g
on the Menu bar. All the r

[Microsoft Word
open documents will be

What is M§Word?

MSWord is a word processing program which allows users to create, edit, and enhance
text in a variety of formats. Word is a powerful word processor with sophisticated
editing and formatting as well as graphic enhancement capabilities

tiled on the screen.

e s e EE

Because ;c Ord dlsplays all Word is a good program for novice users since it is relatively easy to learn and can be
: it

L P SO, £ N R S N S o Y SO SO PR

et d

= EER

| o~ Iy &

the open documents, it is a

arshapes- N N O OE 4@ d-L-A-==E8B@ .
good idea to avoid [Page 1 Sec 1 115 [Ac2Sm It col1 [REC [Re B [0V [Endlshica [ [ Wy
. 2l Words - Microsoft Word M=
Openlng the dOCul’nCl’ltS Ele Edit View Insert Format Tools Table Window Help
DedERY faads-o BEOR=8mq o 0.
that you WOuld not want Hormal = Tmes Newroman =12 =B 7 U |[= = O-2-A-.
ﬂ‘wl-‘wzw“a-w“‘t FERRRE R RRRE TRRE NN RO TRICONRE e ) Z]

displayed. Notice that
only one document is

What is MSWord?

MSWord is a word processing program which allows users to insert, edit, and enhance
text in a variety of formats. Word is a powerful werd processor with sophisticated
editing and formatting as well as graphic enhancement capabilities

active at any given time.

Word is a good program for novice users since it is relatively easy to learn and can be

To Display a document integrated with language learning Word pracessing has become popular due to its wide
rangs of personal, business, and other applications. ESL learners, like others, need word g
fully on the screen, click procsssing for job ssarch, smployment and personal purpasss. Word processing skills g
g v
on the Maximize button [oom- s & et N NOCB AT > L-&-S=28F .
| Page 1 Sec L [ ] =] [REC|[TRE BT VR | [Engish tca| [ O3 4
O in that document. igRstan|| & =) RS 4 %) || f3inbon Nelsoepe Folder | I WorkSiearch - FojelEm | B)words - iciosolt Word | [ word3 - Micrasoft . | [} "& M@ O 6@ 1051 aM
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FORMAT TABLES

Once you have created a table, you can format it. Formatting a table includes customizing the rows, columns,
cells, and borders. An explanation of the frequently used formatting features follows:

B Insert/Delete Row
Click in the margin area of the
row above where you want to
insert a new row, or where you
want to delete. You will notice
that it becomes highlighted. Click
your right mouse button
anywhere in the highlighted area
to pop up the quick menu. Click
Insert Rows to insert a new row
immediately above the
highlighted one or Delete Rows
to delete the highlighted row.

B Insert/Delete Column

Place mouse pointer immediately
above and outside the column
where you want to delete or insert
a new one. Your mouse pointer
changes shape to ¥. Click to
highlight the column. Click your
right mouse button anywhere in
the highlighted are to pop up the
quick menu. Click Insert
Columns to insert a new column
immediately to the left of the
highlighted one or Delete
Columns to delete the
highlighted column.

Ele Edt Wiew Insert Format Tools Table Window Help

5 wonss - ioore worg ———— L T T s alleell] BEIES

E|

DEREGRY BT o-o [BH3 Gl

q oo =[7) .

Society

Hormal = [ Tives Hewremen =12 <[ B Z 0 = =0-<-A-.
= T R . I . e
-
R 2. Drawing Business Telephone
3. Celumns, berder, shading Canada Government
4. Editing, spell checking Canadian Cultwre & | Cultural Diversity

alignment, header and footer

3. Insertimage Canadian Culture & Custotns & Social
Society Behaviour

6. Bullets, thesaurus Canadian Culture & Environmental
Society Issues

7. Highlight, print Canadian Law Citizenship

8. Insert and format date and time, Canadian Law Family Law

-
E Community & Community
- Government Services | Resources
=1
- Comtrunity & Public Libraries
N Gowernment Services
u =
z Merge cells cing Community & Volunmeering
5 T Disribuce Rows Evenly Government Services
- T Distrbuke Columns Evenly ;
- - Educatien A Child’s Education
-
- Borders and Shadng. .
- A Education Adult Continuing
- UL} Text Direction
B Education
= —— B cel algnment >
Table Properties.. ther Education Effective Learning

Lomn- Iy | aposrepes- N A OOE 40 &-S-A-===0@.

[Page & Sec L Sf14 [t 4w  Ln20 Col 4

EiE Ol s

st | @ 3 BRFS ) ) || jBinbon-Netscape Folder | B WorkSarch - PojelEmpli. [ wrord5 - Microsoft werd

Fle Edt Vew Insert Format Tools Table Window Help

@ words Miwosorword _____________________________________________ k] i

et mB BG4 1osam

Q
e

DEHESRY [ miad o- o @

(]

Unit-related activities

learnt in previous levels.

Activity
1. Cut & Paste, Mumbering

o

Drawing

w

Columns, border, shading

IS

Editing, spell chocking

The following activities relate to the LINC Five Curriculum Guidelines. Some of the
activities emphasize the functions discussed in this level and others reinforce the skills

Business

Telephone

wersity

w

Insert image

o

Bullets, thesaurus

-

Highlight, print

=

Insert and format date and tims,
alignment, header and footer

=|afa]=(t

-

Delete Columns

T Merge Cells

3 Distribute Rows Evenly
T Distribute Columns Evenly

B et signment

Bordrs snd shadng. .
# Text Dirsction.

Table Properties. ..

Focial

tal

Joran~ [s & | asoshopes - N N OO E 4L &-L-A-==

ceg .|

[Page 5 Sec 1 sS4 [ L (]

st | @ I BR S 4 %) || 53 inbos-Netssepe Folder

JFez ik ez o | Enish e G 1
| B woikSeerch - ProietEmploi| []word5 - Microsoft Word

b m® 5 40 1115am
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B  Merge Cells e T : @l&?lg

Ele Edit Wiew Insert Format Jook Table Window Help
Merging cells means DeHSRY|[seBd o -~ [aH @@ § o -0
L Mormal - | Times New Roman = 12 =~ | B I U ‘ O-# vA_v,|
]OlﬂlﬂgtWOOmel‘CCCHS ] [T T T T T, [ . e e
together so that they | " Lo Gty Shadom 3p [T e

a 10. Tnsert/edit bullets, columns Community & Community

become one cell. To
merge cells, highlight
them, click your right
mouse to pop up the
quick menu, and select
Merge Cells.

Government Services | Resources

11, Insett image Community & Public Libraries
Government Services

Volunteering

=¥ cu

13 Tnsert image EcBay copy Child's Education
14 Tables E B easte ult C

[ tnsert Table. . ucation
15, Tnsert/format columns, other Ec  DeleteCels.., active Learning

formatting 3 merge cells
16 Copy and Paste Er|  gordersandshadng..  {b nterviews
N

17 Tables, bullets B b Search Tools-

[E] cell aligrment: v

vice
Table Properties...

18 Test enhancement Eriployment [ Skills Assessment
19 Test box Finance & Panking | Bank Accounts &

=ERE-

[Page &

Sec 1 6/15  [At 176m Ln2s Col5  [rec [ [Enn [0v7 [Engsh(ca [[IGK

HAstan]|| & 3 5L FS (A %) || 53 mbos-Hetscape Foiser | FRwirkestch - PioetEnpioi |[E]wards - Microsaft word oo mB 5 o 11:208m

B Split Cells
Splitting cells means that you
break a cell into several cells.
You use this feature when a
number of cells have been
merged or when you want to
split a big cell into a number of
smaller ones.

To split a cell, highlight the cell and click your right mouse button.

Select Split Cells, type in the number of rows or columns that you Humber of colurns: [ =]
n lit the cell into, and click OK.
want to split the cell into, and clic Mumber of rows: m
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Flle Edt Yew Insert Format Jools Table Window Help x|
DEHERY | iaBI o-a-lCHrDEBRT w: -0,
Normal = Tines NowRoman /12 = | B 7 U Eo-2-A-.

(=] RN P‘@‘ 2003 0 a- 050607 ABE 19 1100 110 1 FR 113 1 - 140 115 1 BN

Unit-related activities
The follewing activities relate to the LINC Five Curriculum Guidelines. Some of the
activities emphasize the functions discussed in this level and others reinforce the skills
learnt in previous levels

alignmment, hea|=] cel Alament >

o Activity Unit Topic
=
N 1. Cut & Paste, Numbering Business Business
T MNetworking
-
- 2. Drawing Business Telephone
- 3. Columns, border, shading Canada Government
-
- b anadian Culture & | Cultural Diversity
4 B o ocicty
N 5. Insertimage [ paste anadian Culture & | Customs & Social
M E | Behaviour
- Insert Table...
- 6. Bullets, thesal | pejete coll, anadian Culture & | Environmental
7 @ = ociety Issues
m P
"
2 7. Highlight, prir| oo aing, | [anadian Law Ci
- 8 Insert and forn |lff Text Direction... anadian Law Family Law
-

. .. Table Properties - .

Jomn- s & amshes- N xOOBE 4R >-2-A-===0@ .
[Page 6 Sec 1 615 [t &Scm (nil Cel+  |ReC [fRK [T [0VF [Engish(ca [ IDF
stan | @ € FR BS54 Y || i3 Re eneatheadngs ntabl. | FEworks earch - FroetEmpoi | [ Words - Microsoft Word IEXY. PN

v Merge cells before split

(0.4 I Cancel |

dAld IONIT

409



5- MICROSOFT WORD

LINC FIVE

410

B Change Row Width/ Column Height/ Alignment Table Properties HE
Place the cursor in the cell, row, or column that you want b Bow | cobmn | col |
to format. Click Table | Table Properties on the Menu S
bar. Select a tab (e.g., Row), click an option, and click OK. Ren

B Borders and Shading
Borders and shading can be applied to one
cell, a group of highlighted cells, or the entire
table. You can shade a row that contains the
heading, change the border of a group of cells
that contain important information, or change
the border and/or shade a group of selected
cells. To apply border and shading, select the
row, column, or cell.

Click your right mouse button anywhere in
the highlighted area and select Borders and
Shading. In the Borders tab, select the line
style, colour, and border width. In the
Shading tab, select a Fill or Style option and
click OK.

Ocm = Row height is: IP-t least vI

IV allow row to break across pages

v
Options

™ Repeat as header row at the top of each page

% Previous Row Mext Row #

Ok I Cancel |

Borders and Shading HE

Borders | Page Border I Shading I
Setting: Style: Preview

Click on diagram below or use
buttons ta apply barders

Bex | |

-
El
o M
[}
g

ptk ——— v| Apply ko
Custom

el |
Options. .. |

Show Toolbar | Horizontal Line. .. | Cancel |
Borders and Shading EHE

Borders I Page Border

Fill Preview

Mare Colors. .. |

Patterns
Skyle:

I bo:
II:‘ Clear j bt
Calor: ITabIe j
I Automatic j
Shaw Toolbar | Horizontal Line. .. | Cancel |
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Table AutoFormat

This feature includes many customized and
attractive table formats that can be
automatically applied to a table. The Preview
window displays the selected format. You can
select a different format anytime. Since the
AutoFormat is applied to the entire table,
there is no need to highlight the table. To
apply autoformatting to a table, place the
cursor anywhere in the table and click the
right mouse button. Select Table
AutoFormat. Select a format and click OK.

INSERT PAGE BREAK

Page breaks are inserted when you need to start a new page in
your document. For example, you might want to start a new
page when you write a new chapter in a book or a new section
in a proposal. To insert a page break, place your cursor where
you want the new page to begin and click Insert | Break on the

MICROSOFT WORD -

Menu bar. Select Page break and click OK.

EDIT CLIPART
Editing a ClipArt picture means changing its size,

position, layout, and colour. You need to select the

picture before you can edit it.

To select a picture, click it. A selected picture has
eight Sizing Handles appearing around it. A sizing
handle looks like a small square.

To resize a picture, drag a sizing handle in the
available direction (the direction shown when placing
your mouse pointer on the sizing handle).

A SOFTWARE GUIDE FOR LINC INSTRUCTORS

Sizing handles

Table AutoFormat EHE
Formaks: Preview
Classic 2 =]
gaﬁ?cg Jan Feb Mar Total
assic
Colorful 1 J East 7 7 5 19
iColorful 2 West & 4 7 17
Colorful 3 South 8 7 9 24
Colurnns 1 Total 21 18 21 ED
Columns 2
Columns 3
Colurnns 4 LI
Faormats ko apply
v EBorders ¥ Eont ¥ aukoFit
¥ shading ¥ Color
Apply special Formats to
i Heading rows r Last raow
I First column ™ Last column
OF I Cancel
Break |
Break bypes
™ Column brea
™ Text wrapping break
Section break types
o Mexk page
o Conkinuaus
i~ Even page
" odd page
| ik I Cancel

3IAld ONIT U—l

411



5- MICROSOFT WORD

To move a picture, place your mouse pointer on a picture (your mouse pointer changes shape to a cross)
and move the picture to another location.

B To choose other editing such as changing brightness, wrapping, and cropping, use the Picture toolbar.
B Wrapping

Wrapping allows you to choose how text will be positioned in relation to the picture. For example, Top
and Bottom wrapping displays text before and after the picture. Square wrapping surrounds the picture
by an invisible square and displays text around the picture. To select a wrapping option, right-click on
the picture to show the picture toolbar, click on Wrapping, and select an option.

LINC FIVE
|

Adjust contrast Select text
’ ] Crop wrapping
* Picture
Insert pmm_ﬂ | iﬂ m t:'l :&::_T 0] | _ﬂ' = [ ‘% Eﬁ | ‘E
A A A
| L] |
Image control Adjust brightness Select line style
B Cropping

Cropping allows you to cut the parts of a picture that you do not need. To crop a picture, right-click on
the picture and click on the Crop icon. The mouse pointer changes shape to the crop icon. Place your
mouse pointer on any sizing handle and drag in to crop your picture.

B To show the picture toolbar, place your mouse pointer on the picture, right-click and select Show
Picture Toolbar.

B To choose other options such as Grouping and Order from the quick menu, right-click on a picture.

B Grouping
Sometimes you need to make an image by inserting several pictures, text boxes, or drawings. In such
cases, you need to group all your pictures into one so that you can move or resize your image. This can
be done by first selecting all the pictures. Click on the Select Objects icon on the Drawing toolbar,
place your mouse at the top left corner of the left-most picture and drag diagonally so that all the pictures
are selected. If all your pictures have sizing handles around them, they are selected. If you notice that
you missed one or more pictures, select again. Right-click anywhere in the selected area and select
Grouping from the Quick menu. You will notice that only one set of sizing handles will appear around
the entire image. To ungroup, right-click on the picture, select Grouping | Ungroup.

B  Ordering
Ordering means where your picture should be in relation to the text. Right-click on the picture and select
Ordering. Choose an option.

EDIT DRAWING

Drawings can be edited by using the Drawing toolbar (see Word in LINC Four). The Drawing toolbar
appears at the bottom of the screen above the Status bar. In addition, the sizing handles appear when you
select a drawing, thus enabling you to move and resize your drawing.
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EDIT WORDART

MICROSOFT WORD -

WordArt can be edited using the WordArt toolbar which appears anytime you click on your WordArt image.

Format

WordArt Free notate

 WordArt

Character spacing

Insert Wor{lAL» .‘ ‘ Edit TEEI: | ? i:..-"" s 2 Ad _ELE % ﬂ;
) |
WordArt WordArt shape
Gallerv Text wrapping Alignment

TAB SETTING

Tab setting means customizing the tab position in your document. By default, tab setting is set at .5” (inch)

intervals in Word. This means that every time that you press the Tab key, your cursor is moved .5” to the

right. Tab measurements atre called Tab Stops. To set new tabs, click Format | Tabs to display the Tabs

dialog box.
Tab-stop
position box
Left
Centre
Right

Decimal

Bar
Leader

Clear
Clear All

THE RULER

Inserts a new measurement to
be set as a tab stop (e.g., 1.37).
Click Set to add the value to
the list of tab settings.
Left-aligns tabs at the tab-stop
position.

Centres tabs at the tab-stop
position.

Right-aligns tabs at the tab-stop
position.

Aligns decimal numbers so that
the decimal points are vertically
aligned under each other.
Inserts a vertical bar at the tab-
stop position.

Tabs

Tab stop position:

HE
Default kab stops: |1.2? om 5‘

Alignment

~1  &Left " Decimal
€ Center " Bar
€ Right
Leader
1 Mone LR
LI L g

Tah stops to be cleared:

Set | Clear | Clear all

oK I Cancel

Inserts a row of dots, dashes, or a line before the text.

Clears the highlighted tab-stop position on the list.

Clears all tab stop-positions on the list.

Once you set the tabs, the ruler updates the tab settings. You can drag the tab settings on the ruler to new

positions or drag them off the ruler to clear them. You can also set new tabs without using the Tabs dialog

box. In addition, you can use the indentation handles on the ruler to change paragraph indentation. All you

need to do is to place the cursor anywhere in a paragraph and drag the indentation handles to indent that

paragraph.

A SOFTWARE GUIDE FOR LINC INSTRUCTORS
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il

=

L

o

2 First line

o indent | Leff tab-stap Right tab-stop Decimal tab-stop

| Ble Edt Wew Insert Format Tools Table Windo

T Document] - Microsoft Ward @lﬁg

Dﬁn|§@1"&° .}éﬁ@‘nv [

Click here Hormal - Times Mew Roman = 13 = | B ||:| - A
to select  ——J2 S T D R A R B e T ST
a tab
(e.g., left,
right, Hanoine i » ot indh
e anging indent  Left indent Centre tab-stop Right indent
centre,
. - Left tab right tab ................... centre tab 12.654
decimal) - Left right centre 1333004
‘; Idore left tabs more right tab| centre with leader 1288
é B
|om- s & ashepese N N OCEHAE &-L-A-==20@ .
[Page 1 Sec 1 tr [ae3sm n3  col32 | [nec [k [EeT [G9R [Engishica [[EOX
PAGE SETUP Page Setup HE
This feature allows you to set new margins ;
y >
. Margins I Paper Size | Paper Source | Laryout |
change the layout from portrait to landscape, .
. . Top: 5 = Preview
select new paper size, and customize the header e ;
and footer options for different sections in the Bottom;  [2.54em =
document. To open the Page Setup dialog box, Left: [o.17em =
click File | Page Setup on the Menu bar. rght: 7o =
Guther: oom =
tomedge————————————————
Header! |1.25 om E‘
Faoter; |1'25 cr 5 Apply to: Iwhole document j
I Mirror margins Gutter position
I 2 pages per sheet " Left  Top
Default... | K I Cancel I
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