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Word Basics (Final Video)

Word Basics 1 
· In this video we will look at the basics of Word 2013. At the top of the screen is a list of the tasks that can be completed in Word.  This is called the menu.  When you click an item on the menu, additional functions appear related to that menu item.  That list is called the ribbon.  (click through each menu item and point out the items on its ribbon)
· We can use Word to create our own document or open an existing document and make changes to it.  We will open a document that I previously created and saved to my desktop. To do so ….(Open Basic Word Paragraph.doc)
· Add text 
· Delete text – 2 ways – backspace to delete to the left and delete to delete to the right
· Save a file - Save and Save As
Word Basics 2 
· Now we will look at how to copy and paste text using the Windows clipboard (copy and paste the paragraph – 3 times ending with 4 paragraphs.  
· Once you are finished with one document you can start a completely new document by clicking File and then New.  There are many options from which to choose.  The most common is to start with a blank page and you can do that by choosing the first option – blank document.  Word now opens a new window and you can start typing the text of your new document.  (then demo this)

Character Formatting (Final Video)

Character Formatting 1 
· In this video we will demonstrate formatting that applies to one or more characters. Before applying a character format, you need to select the text that you want to format.
· Boldface, italicize, underline
· Font face and font size (show live preview)
Character Formatting 2 
· Color – text and highlight
· Undo
· Clear Formatting

Alignment (Final Video)

Alignment 
· In this video we will introduce paragraph formatting.  Unlike character formatting, a paragraph format affects an entire paragraph.
· Apply to each paragraph
· Show how Left-align is the default
· Center (1st paragraph)
· Right-align (2nd paragraph)
· Justify (3rd paragraph)
· Left-align (1st paragraph) and insert a title at the beginning and center the title.
· Clear Formatting

Indentation (Final Video)

Indentation 1 
· Another example of paragraph formatting is indentation. To indent a paragraph place your insertion point somewhere within the paragraph and click the small arrow next to the word Paragraph in the Paragraph group within the Home tab.
· Apply to each paragraph using the paragraph dialogue box
· Left indent (indents the beginning of each line within a paragraph)
· Right Indent (indents the end of each line within a paragraph)
· First-line indent (indents the first line only within a paragraph)
· Hanging Indent (indents all lines but the first line within a paragraph)

Line Spacing (Final Video)

Line Spacing 1 
· In this video we will take a look at the spacing within and between paragraphs.
· Look at the defaults – Before, After and Line Spacing in the paragraph dialogue box
· Change after spacing to 36 point After in the first paragraph
· Change after spacing to 0 point After in the second paragraph
· Change after spacing to 18 point Before in the third paragraph
Line Spacing 2 
· You can also format the spacing within a paragraph. I have taken out all the before and after spacing between paragraphs to illustrate more clearly the effect of changing the spacing within a paragraph.
· Show default spacing
· Apply double-spacing to the first paragraph
· Leave second paragraph as multiple
· Apply single spacing to the third paragraph
· Look at all three paragraphs and compare

Bullets and Borders (Final Video)

Bullets 
· In this video we will look at two additional formats that are used frequently – bullets and borders. Bullets and numbers are used to format text as a list, either ordered or unordered. If I want to apply bullets to all four paragraphs, I need to highlight the four paragraphs first.  A quick way to do this is to (demo shift+click)
· Show how to highlight a large amount of text using shift+click
· Apply bullets to all paragraphs at once and then undo
· Apply numbers to all paragraphs at once and then undo
· Apply bullets to one paragraph only and numbers to another paragraph
· Undo 
Borders 
· Borders are used to emphasize a paragraph or to delineate a paragraph from another paragraph.
· Apply a bottom border to the first paragraph
· Apply an outside border to the second paragraph
· Apply a top border to the fourth paragraph
· Remove each border

Margins (Final Video)

Changing Margins 1 
· In a previous video we learned how to change the indentation of a paragraph.  We can also change the margins within a document.  Indentation affects only one paragraph whereas margin changes affect the entire document.
· Show the current margins all set at 1 inch using the ruler (show View Ruler)
· Change all margins to 1.5 inches using the page setup dialogue box
· Show on the ruler to see the effect

Pictures (Final Video)

Pictures 
· In this video we are going to look to how to insert a picture into a document.  Before you insert the picture, you need to decide where you want to place it within the document.  
· Click Insert and go over the options.
· Click Pictures and insert a picture located on your computer (insert rose.jpg from the desktop)
· Show how to select and deselect the picture
· Resize the picture – bigger than smaller
· Rotate the picture
· Delete the picture

Spell Check and Grammar Check (Final Video)

Spell Check and Grammar Check 
· Prior to beginning video, remove a word and misspell another word
· In this video we will learn how to use the spelling and grammar checker.
· Start with insertion point at the beginning of document (ctrl/home)
· Review/Spelling & Grammar
· Grammar mistake
· Spelling mistake
· Spelling mistake (Rynn)

Find and Replace (Final Video)

Find and Replace 1 
· Another useful function in Word is Find and Replace.  With this function I can locate a word or phrase quickly. I can also replace a word or phrase with something else either once or for every occurrence in the document.
· Start with insertion point at the beginning of document (ctrl/home)
· Home/Replace
· basic; Find Next; Find Next; replace with elementary
· insertion point at beginning of document
· Replace 115 with 215 (replace all)
Find and Replace 2 
· Undo the 215 replacement
· Replace 1 with 2 (replace all) and get unexpected results 115 becomes 225
· Use Replace all with caution

Headers and Footers (Final Video)

Inserting a Header 
· When you create a document, particularly if it is a long document, you may want to insert header and footer text.  Header text is text that will appear at the top of every page and footer text is text that will appear at the bottom of every page. I will illustrate how to insert a header.
· Insert a blank three column header and replace the placeholder text
· Maria Rynn (left-aligned)
· Page number (centered)
· Date (right-aligned)
· Exit header, insert more hard pages and look at header
Editing and Formatting a Header 
· You can also edit a header once it has been inserted.  First, select the header by double-clicking somewhere within the header.
· Edit header - change page number to Page 1 of Total and show effect on all the pages
· Show how header and document need to be formatted separately

Footnotes (Final Video)

Footnotes 
· Reports and research papers typically include information that you find in other sources, and these sources must be credited.  Within the report text, numbers mark the location of notes which contain information that expands on the topic being discussed but that does not fit well in the document text. This number, called the note reference mark, can refer to footnotes which are placed at the bottom of the page or endnotes which are placed at the end of the document. To insert a footnote, position the insertion point where you want to insert the footnote reference. Then click References/Insert Footnote.
· Insert a footnote at the end of the second paragraph
· Distinguish between footnote reference mark and footnote text
· Show how the footnote and document need to be formatted separately
· Delete the footnote

Tables (Final Video)

Creating a Table 
· Start with a document containing the line “The following is a table of information about car purchases:”
· It is often desirable to arrange information in a document into rows and columns.  For example, if I were comparing the features and prices of three vehicles, I might want to include that information in a table.  I have already begun a document and have inserted the line - “The following is a table of information about car purchases:” I am going to insert a table below that line with the vehicle information.
· Insert a table of 3 rows and 4 columns and enter the following text using tab):

	Toyota Camry
	$25,000
	Red
	Automatic

	Subaru Legacy
	$26,000
	Blue
	Automatic

	Honda Accord
	$27,000
	Black
	Standard



Inserting and Deleting, Rows 
· Once a table is created you can format the table and add and delete rows and columns.
· Insert a row at the end using tab
· Delete the row just inserted
· Add a row at beginning and insert labels

	Manufacturer
	Price
	Color
	Transmission

	Toyota Camry
	$25,000
	Red
	Automatic

	Subaru Legacy
	$26,500
	Blue
	Automatic

	Honda Accord
	$27,000
	Black
	Standard



· Highlight table and show predefined formats (live preview), apply one, and then undo
· Format row 1 - bold and shading
[bookmark: _GoBack]Inserting and Deleting Columns 
· You can also modify the size of rows and columns.
· Make column 1 wider and then smaller (show text wrapping)
· Make row 2 wider and then undo
· Insert a column
· Delete a column
· Delete the contents of one row
· Delete the contents of one column
· Delete the contents of one cell
· Delete table
