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Introduction

e Welcome to The ESL Computer Book - Microsoft Word '97. This workbook is one in a
series of computer skills workbooks designed for ESL learners. The others are:
The ESL Computer Book - Microsoft Word 2000
The ESL Computer Book - Corel Word Perfect 8
The ESL Computer Book - The Internet

e This workbook is a basic introduction to Microsoft Word ‘97 and was developed for
English as a Second Language learners both in a classroom setting with an instructor
and as a self-teaching guide.

e Typing and familiarity with the keyboard enhances successful computer skills learning.
Although this workbook introduces the keyboard, no typing instruction is included. There
are several good typing programs available for purchase and it is recommended that
learners have a basic understanding of keyboarding before they begin to study Microsoft
Word '97.

e Each computer skill is followed by practice activities. The activities are designed to
practice both the recently learned skill and control of the keys and mouse. Following a
group of learned skills, there is a review. Learners can use these activities to practice
their skills. There is a skills check-list on page 95 that can help learners check their
progress.

e The learned computer skills build on each other so it is suggested that learners follow
the workbook in order.

e Learners should review pages as many times and as often as they wish. Repetition is
crucial in remembering how to do something. Instructors should develop other practice
activities that reflect learners' needs and life experiences. If possible, it is suggested
that instructors copy some of the activities on a disk for learners to complete. This
provides the opportunity to practice locating, opening and revising a file.

e Learners have different learning styles. Some may want to 'jump in' while others may
need to read carefully and understand the instructions before proceeding. This
workbook has been designed to address both styles by offering, where possible,
different ways to accomplish a task.

e Computers are complex machines and there are often many ways to accomplish the
same task. This workbook includes only one or two ways and as learners become more
familiar with the computer, they will add to the skills and knowledge taught in this
workbook.

e |It's very difficult in any workbook to adequately describe some vocabulary items eg.
‘click’, 'cursor’, 'select’, 'deselect’, ‘scroll down’. Learners may need some initial

assistance with vocabulary items. I
fur

Hav?
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Parts of the computer
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Getting Started

The Mouse @%

How do | click?

1. Put your hand on top of the mouse.
2. Put your first finger on the left mouse button.
3. Quickly put your finger down and up on the left mouse button.

—

How do | double-click?

1. Put your hand on top of the mouse.
2. Put your first finger on the left mouse button.
3. Quickly put your finger down and up on the left mouse button two times.

Microsoft Word ‘97

How do | open Microsoft Word ’97?

1
E@

1. Double-click Microsoft .
Wwhord
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The Keyboard

- “HHE—
)

This is the cursor: | The cursor blinks on and off. It is the place you type.

How do | move the cursor?

Move and click the mouse or press the arrow keys: M M H

How do | put the cursor down to the next line?

< e

0 b\

How do | make capital letters?

[ )

Hold down ' + letter.

78 \

How do | erase letters? ~—

Delete

To erase letters on the right of the cursor, press |, .

To erase letters on the left of the cursor, press ||~ ! _
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The Keyboard continued...

How do | make a space?

Press the space bar. “

How do | make the cursor go to the end of a line?

N |

Press ﬂ

78R\

How do | make the cursor go to the beginning of a line?
3 >

Press

78R\
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Select and Deselect

How do | select words?

Put the cursor at the beginning of the words you want to select.

Put your first finger on the left mouse button.

Hold down the left mouse button. Move the mouse across the words.
Lift up your finger.

You see this:

hen you select words, they look like this.

You can move words or change the size, the color, and the style of words on the computer.
Select words before you change them.

o b~ D~

How do | deselect words?

1. After you make changes to a word, click on the white part of the screen.

hen you select words, they look like this.

When you deselect words, they look like this.

>

How do | know what the pictures on the screen mean?

The mouse can help you find the meaning of the pictures on the toolbars. Put the mouse on
the picture and wait. You see words under the picture. The words tell you what the picture

can do.
%"'IH 5”% 14 £| B !
I:‘Ipen| M Font Size |
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Scroll Up and Scroll Down

This is a computer screen:

W, Corel WordPerfect - Document] _ &3] x|
Q Ele Edit “iew |nseit Fomat Tools “Window Help = ﬁlll
NEEaE aB2¢|vsvRO-As-|e-e-=2m- DX &2
[ Times NewFioman [=[[12 =| B 7 U = |<None> J| e _.| T Wy Vi || =
|I|I F3\4\E\I5|7\ \‘3I]u|‘1|‘ \13I|‘1||5kl JE\‘| \l|3\?EIUlI 1.0
I
=
13
ts
st | Hinem. | Bjwed..| E)The .| Ejwed I cor.. &=k |[WHEGER sserm

You don'’t see the full page on your screen,

Scroll down to see more.
This is the scroll bar:
The scroll bar is on the right side of your screen.
The scroll bar helps you to scroll up or down.

To scroll down, click ﬂ

Continue to click ﬂ .

To scroll up, click |

How do | go to the next page?

When the page finishes, you see this:
Continue typing and the computer
goes to the next page automatically.
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Let’s Practice!

Type this story.
Make it look the same as this one.

Check the spelling.

Save on your disk as ‘asthma’.
Print.

Close.

N o a kM e bdh =

How many words do you have? Use Word Count.

Asthma Increased 500% in Nova Scotia Since 1970's

Asthma is a breathing problem. More than
62,000 Nova Scotian children have
asthma. Asthma increased 500% in Nova
Scotia since the 1970's.

What are some things that cause asthma
attacks?

1. Indoor air quality
2. Dust

3. Cat hair

4. Pollen

What are some problems for people with
asthma?

e Some people think the heat in homes is
a problem. Oil and wood heat are dirty.

e Water in the windows or in the carpet is
also a problem for some people with
asthma.

e Mould in the bathroom or in the carpets
is a problem.

e Second-hand smoke can start an
asthma attack.
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Borders and Shading

A border is a box around your words.

”Nclrmal = Arial 12 | B [ EHEEEEE i= 1= i i -J"-i
This is a border.
Shading is the grey color inside the border.
How do | make a border?
1. Select the words you want to put in a border.
2. Click Format.
3. Click Borders and Shading.
4. YOU see th|S Borders and Shading 2| x|
Biorders | Page Border I Shading I
Setting: Skyle: Preview
D e \—Iij e o e
E Shadow
B E
— | 14 pt - Apply to:
ﬂ Custom I J IPpaljjgraph j
Qptions, .. |
ShDW ICID"J&I’ | OK Cancel |
5. Click in the box on the left of the word Box.
6. Find the word Style.
7. Click a style.
8. Click =l to see more styles.
9. Find the word Color.
10. Click El in the Color box to see more colors.
11. Click a color.
12. Find the word Width.
13. Click EI in the Width box to see more widths.
14. Click a width.
15. Look in the Preview box.

56
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Borders and Shading continued...

16. Click OK.
17.You can take off the sides of the border.

o To take off the top line of the border, click __-

e To take off the bottom line of the border, click —1.

e To take off the left line of the border, click |115115| )
e To take off the right line of the border, click

Or:

1. Select the words you want to put in a border.

2. Click [-].

How do | take off the border?

1. click [2] .

How do | add shading?

Select the words you want to add shading to.
Click Format.

Click Borders and Shading.

Click Shading.

You see this:
Fill

Mane

I
T
T T
7 .
M
|

o bk~ b~

NETT=

6. Click a color.
7. Look in the Preview box.
8. Click OK.
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Practice Activity
Borders and Shading

NV

“©2 Activity #1

1. Type 10 sentences about your country, one on each line.
2. Put the sentences in the centre.

3. Put a blue border around your sentences.

4. Put shading in the border.

5. Save on your disk as ‘'my country’.

6

. Close.

NV

-
-
7 -

© Activity #2

1. You need somebody to rent your home.
2. Make a ‘for rent’ sign for your home and include:

how many bedrooms
how many bathrooms
rent

what kind of heat
location

date available

3. Put a border around it.

4. Save on your disk as ‘for rent’.
5. Print.

6. Close.
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Page Borders

Page borders go around the whole page.

JEiIe Edit “jew Insert Format Tools Table ‘Window Help

How do | make a page border?
1. Click Format.
2. Click Borders and Shading.
3. Click Page Border.
4. You see this:
Borders and Shading
Borders | Fage Rorder | shading |
Setting: % Skyle: Preview
= E cickgn degrom oon o usc
|ﬁ e | | : :
E Shadow - LI
Colar:
I. Auto VI
@ w2 width:
15 pt - Apply to:
ﬁ Custom Art: Iwhnladncumant j
{none] v Options. ..
5. C|ICk Box- Shaw Toolbar Cancel |
6. Find the word Style.
7. Click EI to see more styles.
8. Click on a style.

9. Find the word Color.

10. Click =l in the color box to see more colors.
11. Click a color.

12. Find the word Width.

13.Click =lin the width box to see more widths
14. Click a width.

15. Look in the Preview box.

16. You can make a page border with pictures.

17. Find the word Art.

18. Click EI in the Art box to see pictures.

19. Click a picture.

20. Look in the Preview box.

21. Click OK.
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Practice Activity
Page Borders

NV}

gEs Activity #1

Type all the computer words you know, one on each line.
Add a page border.
Centre the document.

Save as 'page border’.

goA W

Close.

"%~ Activity #2

Type the names of 15 people in size 18, one on each line.
Change the font to a handwriting font.

Centre the document.

Add an Art page border.

Save on your disk as 'art border’.

o O A W N e

Close.
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Toolbars

Toolbars help you do more things on the computer. Toolbars are the areas at the top and
bottom of your screen with pictures. Usually Microsoft Word has the Standard Toolbar and
the Formatting Toolbar. If you don’t see a toolbar, you can add it. If you don’t want a toolbar,
you can remove it. These are the toolbars in this workbook:

Standard Toolbar
“D ﬁ'n|§&"&|% E*@ﬂﬂvn,

=
i

e &

Formatting Toolbar
“ Marmal - | Arial =1z |=

»zulE

Drawing Toolbar

“D[an L3 G;|.ﬁ.gt|:|5hapes~r ™ HDG“&*&*&*E_E.E|

Tables and Borders Toolbar

|2 o] —— = w-2Z|O-2- @80 mm| 35 | @d gz =
How do | add a toolbar? v
1. Click View. JEiIe Edit View Insert Format Tools Table ‘Window Help

2. Click Toolbars.
3. You see the toolbar names: [, standard

’T Farmatting
AutoText
Control Toaolbox
Database
Drawing
Forms
Picture
Reviewing
Tables and Borders
Wisual Basic
Web
Wordark

Cuskamize. ..

4. Click on the left of the toolbar name and you see |T This is on.
5. Click IT to turn off the toolbar.
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Practice Activity
Toolbars

/

':Cf%:i Activity #1

1. Take off all the toolbars.
2. Add the Standard Toolbar.
3. Add the Formatting Toolbar.

-C Activity #2

1. Add the Drawing Toolbar.
2. Add the Tables and Borders Toolbar.

-@< Activity #3

1. Take off all the toolbars.
2. Add the Drawing Toolbar.

-C1 Activity #4

1. Add the Standard Toolbar.
2. Add the Formatting Toolbar.
3. Take off the Drawing Toolbar.
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Tables

You can organize information in a table.

JEiIe Edit Wiew Inserk Faormat Tools Table Window Help
+

This is a table:

This is a row.

uwn|od
e sisiyL

How do | make a table?

9.

©® NO Ok D=

Click Table.

Click Insert Table.

Click g beside Number of columns to select the number of columns you want.
Click =4 beside Number of rows to select the number of rows you want.

Click AutoFormat.

Find the word Formats.

Under Formats you see many format names for tables.

Click =] to see more formats.

Click a format name.

10.Look in the Preview box.
11.Click OK.
12.Click OK.

How do | select a row or a column?

Howbnh -

Put the cursor in the row or column you want to select.
Click Table.

To select a row, click Select Row.

To select a column, click Select Column.
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Tables continued...

|2 < - wedlO-2-

e mpn P T

A

How do | put shade in a row?

Add the Tables and Borders Toolbar.

Select the row where you want to put the shade.

Click ¥ beside &3 on the Tables and Borders Toolbar.
Click a shade color.

LN =

How do | put shade in a column?

1. Select the column where you want to put the shade .
2. Click ¥ beside ﬁ on the Tables and Borders Toolbar.
3. Click a shade color.

How do | add a row?

1. Click in the place you want to add a row.
2. Click Table.
3. Click Insert Rows.

How do | delete a row?

Click in the row you want to delete.
Click Table.

Click Select Row.

Click Table.

Click Delete Rows.

o b~ wbd -~
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Tables continued...

|2 2|

How do | add a column?

Click Table.
Click Select Column.
Click Table.
Click Insert Columns.

o b~ wbd =

How do | delete a column?

Click in the column you want to delete.
Click Table.

Click Select Column.

Click Table.

Click Delete Columns.

o b~ b~

How do | change the direction of the words in

Click where you want to type.

Type.

Click <l

To change the direction again, click LEH .

o b~ b~

& | IO M| 38 |4 & = |
+

Click in the place you want to add a column.

a column?

11
To change the direction to normal, click -u:” .

How do | erase the line between two columns?

1. Select the area you want to join.

2. Click .
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Practice Activity
Tables

“C2 Activity #1
1. Make this table.

Name Address Phone number Email address

2. Type names of friends, doctors, teachers, or others.
3. Type their address, phone number and email address.
4. Save on your disk as 'names and addresses'.
5

. Close.

L/
-

“C3 Activity #2

1. Copy this:
Monday Tuesday Wednesday Thursday Friday Saturday

S,

S 7 8 9 10 11 12 13
(Q\

C

o 14 15 16 17 18 19 20
e

2

O 21 22 23 24 25 26 27
O

28 29 30 31
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© N O s w D=

Make this table.

Let’s Practice!

How many words do you have? Use Word Count.

Save on your disk as 'holidays'.
Print.
Close.

Make another table with the holidays and special days in your country.

Save as 'my holidays'.

Close.

Canadian Holidays and Special Days

Name Date
New Year's Day January 1 Holiday
Valentine's Day February 14 Not a holiday
International Women's Day March 8 Not a holiday
Daylight Savings Time begins first Sunday in April Not a holiday
Good Friday usually in April Holiday
Easter Sunday usually in April Holiday
Mother's Day second Sunday in May Not a holiday
Victoria Day Monday before May 25 Holiday
Father's Day third Sunday in June Not a holiday
Natal Day First Monday in August Holiday
Canada Day July 1 Holiday
Labour Day first Monday in September | Holiday
Thanksgiving Day second Monday in October Holiday
Daylight Savings Time ends last Sunday in October Not a holiday
Halloween October 31 Not a holiday
Remembrance Day November 11 Holiday
Christmas Day December 25 Holiday
Boxing Day December 26 Holiday
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Text Box

A

Text means words. You can put words in a text box and move it easily.

v

This is a text box.

How do | make a text box?

o a0k N =

Add the Drawing Toolbar.
Click |£F] .

Click where you want
This is a text box:
Click in the text box &=
Type.

How do | change the size of the text box?

NS ok

. Click the text box.

You see small boxes around the text box.

Put your mouse on any of the corners. Move the mouse until you see a double arrow.
You see this: ~ FEH
kﬂii: H
When you see the double arrow, hold down the left mouse button.

Move the mouse in towards the centre of the text box to make it smaller.
Move the mouse out away from the centre of the text box to make it bigger.
Lift up your finger.
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Text Box continued...

“D[.an[:gG;|.ﬁ.gtnShapes~rHHD'::'4|&v£v -~ =
P4

How do | put shading in the text box?

1. Click in the centre of the text box.
2. Click ¥ beside i on the Drawing Toolbar.
3. Click a color.

How do | change the style of the line around the text box?

1. Click in the centre of the text box.
2. Click = .
3. Click a line style.

How do | change the color of the line around the text box?

1. Click in the centre of the text box. .
2. Click ¥ beside i on the Drawing Toolbar.
3. Click a color.

How do | add a shadow to my text box?

1. Click in the centre of the text box.
2. Click B .
3. Click a shadow.
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Practice Activity
Text Box

“6: Activity #1

Make a text box.

Type your name and address in the textbox.
Change your name to size 20.

Change your address to size 18.

Put your name and address in the centre.
Put green shading in the box.

Take off the line around the text box.

Save on your disk as 'text box1'.

V0 N o O w N

Close.

~&~ Activity #2

Make a text box.

Put a blue double line around the text box.

Put a shadow on the text box.

Type one word in size 72 in the centre of the text box.

Save on your disk as 'text box2'.

oo s w N

Close.
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Word Art

4l

You can have fun with Word Art!

v
“D[an [z G;|.ﬁ.gtc|5hapes~r ™ HDC}4|&'£'£'E_'E

This is Word Art.

How do | use Word Art?

1. Add the Drawing Toolbar.

2. Click < .

3. You see this: EEEETEEE K E3

Select a WordArt style:

| e T

Worel et (WordArt [Wordhrt [975792 1+ | Wordiet
w wordart || -WorcArt W{J%‘{lArs L
Worddet [WordAve | Wordhet | Wit izl

vt P

a4 I Cancel |

CRT T 1UERT-TET T 1

L

R s

Fpavr

4. Click a style.

5. Click OK.

6. Type some words.
7. To change the font, cIickEI in the Font box.

8. Click ZI to see more font names.

9. Click a font.

10.To change the font size, click =l in the Size box.
11.Click EI to see more sizes.

12.Click a size.

13.Click OK.
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Practice Activity
Word Art

Activity #1
\}\OhamMQoz

1. Use Word Art to make your name the same as this:
2. Save on your disk as 'my name'.
3. Close.

Activity #2

1. Type sentences about your school, your job, your country, or your family, one on
each line.

Type a title.

Change the title fo Word Art.

Put the title at the top of the page

Check the spelling.

Put bullets in front of each sentence.

Add a page border.

Save on your disk as ‘Word Art'.

0 o N OO wN

Close.

Activity #3

Open the file on your disk named ‘asthma'.
In Word Art, type the title of the story.
Put the title at the top of the page.

Save.

O oA W

Close.
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Symbols

You can add symbols to your document.

JE"E! Edit Wiew Insert Formakt Tools Table Window Help
A

These are symbols.

o P

How do | add a symbol?

1. Click Insert.
2. Click Symbol.
3. You see this:
Symbol
Symbols | Special Characters |
Fonk: |M0n0tvpe Sarks j
W <[] =[]0 [+[m]w|=] v ][ =[n]= ][] [v [x]x]x [ [+ [+[+
AR AEAR JEREE LA AR AEAE JE LR E b AP AR EIE AL -
* |k s [ ok | G || | 8| e (e e [ | 3| |k % (O[O |O0|Q |0 |4
(| b0 [R] s s O] |2 O 3O || X L{F[fC])]|{|}|OfDO
ojo|jo|ojo|o|jo|jo|o|o|o|Oo|o|{O|O(O(0|9|[T|X (W ¥ |& |k 4 @a
T(@E e 0e@ED e 666 e ee| 6o ee|R e ee
20006 0|00 60 8|0 ]| w|=e| o] || |- )=
el ¥ [ || =] 2 | o (=] O (@] s [z |2 30| 4 | === |3 |=[ O
AutoCorreck. .. Shorteut key... | Shortcut key:
Insert I Cancel
4. Click lin the Font box to see more symbols.
5. Click a symbol.
6. Click Insert.
7. Click Close.

How do | change the size of a symbol?

1. Select the symbol.
2. Click =] in the Font size box. |2 T
3. Click a size.

How do | change the color of a symbol?

1. Select the symbol.
2. Click ¥ beside £k .
3. Click a color.

73 Nova Scotia C.L.I. ESL Special Projects Funding The ESL Computer Book — Microsoft Word ‘97



s
-@7
(MY
Practice Activity
Symbols

/

':, :1 Activity #1

1. Type this:

I came to Canada by . The next day I a2 my friend at &. I told my
friend about the & in Halifax. My friend was very ©. I bought a and
read it. My eyes hurt so I went to the doctor. The doctor told me to get
. Twas very ®. T & four D<Ito my friend. It was a M day.

Insert the symbols from ‘Wingdings' font.
Change the symbols to size 20.

Save on your disk as 'symbol’.

o > 0N

Close.

N4
@2 Activity #2
1. Insert five symbols.
2. Type sentences and use the symbols in the sentence.
3. Save on your disk as 'symbol story'.
4. Close.
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1. Copy this page.

cCcopY

Symboly
© =

M [

Type your name, address
and phone number in size
20 in this box.

Put the words in the
centre.

Let’s Practice!

this page!

Q\,ahfa%

NRA3N0

Sunday
Monday
Tuesday
Wednesday

Thursday
Friday
Saturday

75 Nova Scotia C.L.I. ESL Special Projects Funding

The ESL Computer Book — Microsoft Word ‘97



Pictures
You can add pictures to your document.

JEiIE Edit Wjew Insert Format Tools Table ‘Window Help
A

How do | add a picture?

Put the Microsoft Word ‘97 cd in the computer.
Click Insert.

Click Picture.

Click Clip Art.

Click a picture.

Click Insert.

o gk N =

How do | change the size of the picture?

1. Click the center of the picture.

2. You see small boxes around the picture:

3. Put your mouse on any of the corner boxes. Move the mouse and you see a double
' O

arrow. You see this: D
O

When you see the double arrow, hold down the left mouse button.

Move the mouse in towards the centre of the picture to make it smaller.
Move the mouse out away from the centre of the picture to make it bigger.
Lift up your finger.

No ok

How do | move the picture?

Click the center of the picture.

When you see *l{% , hold down the left mouse button.
Move the picture.

Lift up your finger.

hwn -
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Pictures continued...

How do | insert a picture in to a document with a lot of words?

Type words.

Insert a picture.

Click the center of the picture. Fomnal i 2x
Click Format Colors and Lines I Size I Position  “rapping | Picture I Texk Boxl

Wrapping stvle

©® NO Ok D=

Click Picture.

Click Wrapping. < |<> |<> W
Click a Wrapping style. Sguare  Tight  Through  Mone  Top & battom
Click OK.

This is Square Wrapping:

It is snowing today. It is very cold. The man is brushing the snow off his car. There is 20 centimeters of snow.
School is cancelled because of the snow. The streets are very slippery. The man is not worried. He is a very
good driver. It is snowing today. It is very ... . cold. The man is brushing the snow off his car.
School is cancelled because of the snow. B ... The streets are very slippery. The man is not
worried. He is a very good driver. It is snowing today. It is very cold. The man is brushing
the snow off his car. It is snowing today. It is very cold. The man is brushing the snow off his
car. There is 20 centimeters of snow. : School is cancelled because of the snow. The
streets are very slippery. The man is not worried. He is a very good driver. It is snowing
today. Itis very cold. The man is brushing the snow off his car. School is cancelled because of the snow. The
streets are very slippery. The man is not worried. He is a very good driver. It is snowing today. It is very cold.

This is Top and Bottom Wrapping:

It is snowing today. Itis very cold. The man is brushing the snow off his car. There is 20 centimeters of snow.
School is cancelled because of the snow. The streets are very slippery. The man is not worried. He is a very
good driver. It is snowing today. lItis very cold. The man is brushing the snow off his car. School is cancelled

N

snowing today. Itis very cold. The man is brushing the snow off his car. It is snowing today. Itis very cold.
The man is brushing the snow off his car. There is 20 centimeters of snow.
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Practice Activity
Pictures

NV

“&X Activity #1

1. Type these words, one on each line:

books mushrooms

sun fish

baby no smoking sign
cat cow

airplane show

doctor birthday cake
bird envelopes
soccer ball house

bananas
flowers
telephone
Canadian flag
bathtub
money

guitar

2. Find a picture of the word. Put the pictures beside the words.

3. Make the pictures small.
4. Save on your disk as 'pictures’.
5. Close.

<@ Activity #2

Type sentences about your country.
Change the sentences to size 18.
Add 2 pictures beside the sentences.
Use tight wrapping.

Centre the document.

Add a page border.

Save as ‘wrap'.

©® N o o b~ w o=

Close.

78 Nova Scotia C.L.I. ESL Special Projects Funding The ESL Computer Book — Microsoft Word ‘97



Lines

™,

You can draw lines and change them.

v

”D[an [ G;|P.gt:::5hapes~r -, HDG‘|&*£*£*E_
A

How do | make a line?

Click =™ .

Put the mouse where you want to make the line.

Hold down the left mouse button and move the mouse.
Lift up your finger.

LN =

How do | make to line longer or shorter?

1. Click on the line.

2. You see little boxes at the ends of the line.

3. Put your mouse on one of the boxes. Move the mouse until you see a double
arrow. You Seﬁ:.»_________n

4. When you see the double arrow, hold down the left mouse button.

5. Move the mouse to make the line longer or shorter.

6. Lift up your finger.

How do | move the line?

Put the mouse on the line. You see this: —«fa___ .
Hold down the left mouse button. {%
Move the mouse to where you want to put the line.
Lift up your finger.

L n -

How do | change the style of the line?

1. Click on the line.
2. Click ' =.
3. Click a style.
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Practice Activity
Lines

NV

“& Activity #1

Draw a long line.

Change the line style to a 6 pt line.
Make the line shorter.

Draw another line.

Change the line style to a £ pt line.

Save on your disk as ‘line’.

N o O s N

Close.

GL Activity #2

1. Type these words in size 16 in two columns:

happy cold

easy expensive
big / sad

cheap difficult
wet dirty

long late

new small
clean short

hot old

early dry

2. Draw a line from a word on the left to the opposite word on the right.

3. Save on your disk as ‘more lines'.
4. Close.
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Autoshapes

Autoshapes =

The computer can help you make different shapes.

“D[.an L3 G}|.ﬁ.gt|:|5hapes~r R DC}4|&'£'£'E_ =

How do | draw a picture?

Click ¥ beside | Aufashapes =

Click Lines.
Click [5 .

o b~ b~

To cut the line, double-click.

How do | make an arrow?

Click ¥ beside = AutoShapes =
Click Block Arrows.

Click an arrow.
Click.

hwn -

How do | put fill in the arrow?

1. Click in the center of the arrow.
2. Click ¥ beside ¥ .
3. Click a color.

How do | make a star?

Click ¥ beside = Adtoshapes ~
Click Stars and Banners.
Click a star.

Click.

L n -

Hold down the left mouse button and move the mouse to draw a picture.
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Practice Activity
Autoshapes

6 Activity #1

Make a block arrow.

Add yellow fill o the arrow.
Make a star.

Add green fill to the star.
Make the arrow bigger.
Make the star smaller.

Save on your disk as ‘arrow and star'.

©® N o o b w Do

Close.

NV

“©3 Activity #2

star arrow sun

Make a star.

Make an arrow. Put it beside the star.
Make a sun. Put it beside the arrow.
Add pink fill o the star.

Add blue fill to the arrow.

Add yellow fill to the sun.

oo s w N
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Page Numbers

Page numbers are good for long documents.
You can put the page number at the top or bottom of the page.

JEiIe Edit “jew Insert Format Tools Table ‘Window Help

A

How do | add page nhumbers?

1.

Click Insert.

2. Click Page Numbers.
3. You see this:

Page Numbers

Position:

‘Bioktom of page (Fooker) j
Alignment:
|Right =l
Iv show number on first page

(84 I

FENiE

Cancel Format...

Click =] in the Position box.

Where do you want to put the page number?

e Click Bottom of page or
e Click Top of page.
Click =l in the Alignment box.

Where do you want to put the page number?

e Click Right or

e Click Centre or

o Click Left.

Look in the Preview box.
Click OK.
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Practice Activity
Page Numbers

@2 Activity #1

1. Open all the documents on your disk.
2. Add page numbers.

3.
4

. Close each document.

Save each document.

@% Activity #2

VN O oA W N

Open a new document.

Add page numbers at the top of the page.

In size 36, type yesterday's date at the top of page 1.
Type a sentence about yesterday on page 1.

In size 36, type today's date at the top of page 2.
Type a sentence about today on page 2.

In size 36, type tomorrow's date at the top of page 3.
Type a sentence about tomorrow on page 3.

Save on your disk as 'page numbers'.

10. Close.
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Labels

We usually put address labels on envelopes.

JEiIe Edit Wiew Insert Faormat Tools Table Window Help
A

This is a label:

Halifax Immigrant Learning Centre
P.O. Box 22095

Bayers Road RPO

Halifax, Nova Scotia

B3L 4T7
How do | print labels?
1. Click Tools.
2. Click Envelopes and Labels.
3. Click Labels.
4. Find the word Address.
5. Under Address click and type the address you want to put on the label.
6. Do you want one label or many labels? Priik
e To make many labels, click here. —» {+ Full page of the same label
e To make one label, click here. ~ — " Single label
7. Find the word Label in the bottom right corner.
8. You see this:
Label
Bvery skandard, 2160 Mini
Address

9. Click the picture of the label.

10. Find the word Product number.

11. Under Product number you see many numbers.

12. Look on your package of labels to find a product number.
13. Clickzl to find your product number.

14. Click your product number.

15. Click OK.

16. Put a sheet of labels in the printer.

17. Click Print.
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Practice Activity
Labels

@ Activity #1

Type your name and address.
Put it on a full page of labels.
Print.

Save on your disk as 'labels’.

O oA W

Close.
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Envelopes
You can print addresses directly on the envelope.

JEiIe Edit View Insert Faormat Tools Table Window Help

*
How do | print an address on an envelope?
1. Click Tools.
2. Click Envelopes and Labels.
3. Click Envelopes.
4. You see this:
Envelopes and Labels 7] x|
Envelopes | Labels |
Delivery address: [ |- Print |
il £dd to Document |
Cancel |
options, .. |
|
Return address: T omit
review——Feed——
ﬂ = - @
|
YWhen prompted by the printer, insert an envelope in your printer's manual Feeder.
5. Find the words Delivery Address.
6. Type the address where you want to send the letter.
7. Find the words Return Address.
8. Type your address there.
9. Put an envelope in the printer.
10. Click Print.
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Practice Activity
Envelopes

@2 Activity #1

1. You want to send a letter to the Halifax Immigrant Learning Centre.
2. This is the address.

Halifax Immigrant Learning Centre
P.O. Box 22095

Bayers Road RPO

Halifax, Nova Scotia

B3L 4T7

Type your address for the return address.
Put an envelope in the printer.
Print.

oo b~ w

Close.

NV
-

"85 Activity #2

1. You want to send a letter to MISA.
2. This is the address.

MISA

Suite 200, 2131 Gottingen Street,
Halifax, Nova Scotia

B3K 577

Type your address for the return address.
Put an envelope in the printer.
Print.

oo > w

Close.
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Line Spacing
You can change the space between the lines.

JEiIe Edit “jew Insert Format Tools Table window Help
A

Single space
Nova Scotia is a small province in Canada.
The capital city is Halifax. It is on the
Atlantic Ocean.

Double space
1.5 space

Nova Scotia is a small province in Canada. Nova Scotia is a small province in Canada.

The capital city is Halifax. Itis on the The capital city is Halifax. Itis on the
Atlantic Ocean.

Atlantic Ocean.

How do | change the line spacing?

1. Select the sentences you want to line space.
2. Click Format.
3. Click Paragraph.
4. Find the words Line spacing.
5. Click =] in the Line spacing box.
6. Click a line spacing. Line spacing:
7. Click OK.
Sirgle
- (1.5 lines
= Double
ak least
Exackly
IMulkiple
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Practice Activity
Line Spacing

tivity #1

1. Type about your first day in Canada.
2. Change the font fo size 16.

3. Change the line spacing to 1.5.

4. Check the spelling.

5.
6
7
8

Add a border and shading.

. Add a picture.
. Save as ‘first day'.
. Close.

€2 Activity #2

1. Open the file named ‘asthma’ on your disk.
2. Change the line spacing to double.

3.

4. Close.

Save.
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Headers and Footers

A header is at the top of every page of a document.
A footer is at the bottom of every page of a document.
For example, look at the footer at the bottom of this page.

JEiIe Edit “ew Insert Format Tools Table ‘Window Help
A

How do | make a header?

. Click View.

Click Header and Footer.
You see the header and footer toolbar:

* Header and Fooker

Insert AutoText - | | () | B Gh || = F 5, | Close

Type the words you want to put in the header.
Click Slose

How do | make a footer?

o

. Click View.

Click Header and Footer.
You see the header and footer toolbar:

and Fooker

Insert AutoText - | | (- | B Gh || & F O, | Close
+
Click E .

Type the words you want to put in the footer.
Click Close .
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Practice Activity
Headers and Footers

G Activity #1

Open the file named 'first day’ on your disk.
Add a footer.

In the footer, type your name on the left.

In the footer, type today's date on the right.

Save.

o O A W N e

Close.

-©2 Activity #2

Open 5 documents on your disk.

Add a header and a footer to each file.
Type the date today in the header.
Type your name in the footer.

Save each document.

oo s w =

Close each document.
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Let's Practicel

1. Copy this page.
2. Add a page border.
3. Save on vour disk as 'culture shock'.

Culture Shock

e Culture shock is normal

e Culture shock happens when a person moves to a new place
e Language, food, culture, weather and people are different
e Everybody has culture shock

When you first come to Canada, you may be happy and excited. After a while, you
may be homesick. Many people stop feeling happy and excited and start to feel
sad, angry and lonely. This is normal. After a while, people usually begin to feel

more comfortable.

7 Stages of Culture Shock

Stage 1 | I am worried about going to a different country.

Stage 2 | I am excited. Everything is new and interesting. I feel like a fourist.
Stage 3 | I am unhappy. Everything is different. I miss my friends and family. T
am lonely.

Stage 4 | I feel ok. I am getting used to my new culture.

Stage 5 | I am unhappy. It is not easy. I feel uncomfortable. I don't understand
anything. English is very difficult.

Stage 6 | I am more self-confident. I am beginning to understand English and
Canadian culture. I don't feel as lonely as before. I see that other
people have problems too.

Stage 7 | I feel accepted by people in Halifax. T accept my new culture.

How can you look after yourself?

e relax e find a hobby e paint
e go dancing e go window shopping e talk to a friend
e write e listen to music e eat good food
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e go for a walk e go jogging .
Shortcut Keys

go to a movie

You can make changes to your document when you click the toolbars. You can also make
changes to your document using the keyboard. Put the cursor where you want to make a

Ctrl + Backspace

change. Hold the keys at the same time.

delete one word to the left

Ctrl + Delete delete one word to the right
Ctrl + X cut selected text

Ctrl+ Z undo

Ctrl + C copy

Ctrl+V paste

Ctrl + left arrow
Ctrl + right arrow

moves cursor one word to the left
moves cursor one word to the right

Ctrl + end moves cursor to the end of the document

Ctrl + home moves cursor to the beginning of the document
Ctrl +B bold

Ctrl +U underline

Ctrl + 1 italics

Ctrl+S save

Ctrl+ O open

Ctrl +P print

Ctrl + E centre

Ctrl + A select all

Ctrl + shift + >
Ctrl + shift + <
Ctrl + shift+ D

increase font size
reduce font size
double underline

Ctrl + shift + W underline single words

Ctrl + 1 single-space lines

Ctrl + 2 double-space lines

Ctrl+5 1.5 line-spacing

Shift + arrow keys to select

Up arrow up one line

Down arrow down one line

End move cursor to the end of a line
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Home move cursor to the beginning of a line

Check up!

What can you do on the computer?
Put a check beside the things you can do.

v I can..

use the mouse open a new document
save on a disk save in the computer
open a file from a disk change the font
open a file from the computer __ change the font size
change the font color change the font style
undo print

put words in the centre cut, copy and paste
change the paper orientation change the margins

check the spelling check the grammar

____ use the Thesaurus ____ count the words

____ add bullets ___ add numbers

_____ add columns ____ add borders and shading
____ add a page border ____ make tables

____ add pictures ____ add toolbars

_____ make a text box ____ doWord Art

____ add symbols __ make lines

add autoshapes add page humbers
put addresses on labels add headers and footers
put addresses on envelopes change the line spacing

put words in alphabetical order
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