Using ‘Word’ More Effectively (Title)
Spellcheck and default language
Thir are sum erors in this paragraph paragraph. Right click on the offending wds which have underlined. There are some who was wrong. I made a mistake, it corrected the mistake. Cant seem to green line get no matter what I do. Got a blue line tho. Ah now a green line appears. 
With your cursor on the underlined word, right-click for suggestions on what the error is, and click on the correction, if it is there.
Select a language preference for continuous spell-check by right-clicking on the “English (Australia)” button on the lower toolbar. There is an option there for a default language (English Australia, or US or whatever).

Using Headings and Styles (Heading 1)
The style can be selected before typing, or it can be applied to a section of text that has been highlighted. After selecting a ‘heading’ style, typing text, and then pressing ‘enter’, the text on the following line should automatically select the ‘normal’ style.
Click on the first line of this document (you don’t have to select the whole line) and then click on ‘title’. Then select ‘heading 1’ ad ‘heading 2’ for these next two paragraph headings.
Choosing a Font (this is a ‘heading 2’ style)
These styles have pre-set font, size, and line-spacing, but you can easily choose your own and even create your own customised pre-set style. When we get to the end of this session we will apply the formatting to each of the other headings below.

The Font section (make this Heading 1 - later)
We are going to practise using the ‘Font’ section using these next few paragraphs of text. Normally you might make a selection of font, size and colour before you start typing, but we are doing it this way so that you don’t have to spend too much time typing and you can just concentrate on using the functions of Word.

Change Font (make this Heading 2)
The key to any of these functions is to first ‘select’ the text you want to apply it to. If you select some text and thin click on the ‘down’ arrow of the font box, you can watch the font change as you run your cursor down the list.
Reminder – right-click! Select a word or phrase, and then right-click on it. Most of the functions in the ribbon also appear through this option as well.
Change Font Size (Heading 2)
The same applies to the drop-down box on the font size. As long as you select text first, you can run your cursor down the list and watch the size change until you come to the size you wish to choose. 

Grow or Shrink Font (Heading 2)
Of course, if you want to, you can just click repeatedly on the large and small ‘A’ buttons to ‘Grow’ (increase) or ‘Shrink’ (decrease) selected text.

Change Case (Heading 2)
It can be tiresome to realise that you have used the WRONG CAPITALISING right through a text and you have to go back and Meticulously Change each one. The case change button has several options for this. Try it on this paragraph.

Colour (Heading 2)



There are many reasons why you might want to have parts of your text in different colours. This is likely to be combined with a change of font and/or a change of colour. Select some text, and grow it, and then try some different colours.





[bookmark: _GoBack]Clear Formatting (Heading 2)
If you want to get rid of all the formatting and just return to a plain text document, or section of the document, select the affected text and click on the ‘clear formatting’.


Highlight (Heading 2)
This can be used to draw someone’s attention to parts of your text, or you may want to use it when you are studying a Word document as part of a research project. There are several different colours available. You can select text and then choose the highlight colour, or you can select the highlight button and then use your cursor like a highlighter pen. Try both methods of highlighting on this paragraph.


Bold, Italics, Underline, Strikethrough, Subscript and Superscript (Heading 2)
Bold is very useful for emphasising something, change this line to bold.
‘Italics’ are used for emphasis also, and in some special cases for parts of referencing in a bibliography. Make this paragraph italicised.
AND there are a lot of different underlining choices now. Click on the little arrow next to underline, and try some of the different underline styles. Also notice that you can choose a different colour for your underline.
Now, click on “more underlines …” 
If you are using Word 2007 – and therefore have no ‘text effects’ button – there are some text effects included here. Select a section of text, grow it (make it bigger) and then select some of these effects. 
If you have Word 2010 then you will find a much more complete set of text effects under the glowing blue ‘A’ which is the text effects button, and there are some other options under the ‘more underlines…’.
Strikethrough is used to make the point that something would not be correct. Try it on some words in this paragraph.
Subscript (below the text) and Superscript (above the text) have very special uses, especially in Maths. A good use for the superscript is when you want to say something like 20 degrees. Write 20o (that’s a lower case ‘o’). Then select the ‘o’ and click on superscript (x2).


Paragraph Section (Heading 1)
This section will help you to make your document look neat and professional.

Bullets and Numbers (Heading 2)
Try several different bullet styles on this list: (this line italics)
Animals and people interact in several ways. (Heading 3)
Some animals are considered ‘wild’ animals.
Animals in the wild mostly avoid humans, but some will attack when they are confronted. *
Some wild animals are captured by humans and kept in zoos, parks and reserves. *
Some animals are ‘domesticated’ and live in close contact with humans.
Some domesticated animals are tended in order to harvest their wool/ fur, or milk and eggs.*
Some domesticated animals are bred and looked after to be eventually slaughtered for food.*
Some specialised animals are domesticated as pets to be companions.*

(To apply a second level of bullets to the *starred items – see below with decrease/increase indent)
Remove the formatting (select and click on the eraser in the ‘font’ section), and apply numbers to the list. Apply a second level to the *starred items the same way you did with the bullets.

Decrease / Increase Indent (Heading 2)
This is one way to create the levels of bullets and numbers. Select the starred items (*) in the list, and click the right-hand indent button to move them to the right. This will create a second level with different bullets / numbering style.
You can also create indented margins, or sections of text - such as when you provide a longish quote in a research paper.

Sort (Heading 2)
Sort this list into alphabetical order A-Z (select the list and click on the AZ↓):

Broccoli
Peanuts
Zucchinis
Mangoes
Avocado
Egg plant
Carrots
Potatoes
Apples

Now try sorting it Z - A

Show/Hide Formatting symbols (Heading 2)
This one is probably best left alone!

Align Text (Heading 2)
Usually you will want to align your text to the left. For titles and headings you might want to align to the centre. Putting your address at the top right corner of a letter is one use for the ‘align right’ option. If you want a document to look really professional, like a printed book, you might want to try the ‘justify’ option. This does tend to result in some lines with the words spread weirdly across the page. Try the different options with this paragraph or others.

Line and Paragraph Spacing (Heading 2)
Try selecting a section of text in this document and vary the spacing. Sometimes academic documents have a particular requirement such as 1.5 or double spacing.
You can also select the text and click on ‘no spacing’ in the styles section, and then select a spacing option.

Shading (Heading 2)
This is for colouring the background of a certain area. It’s different from highlighting which only surrounds the words. Try it on this paragraph.

Borders and Shading (Heading 2)
This can be used to apply to the lines/borders in a table – see later – but you can also draw borders around sections of text. Select this paragraph and try adding some borders.
If there is a paragraph break, like in this section, the internal lines will appear between the paragraphs.
Each of the options ‘toggles’ – click once to put it there, and click again to remove it. Or you can use that eraser button in the ‘font’ section, or just the ‘undo’ blue arrow at the top right.

Clipboard section (Heading 1)
There are a number of ways to perform cut / copy / paste actions, (select text and then) using ‘right mouse’ is often the simplest, or you can use the buttons here.

Format painter (Heading 2)
This can be very useful. If you see formatting that you like in one section of a document you can copy it to other places. 
Find and select a ‘heading 2’ style line near the beginning of this document. Double click the icon to copy to more than one place. Now click on each line through this document that says ‘heading 2’. Then repeat the process with ‘heading 1’.

Editing section (Heading 2)
Find and Replace – find the word ‘text’, replace it with the word ‘words’.
Click the ‘undo’ arrow when you have finished!


Page Layout Ribbon (Heading 1)
Themes Section (Heading 2)
There are a lot of pre-set themes. Click on the arrow under ‘themes’ and then hover over some of the themes. The whole document will change to give you an idea how it would look.
The same is true for Fonts, and also for colours. Try hovering over some of them, then try clicking on some and then use the blue ‘undo’ arrow at the top left of your screen. 
(However, for the effects button we need to first create some Word Art. It has an effect on the whole document when there are items affected by Word Art, so we will look at it later.)
Page Setup Section (Heading 2)
Generally the options in this section affect the whole document, not just parts that are selected.
Margins – try changing the margins, and then undo.
Orientation – change orientation, and undo.
Size – only use this option if you are planning to print out in a different paper size, click the arrow and see what options are available.
Columns – have a look at the various options for columns. When would these be useful?

Page Background (Heading 2)
Changes in this area affect the whole document.
Watermark – click on the drop-down arrow on ‘Watermark’, try selecting some of the watermark words which appear as a light background to the document behind the text.
Click on the ‘Watermarks’ drop-down box again and select ‘custom watermark’. In the dialogue box that opens you can select a text watermark of your own, or you can select a picture watermark using a picture from your computer. Browse to select a picture, choose the scale (by trial and error), and uncheck the ‘washout’ box if it appears to pale/light in your document.
You can also select ‘Page Colour’ to choose a colour for the whole background of your document. The ‘Fill effects’ button in this drop-down option will let you choose patterns and textures within your colour.

Page Borders – this looks very similar to the ‘borders and shading’ option at the bottom of the drop-down menu under borders on the ‘home’ ribbon.

