Word Processing and Microsoft Word
TC310, Spring 2002

During today’s class, we will be covering the following dimensions of Microsoft Word:

· Styles: The use of character and paragraph styles, particularly the benefits of using such styles in large documents

· Inserting and formatting:  Procedures and strategies for inserting and formatting headers, footers, fields, tables, and graphics.

These activities have the following goals:

· Provide you with ideas for upcoming assignment

· Raise your awareness of possibilities

· Engender questions that will promote broader, deeper, and richer learning 

· Increase your effectiveness with using the help system

Part 1 - Getting Your Feet Wet

Overall Directions:  Take the poorly formatted proposal available on the class website
 and format it using Microsoft Word styles.  

1. Define the “Normal” style as

· Double spaced paragraphs

· 1/4 “ indents at the beginning of each paragraph

· Times New Roman, 12 point font

2. Create level 1 and level 2 headings from the existing plain text headings

3. Create a style called “quotation” for the breakout quotation paragraph (indent the quotes ½” and single-space the breakout quote paragraphs).

4. Generate a table of contents. 

Part 2 – Working with Character and Paragraph Styles

Framing question:  Microsoft Word provides a standard set of headings (heading 1 through heading 9) as well as the ability for users to create self-defined styles.  What are the benefits and drawbacks of making use these features (as opposed to simply changing the features of the text itself)?

Demonstration
:  
· Redefining default Word styles
· Creating new Word styles
· Inserting table of contents
· Inserting table of figures / tables of tables (through captions)
Try It Yourself:

· Explore the “PETTT Annual Report
” document available through assignments page of the course website.
· Determine – how many different styles are in use?  Are there user-defined styles? 
· Estimate – how long would it take to manually change all Heading 1 next to new font? 
· Totally change the look of document by changing the font and size of Heading 1, Heading 2, Heading 3, and normal style. How long did it take?
· Reinsert the table of contents (to reflect repagination of document)
Discussion:  

· Reactions/responses to the individual exploration?

· What are some benefits, drawbacks, and challenges of using styles?

Part 3 - Inserting and formatting 

Framing question:  Based on your prior experiences (and your imagination), what are some of the types of objects you can insert into a Word document?  For these objects, what are some of the parameters you might change to format the object? 

Demonstration

· Inserting headers/footers
· Inserting automatically updated fields
· Inserting and formatting tables (and creating tables from text)
· Inserting and formatting graphics
Your practice task

· Work with the “PETTT Annual Report” document again

· Insert a clip art image into the first page, make the image occupy the entire page, and place the image behind the text.

· Convert the dissemination and development steps on page three to a 3-column table, with step number in the first column, step name in the second column, and step description in the second column.

· Add a header that contains the fields “filename” and “number of pages.” 

Discussion
· What are some benefits and challenges of making use of these Word features?










� The document for this exercise can be found at the class website, http//faculty.washington.edu/jturns/tc310-autumn02/assignments.htm.  The document is labeled “Little Document for Tutorial (Document 1).”  Once you open the document in the browser, you will need to save the document, and re-open it in Microsoft Word.





� Part 2 and Part 3 of the tutorial are best done with a large document.  A sample large document is located on class website, and is labeled “Big Document for Tutorial (Document 2).” 


� See Footnote 2. 





