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Topic 1: Word Documents 
Topic 2: Formatting Documents 
Topic 3: Editing Text And Desktop Publishing 
Topic 4: Using Word Processor In Real World 

 

UNIT INTRODUCTION 

 

 
Unit 2 will introduce you to word processing where you will learn to use Microsoft 
Word application.The Unit consists of the following Topics: 
 
 
 
 
 
 
 
 
 
By the end of this Unit you will have gained the skills and proficiency on how to use 
the word processing program, able to demonstrate skills required to do. Word 
processing, uses the design process to produce solutions involving word processing 
and demonstrate ethical values on computer use like sharing files on one computer. 
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CHECK YOUR ANSWERS AT THE END OF TOPIC 1. 

STUDY GUIDE 
 

Below are steps to guide you in your course study.  

Step 1: Read each lesson of the Unit Book carefully. In most cases, reading 
through a lesson once is not enough. It helps to read something over 
several times until you understand it. You are not expected to memorise 
the information in the Unit Book. You should use it as a reference and to 
learn from the examples given to illustrate important points.  

Step 2: After reading the summary of the lesson, start doing the Practice Exercise. 
You must do only one practice exercise at a time. Then mark it according 
to the following instruction.  

 

 

Step 3: After marking your answers, go back to the lesson and correct any 
mistakes you may have made. Then move on to the next lesson.  

Step 4: After completing all the Practice Exercises, do Assignment 1. 

Step 5: Now send the completed Assignment booklet to FODE for marking.  

Follow all these steps 1 - 5 when completing all Unit Books.   

Be honest with yourself when you are doing and marking your Practice Exercises as 
well as completing your Assignment Booklets. 

This Unit  has a separate assignment booklet for you to use. The information at the end 
of the last lesson in every Topic will let you know what to do with the assignment 
exercises. 

Whenever you need help and advice, contact your tutor or your Provincial Coordinator 
for assistance. If you are in the NCD or Central Province, we are available on Mondays 
to Fridays. You can call in anytime between 8 a.m. and 4 p.m. We would be glad to help 
you. 
The following icons are used in each Lesson in this Unit. Icons are the symbols used in 
this book to indicate the parts of your lessons. The following are the meanings of these 
icons. 

 
 
 
 
 
 
 

 

 
 
We hope you enjoy learning this course. All the best! 
 
Your Tutor 

Information Technology Department 

FODE 

 
 -        Lesson Introduction                      -      All other Activities 
 

-        Lesson Objectives            -      Summary 
 
 -        Reading Activities                                             

        
                                                   

-        Practical Activity
  

-     Additional Information 
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TOPIC 1 
 
 
 
 

WORD DOCUMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Lesson 1:  Create a Document 
Lesson 2:  Intended Uses of Documents 
Lesson 3:  Use of Save and Save As 
Lesson 4:  Opening a Document 
Lesson 5:  Using Print Preview 
Lesson 6:  Printing Selected Parts of a Document 
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TOPIC 1: WORD DOCUMENT 

 
In this topic you will learn about the basic concepts of documents. The Topic is 
designed to familiarise yourself with word processing. It aims to help you gain basic 
understanding of facts and concepts necessary to have a head start in the study of 
computing. 
In this topic, you will study about the following: 
Lesson 1  is all about creating document. You will be introduced to MS Word. A 

program used in word processing. 
Lesson 2  discusses the different uses of a Word document. 
Lesson 3 focuses on the steps on how to use Save and Save As. 
Lesson 4  presents the steps in opening a Word document in different 

directories/locations. 
Lesson 5  explains the concept of Print Preview and how to use it with your 

document. 
Lesson 6  emphasizes on the process of printing selected parts of a word 

document. 
 
By the end of Topic 1, you should be able to confidently open Microsoft Word 
program, create and save a document, save a copy of your document in another 
directory/location, and use print preview before printing your work. 
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Lesson 1: Creating a Document 

 
 
 
 
 
 
 
 
 
 
 

Word Processing is one of the most widely used application software program. 
Putting your thoughts in writing is a time consuming process. Even time consuming is 
the task of editing and re-typing the document to make it better. The introduction of 
word processing makes correcting mistakes, moving paragraphs and reprinting your 
documents easier.  
Microsoft Word (MS-Word) is a word processing software that is used to create 
documents such as letters, assignment paper, fax and other stuff that involves texts, 
numbers and graphics.    

Opening and Closing MS Word  
There are many ways of opening and closing MS Word program. This will all be 
discuss in this lesson. When you get used to using MS Word, you may choose any of 
steps you are comfortable with. 
A. Using the Start Menu 

1. Click the Start  button. 
2. Choose All programs. Menus and options will appear on your screen. 

 
 
 
 
 
 
 
 
 
 
 

3. Click the Scroll button until you see MS Office folder. 
4. Click MS Office folder and select Microsoft Word 2010. 

Welcome to Lesson 1 of Unit 2. In this lesson you will learn to 
familiarize yourself with using word processing software called 
the  (Microsoft Word) and identify its different features. 
 

Start button 

Your Aims: 

 define a document 

 identify the steps in creating a document 

 create a document 
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5. Microsoft Word is now open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. On the upper left side of your screen, click the File tab. 
7. Choose Exit to close your MS Word Program. 

4 

Use the scroll bar or 
scroll button to display 
content of the menu 

3 

The Microsoft Word Screen 



GR 9 D&T – COMPUTING UNIT 2 11 TOPIC 1 LESSON 1 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click Don’t Save, if a dialogue box appears asking you to save changes 
to your document. 
 

 
 
 
 
 
 
 
B.  Using Desktop Icons  

1. Double click the MS icon from your desktop. Do not worry if your 
computer does not have this icon. You can skip this part and proceed to 
the next exercise. 

 
 
 
 
 
 
 
 
 
 
 
 

Word Icon 

6 

7 
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2. MS Word document is now open. 
3. Click File and click Close. Notice that this will only close the document 

and not the entire program. 
4. Click the Close ( X ) button to close the entire program. 
5. Click Don’t Save, if a dialogue box appears asking you to save changes 

to your document. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

C.  Using the Start menu 
1. Click the Start button. 
2. Without going to All program, locate the Microsoft Word 2010 icon 

located in the Start menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

The screen is displaying MS Word program 
is still open and not the document 

3 

4 

MS Word icon located in 
the Start menu 
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3. MS Word is now open. 
4. Click File and then Exit to close MS Word program.  
5. Click Don’t Save, if a dialogue box appears asking you to save changes 

to your document. 
 

 
 
 
 
 
 

You can mix and match the different ways of opening MS Word. Try practicing the 
various ways and see which which one you are comfortable with. 
 
A. Open MS Word using the Word icon on the desktop and close it using the 

Close button. 
B. Open MS Word using the Start menu and close using Exit from the File menu. 
C. Open MS Word from All Programs and close the document only and not the 

MS Word program. 
 
Thank you for completing this activity. You have learned different ways of opening 
and closing MS Word. The skills you learned can also be applied to other Microsoft 
Office programs. 
 

Word 2010 Environment 
Open MS Word program. At first glance it might be a little confusing because of all 
the different icons and menus that you see in the MS Word Environment.  

Activity 1:    Opening MS Word Program 
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Before we start, let us first define some of the terms we will use for this lesson: 
1. Backstage view  – displayedon your screen as File tab. It involves things that 

you do to manage files and documents.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Cursor -  a vertical bar that blinks in your document which serves as your 

guide to typing text. 
3. Document – used to represent the saved work using a word processing 

software. The white area where you type contents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Tab –is located in the ribbon to find things easily and groups similarly used 

commands. Some examples of tabs are the Home, Insert, and Page layout. 

The document is the white area in your 
screen that represent your normal 
paper 

The cursor indicates 
where the typed text 
will be placed 
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5.  Ribbon – a collection of tools, features and icons (pictures) located at the top 

of the word screen. It contains arrows that open the dialogue box. The 
contents of the ribbon changes depending on the Tab that was selected. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.  Quick Access Toolbar – independent of the ribbon and contains commonly 

used commands. Click the Quick Access Toolbar dop down menu arrow to 
display other options which can be added to your Quick Access Toolbar. 

 
 

Tab or Menu 

The ribbon displays the options available 
for the Home tab only. Click another tab 
and observe how the content of the 
ribbon changes 

Click Display 
Dialogue Box icon to 
open the dialogue box 
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7.  Ruler – located at the top and the left side of your document and is used to 

easily work with tabs and margins. The gray area in the ruler represents your 
margins. (Note: If ruler is not turn on your document go to the View tab and 
tick the Ruler box).  

 
 
 
 
 
 
9. Minimize, Maximize/Restore, and Close – adjusts the size of your document 

screen  and closes document window. 

 Minimize – temporarily reduces the Word window and sets aside the 
document from your screen by placing it in the task bar 

 Maximize- enlarges the screen after it is minimized. 

 Restore – will return your document to its previous size after it’s adjusted. 

 Close – will close the program from the desktop. 
 

10. Task Bar – located at the bottom of you screen. The task bar contains 
programs, documents or files that are still open but currently not in use.  

 
 
 
 

Horizontal ruler 
Vertical ruler 

Tick and/or untick to 
customize your Quick 
Access Toolbar 

Quick Access 
Toolbar 
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Answer the following questions. Answers can be found by exploring the Word 
Environment. 
 
A. What tab or menu displays the following ribbons. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Activity 2:   Moving around the Word Environment 
 

1 

2 

3 
 

Minimize 

Maximize/Restore 

Close 

Task Bar 
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B.   Using the Home Ribbon, identify what type of dialogue box is displayed 

below. 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
Thank you for completing this activity. You have explored some of the features of the 
Word 2010 environment. These are only some and there are still lots of things you 
can learn in the course of this lesson.  
 
 
What is a Document? 
In computing, the term Document is used to refer to files created using a word 
processing program. In MS Word, Document 1 is a temporary name given to your 
work before it is saved. 
 
Creating a New Blank Document 
Now, let us study the different steps in creating a new blank document. Use the skills 
you learned from the previous activity to open MS Word program. Use the illustration 
below as guide to create your new document. 
1. Click the File tab. This contains the Backstage view. 
2. Click New and a list of option appears. 
3. Make sure that the Blank Document is selected. 
4. Click Create. A new blank document appears. Document 2 is now created. 
 
 
 
 
 
 

1 2 
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Windows refer to programs that are currently open in your computer.  This activity will 
teach you how to open multiple window or programs in your computer. 
You must first make sure you have created a New Blank Document before you can 
perform this activity.  
1. After creating a new document, your screen will now display Document 2 in 

the title bar. This is now the current active document. 
 
 
 
 
 
 

 
 
 
 

 
 

1 

2 

3 

4 

Activity 3:   Moving around multiple window 
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2. Move your mouse pointer to the word icon on the task bar. This is located at 

the bottom of your screen. Notice that there are two documents currently 
opened: Document 1 and Document 2. 

 
 
 
 
 
 
 
 
 
 
 
3. Move your mouse pointer to Document 1 and click the mouse. Document 1 is 

now active. Observe that the document displayed on your screen is now 
Document 1.  

 
 
 
 
 
 
 
 
 
 
 
4. Move your mouse pointer to the Word icon located on the task bar. A preview 

of the two documents appear. 
5. Move your mouse to Document 2 and left click the mouse to make it the 

active document. 
6. Close the two documents using the steps you have learned from the earlier 

part of this lesson. 
7. Click Don’t Save if the computer asks you to save changes to your work. 
 
 
 
 

Two documents currently open 

Task Bar 



GR 9 D&T – COMPUTING UNIT 2 21 TOPIC 1 LESSON 1 
 
Thank you for completing this activity. You have also opened multiple documents and 
move between these documents in your computer. This skill will be usefull in the later 
part of our unit. 
 

 
Summary 
You have come to the end of Lesson 1. In this lesson, you have 
learned different ways of Opening and Closing documents. Choose 
any technique of opening and closing MS Word that you are most 
comfortable with. This lesson also taught you how to create a new 
document to help you start using word processing to write your 
document 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOW DO PRACTICE EXERCISE 1 ON THE NEXT PAGE 
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Practice  Exercise  1 

A.  Identify the icons below and write your answers on the space provided. 

 
 
 
 

1. _________________________   4.  __________________________ 
2. _________________________   5.  __________________________ 
3. _________________________ 

 

B.  Label the parts of the MS Word Screen 
 
 
 
 
 
 
 
 
 
 
 

1. __________________________   4.  _________________________ 
2. __________________________   5.  _________________________ 
3. __________________________ 

 

 
C. Write True if the statement is correct and False if it is incorrect. 

1.  The long strip of icons is called the Tab. __________ 
2.  Double-clicking the Start button opens up MS Word. __________ 
3.  Clicking the X button closes the Start menu. __________ 
4.  The tab contains similarly used command. __________ 
5.  Document 1 is the temporary name given to your work before you save 

your work. __________ 
 

 

1 2 
4 3 5 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.  

1 

2 

3 

4 

5 
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Answer to Activity 1 

Follow the instructions below to perform the given task. 

A. Open MS Word using the Word icon and close it using the Close button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B. Open MS Word using the Start menu and close using Exit from the File menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to close button to 
close MS Word 
programme 

Double click Word icon 
located on the desktop 

2 

1 

3 

4 
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C. Open MS Word from All Programs and close the document only and not the 

MS Word program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Answer to Activity 2 

 
A. What menu tab displays the following menu options? 

1. Page Layout  
2. View 
3. Insert 

4 

1 

2 

3 

5 

6 
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B. Using the Home Menu, identify what type of dialogue box is displayed below. 

1. Font dialogue box 
2. Paragraph dialogue box 

 
Answer to Activity 3 

 
1. Document 1 and Document 2 are currently open in the task bar. 
2. Click Document 1 in the taskbar and it will maximize the document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click Document 2 in the taskbar and it will maximize the document. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The active document is 
displayed in the title bar 

Click to make Document 2 the 
active document 

Click to make Document 1 
the active document 

The active document is 
displayed in the title bar 
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Lesson 2:  Intended Uses Of Document 

 
 
 
 
 
 
 
 
 
 
A Document is any file created using a word processor. It could be letters, invitation 
or report. Word offers a variety of templates which you can use to create documents. 
A template serves as a skeleton or blueprint of the document. Using a template can 
save you time to set up individual documents before you can add your contents. 
 
To Open Templates  
There are pre-existing templates which serve as  patterns for creating a document. 
Some templates are readily available from your computer but some templates are 
only available through the Internet.  
Here are the steps to open a template: 
1. Click File. 
2. Select New, the New panel will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Select the type of Templates you want to use. 
4. Click Create. 
 
 
 

1 

2 

3 

4 

Welcome to Lesson 2 of Unit 2. In Lesson 1 you have learned 
how to open and close MS Word as well as create create your first 
document. Lesson 2 will show you different uses of MS Word and 
how it can be put to practical use. 

Your Aim: 

 identify and define the intended uses of a 
document. 
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Template Samples 
Below are examples of different documents taken from Office.com. Office.com is an 
online resource centre provided by MS Office. It provides sample templates on 
commonly used documents. You can use this as guide when you are creating your 
own MS Word document. The Sample templates are given on the succeeding pages. 
More templates are available on the MS Office website. 

 Curriculum Vitae    

 Award Certificates 

 Calendars 

 Newsletter 

 Report 

A. Curriculum Vitae 
 
 
 
 
 
 
 
 
 
 
 
 

B. Award Certificate 
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C. Calendar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
D. Newsletter 
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E. Letter 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
F. Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
___________________________________________________________________ 
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Documents are available everywhere. The following activity will help you further 
understand the advantages of using MS Word documents.  
1. Look at the examples of document templates from pages 28-30 provided in 

this lesson. Pay special attention to the different physical characteristics and 
features applied to these document. 

2. Tick the column if the sample template contains the following features: 

Template Text 
Type 

Text 
Size 

Text 
style 

Pic-
tures 

Co-
lumns 

Rows Borders 

CV        

Certificate        

Calendar        

Newsletter        

 
3. Compare the example of documents against a hand written document. Write 

your general observation. 
______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

 
 
Thank you for completing this activity. It aims to make you better appreciate and 
understand the uses and benefits of using a computer over the usual pen and paper 
work. Before you move to the next part, check your answer at the end of this lesson.  
 

 
Summary 
You have come to the end of Lesson 2. In this lesson you have 
seen different examples of document templates. We have also 
learned that there are many examples of documents commonly 
used in our daily lives.  

 

Activity 1:  Perform the task given to help you better 
understand the importance of documents. 

 

NOW DO PRACTICE EXERCISE 2 ON THE NEXT PAGE 
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Practice  Exercise  2 

 

 
A.  Write True if the statement is correct and False if it is incorrect. 

1.  Document templates can be created using MS Word.  __________ 
2.  You must always use a template when creating documents __________ 
3.  Document templates can be accessed through the Backstage view.  

         __________ 
4.  Internet is the only way you can use a template.   __________ 
5.  Templates are patterns of documents you can use to create other 

documents.        __________ 
6.  New Blank Document is an example of a template.  __________ 
7.  Templates help users to quickly create documents.  __________ 
8.  Templates cannot be changed by the users.   __________ 
9.  You must always use an existing template to create documents.  

         __________ 
10.  Create is the last step when creating a document.  __________ 

 

 
B.  Follow the given instructions. 
 Before the invention of computers, documents were first created using just 
 pen and paper. Let us create a simple document the old fashioned way. Try to 
 apply the features of a modern document to your handmade one. 

1. Choose any topic that you could make an article of.  
2. In an A4 size paper, create a simple newsletter style document.  
3. You could apply different style of handwriting, use different color pens, or 

add some pictures taken from any magazine. 
4. On a separate A4 paper, write down the problems you encountered while 

working on this project. 

 
 
 
 
 

 
 
 
 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1  
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Answers to Activity 1 

 
A document can share similarities between other documents. Observe that the first 
three are the most common.  
 

Template Text 
Type 

Text 
Size 

Text 
style 

Pic-
tures 

Co-
lumns 

Lines Borders 

CV            

Certificate             

Calendar              

Newsletter               

 
 
Compare the example of documents against a hand written document. Write your 
general observation. You may have more or less the same observation as written 
here. You could add some more from the list given below. 
 

Handwritten Computerized 
Hard to read Text are easily readable 
Limited text style Varied text can be used 
Graphics are hard to place Colorful graphics or pictures 
Margins are manually placed Text are set against specific margins 
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Lesson 3: Using Save And Save As 

 

 
 
 
 
 
 
 
 
 
 

The Benefits of Saving 
The following are the benefits of saving: 

 Stored document can be used again and again. 
 Copies can be made which leaves the original document untouched. 
 Allows you to share your work by saving it in a saving media. 
 Downloaded files from the internet or electronic encyclopaedia can be saved 

for future reference. 
Saving is one of the most commonly used commands in word processing. It allows 
document to be stored for future use. One must make it a habit of frequently saving 
while working so they do not lose work during power interruptions. 
Saving could be done using the Save and Save As. Both of them have specific 
function and uses.  
Using the Save As Command 
This command is used when you are saving your work for the first time and specifies 
the location of where your work will be saved. It can also be used when you are 
creating a different copy of your original document. 

Before you start, here are some keyboard tips you could use. 

 Press the Caps Lock key to type your text in capital letters. 

 Press the Space bar once to add space between words in your document. 

 Continue typing your text and wait for the Cursor to move to the next line of 
the paragraph. This is usually done automatically. 

 Press the Enter key only when you want to create a new paragraph or any 
part of your text. 

 Use the Tab key to indent the first line of your paragraph. 

 If you want to make the first letter of the word in capital letters, press the Shift 
key and hold it until you pressed the letter you want to capitalize. 

Welcome to Lesson 3 of Unit 2. In Lesson 2 you created a 
document using the traditional way. It is time consuming expecially 
if you have to revise your work again when making some changes 
to it. Saving your work and retrieving your files for editing is a 
feature of word processing that makes working with documents 
easier. 

Your Aims: 

 correctly use Save and Save As commands. 

 identify the procedure of Save and Save As 
commands 

 differentiate the uses of “Save” and “Save As” 
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 Press the Back Space or Delete key to erase typing, paragraph and character 

space. However, when dealing with text pressing the del key deletes text to 
the right of the cursor and pressing the backspace key deletes text to the left 
(backwards) of the cursor. 

 The Red and Green wavy lines underneath your text mean a spelling and 
grammar error. Ignore it! We will edit your work in the next succeeding lesson 

Creating a Document 
In Lesson 1, you have learned to Open and Create a blank document. Use the skills 
you have learned to perform the following tasks. 
1. In a Blank Document, type the article below taken from the April 20, 2012 of 

The National newspaper.  
 
 
 
 
 
 
 
 
 
 
 
 
2. After typing, click the File menu tab. 
3. Select Save As.  
 
 
 
 
 
4. The Save As dialogue box appears. By default, your work will be saved in the 

Documents library. This is where your computer puts all the saved files. Do 
not worry if the content of your Documents library is different from what you 
see in the picture on below. 

2 

3 

PNG children in sex work 
CHILDREN are being driven into sex work in Papua New Guinea 

because of poverty, a damning report by the International Labour 
Organisation (ILO) said. 

The report, released in the capital yesterday, says there is child 
trafficking involving parents and guardians who sell their children to 
clients.  

It classes children forced into sex work as the worst form of child 
labour. 

The report was based on findings by a joint committee comprising 
members of the PNG Trade Union Congress, Young Women’s Christian 
Association and other stakeholders. 

The researchers interviewed about 400 children living in Port 
Moresby. Pacific ILO director David Lamotte said sex work by children 
aged below 18 was caused by poverty. 
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5.  In the File name box, the computer will give a suggested file name for 
 your document. Let us use the suggested filename.  
Sometimes using the suggested filename is not the ideal way of saving your 
work. A good filename name should allow you to easily guess the content of 
the document.  A filename that is vague or does not reflect the content of the 
document is not a good filename. 

6.  Click Save.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

7. Observe that the word Document 1 in the title bar was changed to PNG 
children in sex work. 

 
 
 
 
 
 

Documents 
library 

 

Content of 
Documents library 

5 

6 

The new title of the document 

Title bar 
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A.  To save your work using a different filename. 

1. Make sure that the PNG children in sex work document is open. If you 
closed the document, proceed to Lesson 4 of this unit to learn how to 
Open a saved document. 

2. Click the File tab.  
3. Select Save As. The Save As dialogue box appears. 
4. Change the filename of your document to Child Exploitation. 
5. Click Save.. 

 
 
 
 
 
 
 
 
 
 
 
 
 

6. The Child Exploitation document is now displayed on your screen.  
7. You now have two files of the same document saved under a different 

filename.  
 

B.  Follow the steps below tosave your document to a different location. 
1. Make sure that the Child Exploitation document is open. If you closed the 

document, proceed to Lesson 4 of this unit to learn how to Open a saved 
document. 

2. Insert the flash drive in your computer. The AutoPlay dialogue box will 
appear. Click Close (X) button to close the dialogue box. 

 
 
 
 

4 

5 

Activity 1:  Follow the steps below to use Save and Save 
As command 
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3. Click the File Menu tab and sect Save As. 
4. On the left side of your window click the scroll button up or down to 

locate the Computer icon. (You can also click hold and drag the Scroll 
bar.) 

 
 
 
 
 

 
 
 
 
 
 
 

5. Click the Computer icon. This will display the content of your computer. 
Your window will display the brand of the flash drive followed by a letter. 
The letter displayed will be different depending on the computer you are 
using. 

6. Double-click the flash drive icon located on the right side of the window.  
 
 
 

 
 
 
 

5 

6 

Scroll bar 
Scroll 
button 
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7. Click Save. A copy of your Child Exploitation document is now saved on 
your flash drive.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Keep this copy of your work open for the next activity. 
 
You have successfully completed this activity. Keep in mind that it is a common 
practice to create another copy of your document and store it in another location 
other than your computer. There are different types of storage media available but 
the flashdrive is the most convenient and easily available media you can use to 
create a copy of your work. Continue practising your skills in saving your work. You 
may go to the end of this lesson to check your work. 
 
 
Using the Save Command 
Save command is used when you are saving changes done to a previously saved 
file. There are different ways you can use the save command.  Let us continue and 
finish our typing. 

 
 
 
 
 

1. Use the file from Activity 1. In the next paragraph type the following text: 
 
 
 
 
 
2. Click the File menu tab. 

Activity 2:  Follow the given instructions to use the Save 
command. 

 

In a statement, Labour and Industrial Relations Minister Martin Aini 
said the government was not left with the challenge to prevent child 
labour especially with the economic boom in the country. 

He said the statistics of child labour “makes it crucial to plan a way 
forward to address the issue”. 

Using the Flash Drive 
A flashdrive is an external USB storage device used to save 
and create a back-up copy of your documents and other files. 
Here are some tips when using a flash drive: 

 Keep away from heat, water, and magnet. 
 Refrain from using with other computer. This reduces 

the risk of VIRUS infecting your flash drive. Use an 
updated antivirus to scan your flash drive if you must  
use it with another computer. 

 Do not share flash drives. This prevents other users 
from opening and accidentally deleting your files. 

 Always save your work on the computer. Save your 
work in the flash drive as a backup copy or when you 
need to transfer files from one computer to another. 
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3. Choose Save. The changes you just made to your document are now saved in 

your flash drive. This is because the last location you saved was in the flash 
drive. 

 
 
 
 
 
 
 
4. The Save Asdialogue box does not appear this time when you click the Save 

button. This is  because the computer already knows the name of the 
document and where it is saved.  

5. Continue on and type the following text. 
 
 
 
 
 
 
 
6. Click the Save button in the Quick access toolbar located at the upper left 

corner of your screen. 
 
 
 
 
 
 
 
 
 
 
7. Type the the following text in a new paragraph 
 
 
 
 

The report states that about 175 sex workers interviewed were all 
females and two were transgender sex workers – boys who were paid by 
men for sex. 

It said about 47% of children interviewed on the street had never 
been to school. 

Lamotte said that the ILO was working closely with trade unions, 
YMCA, education department and police to draft a child labour national 
policy to stop child labour. 

He said children often looked for work because their parents could 
not afford their needs and wants or because they came from broken 
homes. 

He said once a child started working at the early ages of 13, 14 and 
15, he or she would remain poor for the rest of his or her life. 

 

Save button 

Quick Access Toolbar 
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8. Press and hold down Ctrl from your keyboardand press the letter S. 
9. Observe the bottom of your word document as you save. The computer 

displays the message saying that it is saving your document. Complete the 
last paragraphs of your document as follows. 

 
 
 
 
 
 
 
 
10. Save changes to your work. Feel free to use any techinique on Saving you are 

comfortable with. 
 
You have successfully completed this activity. You use Save As when saving your 
work for the first time. Observe how the Save command was used and know when to 
use Save or Save As. Continue practising your saving skills. You may go to the end 
of this lesson to check your work. 
 
 
 

Summary 
You have come to the end of Lesson 3. In this lesson, you have 
learned  the proper way of using Save command. Just remember 
that Save will save the changes where it was previously saved with 
the same filename. Save As command however, will allow you to 
save  your work in a different directory/location and/or different 
filename. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

He said there were also other means of earning money by school-
aged children who were not at school because they just had to earn money 
to make a living. 

Lamotte said the research was conducted in Port Moresby because 
of the accessibility and the fact that child labour was an issue that arose in 
urban areas. 

He said if urban areas in the city revealed serious abuse of children 
through child labour, “it can be said that such is experienced throughout 
other centres”. 
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Practice Exercise  3 
 

A.  Identify whether the command to use is SAVE or SAVE AS. 
1.  Save your work for the first time. __________ 
2.  Save a copy of Exercise 1 from your computer to your flash drive. 

 __________ 
3.  Save Document 1 in your flash drive. __________ 
4.  Save changes you’ve done to Exercise 1. __________ 
5.  Save a copy of  Exercise 2 from your flash drive to your computer. 

 __________ 
6.  Save Exercise 1 as Practice 1. __________ 

 

B.  Identify what keyboard key to use to perform the given task. 
 
 

1.  To make the first letter of the word “she” uppercase. 
____________________ 

2.  To make the second word all capital letters. ____________________ 
3.  With the cursor after “e” of see, replace the letter “e” with  “a”. 

 ____________________ 
4.  With the cursor at the end of the word see, move the 4th word and rest of 

the text to the next line. ____________________ 
5.  To separate the word “the” from “sea”. ____________________ 

 

C.  Write TRUE if the statement is correct and FALSE if it is incorrect. 
1.  You can save your document only once. __________ 
2.  Documents1 is the default name of your first unsaved document. 

__________ 
3.  Your work is automatically saved in Documents library until you changed 

its location. __________ 
4.  The Save and Save As commands can be found in the Home tab. 

__________ 
 

D.  Create and save a document using the skills you have learned in 
previous lesson. 
1. Using a computer, compose a one paragraph reaction paper on the 

document Child Exploitation. 
2. Do not forget to type your Name and the current date. 
3. Save your work as Essay Draft. 
4. Read through your work again. Make changes as you read through it.  

NOW DO PRACTICE  EXERCISE 3 ON THE NEXT PAGE 
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5. Save the changes you made to your document.  
6. Continue to make changes to your document until you are satisfied with 

your work. 
7. When you are satisfied with your work, save your work as Final Draft. 
8. Save a copy of your final work to the flash drive. Do not change the 

filename. 
9. Close MS Word. 

 

 

 
 
 
 
 
 
Answers to Activity 1 

 
A. To check if your work is saved. 

1. Click Start > Documents. The Documents Library will appear. 
2. Check if the document PNG Children in sex work is saved inside. 
3. Check if Child Exploitation document is saved inside.  
4. Click X to close the dialogue box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1  

Original document 

Copy of the original 
document saved under 
a different filename 
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B. To check if your document was saved to a different location. 

1. Click Start and choose Computer. The Computer Dialogue box appears.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Double click the flash drive icon. The name of your flash drive may be 
different from the one shown below. 

 
 
 
 
 
 
 
 
 
 
 

3. Check if your Child Exploitation document is saved inside your flashdrive. 
 
 
 
 
 
 
 
 
 
 
 

4. Click X to close the dialogue box. 
 

Start button 

Click to open the 
computer dialogue 
box 

Document saved inside 
the flashdrive 

The name of your flashdrive 
must be displayed in this 
window 



GR 9 D&T – COMPUTING UNIT 2 44 TOPIC 1 LESSON 3 
 
Answers to Activity 2 
 
A. To check if changes done to your document were saved. 

 
1. Click Start and choose Computer. 
2. The Computer Dialogue box appears.  
3. Double click the flash drive icon.  
4. Check if Child Exploitation document is saved inside your flashdrive. Revise 

on Lesson 3 if your document is not saved inside your flashdrive.  
5. Double-click Child Exploitation document. 
6. Your work should look like the example below: 

 
7. Click X to close the dialogue box. 
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Lesson 4: Opening Documents 

 
 
 
 
 
 
 
 
 
 

Once documents are stored on the computer or a storage device, they can be 
retrieved for viewing and editing. There are many ways you could retrieve files and 
documents such as using the Backstage View and using the Window. 

A. Opening a Document Using the Backstage View 
The first way is using the Backstage View. Study the following steps below in 
order to retrieve files and folders. 
1. Open MS Word program 
2. Click the File Menu tab.  
3. Click Open and the Open dialogue box will appear. 
4. The computer automatically goes to the Documents library.  
5. Click PNG children in sex work to select the file and click Open.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 

Welcome to Lesson 4 of Unit 2. In the previous lesson you 
learned to use the Save and Save As command to save your 
work. In this lesson you will learn to retrieve files and make 
changes to your existing document. You will also use the saving 
techniques you have learned from the previous lessonto save 
your work. 
 

Your Aims: 
 identify the steps in opening a document 

 open documents saved from different locations 
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6. The PNG children in sex work document is now open. Let us open 
another document.  

7. Click the File Menu tab and select Open. The dialogue box appears. 
Click and drag the Scroll bar to locate your flash drive.  

8. Click your flash drive icon. The content of your flash drive will be 
displayed on the right side of your screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 

9. Select the file named Child Exploitation document. 
10. Click Open. The document should now be displayed on your screen. 
11. Close all your documents. Click Don’t Save if the computer asks you to 

save changes to your document. 
12. Close MS Word. 

 
B. Opening document Using Window 

The second way on how to retrieve and open a file is using Window. This is 
perhaps the easiest of all.  
1. Click Start button 
2. Select Computer. The Computer window appears on your screen. 

 
 
 
 
 
 
 
 
 
 
 

7 
8 

9 
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3. Insert your flash drive. Notice that a new icon will appear at the right side 
of your window. Close the AutoPlay dialogue box if it appears on your 
screen now. 
 
 
 
 
 
 
 
 
 
 
 

4. Open Child Exploitation document saved inside your flashdrive. This will 
open your document. 
 
 

 
 
 
 
 
 
 

1 

2 

The USB icon will appear 
when you insert your 
flashdrive. 

Click to close the AutoPlay dialogue 
box 
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5. The Child Exploitation document should be displayed on your screen 
now. 

6. Close your document.  
7. Click Don’t Save if the computer asks you to save changes to your 

document. 
 

 
 
 
 

The file “PNG children in sex work” located in your computer, is an incomplete copy 
of your article.  
1. Open the Child Exploitation document saved on your flashdrive. 
2. Open PNG children in sex work document saved in the Documents Library. 

Notice that the article is not finished. 
3. Make Child Exploitation document the active document. You can do this by 

clicking the document icon in the taskbar. 
 
 
 
 
 
 
 
 
 
4. Click File and select Save As. 
5. Open Documents Library and click PNG children in sex work.  
6. Click Save.  A dialogue box appears on your screen with a reminder that the 

document is still open. 
 
 
 
 
 
 
 
 
 

Activity 1:  Follow the given instructions to open a 
saved document 
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7. Click OK and close the Save As dialogue box. 
8. Close the PNG children in sex work document.  
9. Repeat steps 4 to 6. A dialogue box will appear. 
10. Click Replace existing file.  
 
 
 
 
 
 
 
 
 
11. Click OK. This will replace the incomplete document in with the complete work 

saved on your flash drive. 
12. Close MS Word. 
 
Thank you for completing this activity. You have learned to retrieve a saved 
document, edit and save changes to it. Mastering this technique will save you the 
trouble of typing a document everytime you need it.   
 

 
Summary 
You have come to the end of Lesson 4. In this lesson, you have  
learned different ways of opening a document and applying the steps 
in retrieving saved documents. Always remember that Save 
command is different from Open command. Many first time learners 
have often mistaken these two commands. They may share some 
similarities but this are two different MS Word commands.  

 

 
 
 
 
 
 
 
 
 
 
 

NOW DO PRACTICE  EXERCISE 4 ON THE NEXT PAGE 
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Practice Exercise     4 

 

A. Using a computer, try to complete the following exercise without using 
your course book. The exercise is quite simple and should be easy to 
follow. 
1. Open MS Word.  
2. Click File Menu tab and Choose Open.  
3. Open your file PNG  children in sex work saved inside the Documents 

Library. 
4. Change your title “PNG children in sex work” and replace it with CHILD 

EXPLOITATION: A growing concern in PNG 
5. Save the changes you just made to your document. 
6. Save a copy of the document in your flashdrive. Change the filename of 

the document. Use any filename you want to use. 
7. Close MS Word. 

 

B. Complete the following task below. Fill in the correct steps. Use the 
given images in the next page as guide. The first two steps are done for 
you. 

 
 
 
 
 
 
 
 
 

1. Open Quotation document saved inside the flash drive. 
  __2___ __5___ _____  _____  _____ 
2. Open Child Exploitation document saved in Documents. 
  __2___ __5___ _____  _____  _____ 
3. Open Quotation document saved in Documents. 
  __2___ __5___ _____  _____  _____ 
4. Open Child Exploitation document saved inside the flash drive. 
  __2___ __5___ _____  _____  _____ 
5. Open Child Exploitation document in flash drive  after opening Quotation 

 document saved in Documents library. 
  _2___  __5___ _____  _____  _____ 

 

2 

5 
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12 

1 
6 

9 

3 

7 

8 

10 

4 

11 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.  
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Answer to Activity 1 

 

1. Open Child Exploitation document saved in your flashdrive. 

2. Open PNG children in sex work document saved in the Documents Library. 

3. Look closely at the content of the two documents. Both should contain the 
same written text. 

 
 
4. Go through the instruction again and perform the task if the two documents 

are different from each other. 
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Lesson 5: Using Print Preview 
 

 
 
 
 
 
 
 
 
 
 
 
 
Common Mistakes People Make When Printing 
Sometimes, while working, you overlook mistakes especially if you are reading the 
document on the computer screen. It is best to print your work so you can revise and 
make changes and apply these changes to your saved document. 
There are common mistakes that can be made when printing. It is proper for you to 
identifythese mistakes and avoid these in the future. Some of the most common 
mistakes are: 
 Printing unnecessary pages. 

 Printing the wrong pages. 

 Printing blank pages in the document. 

 Printing multiple copies of the same document. 

 And others that you may discover as you start printing your document. 
 
Such problems can be avoided if you learn how to Preview your work before printing. 
Some of the benefits of using print preview are: 

 Saves paper. 

 Saves toner or ink. 

 Mistakes are immediately sighted and corrected before printing. 

 Saves time printing your work again after corrections are made. 
 
Printing Documents 
The following steps will help you to correctly print your documents. 
1. Open Child Exploitation document saved in Documents Library. 
2. Click the File menutab. This opens the Backstage View  
3. Choose Print. Your screen now displays your Print Pane. 

Welcome to Lesson 5 of Unit 2. In Lesson 4 you were asked to 
open your saved document, make changes to it and saved your 
work again. This lesson will teach you how to view your work 
before printing it. 

Your Aims: 
 defines the meaning and importance of print 

preview  

 identifies the process on how to use the print 
preview 

 uses the print preview 
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4. The image below shows the Print Pane divided into two sections. The Print 

Setting on the left and Preview on the right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Let us discuss the Preview section first. The bottom of the preview section 

contains the number of page your document has. Right now it displays 1 of 1 
which means you are viewing page 1 of a one page document. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Preview 
Print Settings 

Right now it displays 1 of 1 
which means your viewing 
page 1 of a one page 
document 

Zooms in and zoom out the 
size of your document for 
checking before you print 

 

Sc
ro

ll 
ba

r 
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6. Click, hold and drag the (+) and (-) sign to zoom in and zoom out the preview 

 of the document. You could also drag the zoom bar to increase or decrease 
 the size of preview of the document. 

7. The Scroll bar on the right side of the screen can be used to move from 
 page to page. You will notice that it is gray in colour because your document is 
a single page only.  

8. We will not be printing yet so click the close button (X) to close the Print 
 dialogue window.  
 

 
  
 
 

Before you practice how to use print preview, let us go through your keyboarding 
skills then proceed to using Print Preview. 

1. Open MS Word and create a blank document. 
2. Type your Name on the first line of the document. 
3. Press Enter to go to the next paragraph. 
4. Type the following quotations. Press the Enter key on the keyboard at the end 

of each line to type the next line of quotation. 
 
 
 
 
 
 
 
5. Position cursor before the word “Never” in the first line of your quotation. 
6. Press Enter to move the quotation down to the next line. 
7. Continually press Enter until there is a noticeable distance between your name 

 and the first quotation. 
8. Do the same thing for the other quotations. 
9. Click the File Menu tab and choose Print. 
10. In the Preview area check the distance of your quotations if its evenly 

 distributed. Press Esc from your keyboard to go back to your document. 
11. Spread the quotation evenly over the entire page. Use Enter, backspace 

and/or delete key to adjust  space between each sentences. 
12. Preview your work again and see if the distances are even. 
13. Do steps 9-12 until your work looks like the example on the next page. 
 

Activity 1:  Follow the given instructions on how to practice 
using the Print Preview 

 

Never give up on anybody. Miracles happen every day 
Be brave. Even if you’re not, pretend to be. No one can tell the difference 
Think big thoughts, but relish small pleasures 
Learn to listen. Opportunity sometimes knocks very softly. 
Become the most positive and enthusiastic person you know. 
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14. When your work is finished, click the File Menu tab and choose Save As. 
15. Save your work inside the Documents library. 
16. Use the filename Quotations. 
 
Thank you for completing this activity. On your own you should be able to create a 
new document, open and save and preview your work before saving. Always make it 
a habit to try the activities without the aid of your handbook. 
 

Summary 
You have come to the end of Lesson 5. In this lesson, you have 
learned to use Preview to check your work before printing. 
Previewing your work saves you from printing your work again after 
correcting your document. It also saves paper and ink used in 
printing your document 

 

 
 
 
 
 
 
 

NOW DO PRACTICE  EXERCISE 5 ON THE NEXT PAGE 
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Practice Exercise 5 

 

A.  Read and follow the given set of instructions to complete the exercise. 
 The following article was taken from The National newspaper dated April 18, 
2012.  

 
 
 
 
 
 
 
 
 
 
 
 
 

1. Begin typing the article in a new blank document. 
2. Start by typing the title of the article 7.0 Magnitude quake hits off Lae. 
3. Type continuously, your cursor will automatically go to the next line once 

it reaches the end of your line. Press Enter only when you are starting a 
new paragraph. 

4. Save your work in the Documents library. 
5. Use the filename Earthquake. 
6. Keep your work open for the next part of the exercise. 

 

 B.  Previewing a multiple page document. 
1. Position your cursor before the first word in the first paragraph. 
2. Press Enter to move the paragraph to the next line. 
3. Keep pressing the Enter key until you move the paragraphs to page 2 

leaving only the title of the article on page 1. 
4. On page 2, make sure that the rest of the article is positioned at the 

centre of your second page. Use the Enter key if necessary. 
5. Click File and choose Print to preview your document. Check that your 

paragraph is at the centre of page 2.  
6. Press Esc from your keyboard do close the Print menu and go back to 

your document.  

7.0 magnitude quake hits off Lae 
A 7.0 MAGNITUDE earthquake struck off the the northeast of PNG 

yesterday, the US Geogological Survey said, but there was no stusnami 
warning issued. 

The quake hit at 5:13pm 141km north of Lae and 443km from Port 
Moresby at a depth of 201 km, it said. “A destructive stunamin was not 
generated based on earthquake and historical tsunami data,” the Pacific 
Tsunami Warning Centre said in a statement. 

Geoscience Australia measured the quake at 6.8 magnitude and at 
a depth of 215km but agreed it was unlikely to generate dangerous 
waves. 
“It is pretty deep so it is not a tsunami threat we believe, even though it is 
slightly offshore,” Geoscience Australia seismologist Clive Collins said. 

Quakes of such magnitude are common in PNG, which sits on the 
”Pacific Ring of Fire,” a hotspot for seismic activity due to friction between 
tectonic plates. 
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7. Use Backspace and Delete key to adjust your paragraphs. Do steps 5 
and 6 to preview your work again. 

8. Save the changes to your work and close MS Word.  
 

C. Discuss the good things that previewing your work before printing have 
 on the following. 

1. Environment 

 _________________________________________________________

 _________________________________________________________

 _________________________________________________________

 _________________________________________________________ 

2. Money and Finance  

 __________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 
D.  Refer to the illustration below to answer the questions on the next page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C 

G 

E 

D B F A 



GR 9 D&T – COMPUTING UNIT 2 59 TOPIC 1 LESSON 5 
 

Write the number that best describes the result indicated by the 
numbered arrows in the diagram in the previous page. Some answers 
could be used more than once.   
1.  To know what page is currently displayed. __________ 
2.  Uses the click, hold and drag to move from page to page __________ 
3.  To increase the view to 80%. __________ 
4.  To display  the next page. __________ 
5.  To zoom out the display of the document. __________ 
6. You will click here to display the previous page __________ 
7.  Displays the total number of pages the document has. __________ 
8.  How many pages does this document have? __________ 
9.  What page is currently displayed?  __________ 

 
 
 
 

Answers to Activity 1 

 
1. Use print preview to display how your sentences are evenly distributed across 

the page. 
2. Press Esc from your keyboard to close print preview. 
3. Open and close Print Preview to adjust your distances between paragraphs. 
4. Your work should look like the example below. 
5. Close and Save changes to your work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1  
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Lesson 6: Printing Selected Parts 

 

 
 
 
 
 
 
 
 
 
 
 
 
Things To Consider Before You Print 
Usually the printed output of your workis referred to as the hard copy and the saved 
file on the computer is called the soft copy.  
Everytime before you print, there are certain things you must take into account. 
These include: 

 The number of copies to be printed 

 Printer to be used to print your work 

 Settings of the printer 
Remember that your Print panel is divided into sections. In the previous lesson we 
discussed the Preview section. Now let us get into detail with the different printer 
settings and what they are for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Welcome to Lesson 6 of Unit 2. In Lesson 5 you learned to use the 
Print Preview before printing your document. This lesson will focus 
on printing entire document and printing selected pages of the 
document as the the final stage of your work. 
  Your Aims: 

 identify the process on how to print a document 

 print whole document or selected parts of a 
document 

Click up or down arrow to 
increase or decrease the 
number of copies you want to 
print. 

To change 
the name of 
the printer 
attached to 
your 
computer. 

Printer 
settings 
applied by 
the users to 
the 
document 
before 
printing.  

Sends your 
work to the 
printer for 
printing. 
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1. Open MS Word. 
2. Open the document Earthquake you saved in your last lesson inside the 

Documents Library. 
3. Click the File Menu tab. 
4. Select Print. The print panel willappear. 
5. Preview your work. 
6. In the copies area the default number is 1 if you want to print more than  one 

copy of your document, then adjust this accordingly. 
7. Click the down arrow in the printer window if the printer name displayed is not 

the  same as the printer attached to your computer. Click to select your 
printer. 

8. Leave the Pages area blank if your document is a single page only. 
9. Page 1 and Page 2 of your document will be printed. 
10. Click the Print icon to start printing your document. 
11. Keep your document open for the next activity. 
 

 

  
1. Make sure that the Earthquake document is still open. 
2. Make sure to include your name on your choice location on both pages.  
3. Click the File Menu tab. 
4. Choose Print. The Print panel appears.  
5. Preview your work before printing. Revise on Lesson 5 of this unit on how to 

use Print Preview. Make sure everything is ready for printing. 
6. In the copies window, click the arrow up or down to increase or decrease the 

number of copies you want to print. Print 2 copies of our document. 
7. In the Pages window, type 1. This will print only Page 1 of your document. 
8. Click the arrow in the printer window to check if the printer name displayed is 

the same as the printer attached to your computer. Click to select your printer. 
9. Click the Print icon to start printing your document. 
10. Open Print Preview. This time print 1 copy of Page 2.. 
 
 
 
 
 
 
 

Activity 1:  Printing Multiple Page Document 
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Thank you for completing this activity. Now, you may go to the end of this lesson to 
check your answer. Make sure you do the necessary corrections before moving on to 
the next part of this lesson. 
 
 
 

 
Summary 
 
You have come to the end of Lesson 6. In this lesson, you learned 
the skills on how to print documents and how to print specific pages 
of documents. 

 

 

 

 

 

 

 

 

NOW DO PRACTICE  EXERCISE 6 ON THE NEXT PAGE 

6 

3 

4 

8 

7 

9 
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Practice Exercise  6 

 

A.  Write T if the answer is TRUE and F if the answer is FALSE 
1.  Documents can be printed without using Print Preview __________ 
2.  You can print selected pages of a document. __________ 
3.  Only a two page document can be printed __________ 
4.  You can print multiple copies of your document. __________ 
5.  Preview is on the right side of your print panel. __________ 
6.  You can change the printer to another one.  __________ 
7.  You can have a hardcopy of your document without  

a softcopy. __________ 
8.  You can print many copies of the same page. __________ 
9.  You can increase or decrease the Preview size of  

your document. __________ 
10.  Soft copy refers to your saved document. __________ 

 

B.  Identify the steps you will perform to complete the given task. Use the 
figure below as your guide. 
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1. Print 2 copies of your document      (2 marks) 
__________________________________________________________

__________________________________________________________

__________________________________________________________ 

2. Change printer to another printer      (2 marks) 
__________________________________________________________

__________________________________________________________

__________________________________________________________ 

3. To make a printed copy of the document     (1 mark) 
__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 
C. Follow the given instructions. 

1. Open a new document. Use the CV template available in MS Word and 
replace the template information with your own. 

2. If your computer does not have a template, you can use the example 
below to type your CV. Replace the text with your personal information, 
wwhen necessary. 

3. Do not worry about the appearance of your text. We will edit the 
document later in the course of the lesson. 

4. You can add more than one information under each section as needed. 
Your Name 
Street Address   
City, State, Zip Code  
Phone Number 
Email address 
Education 
High School Name – School City, State 
Dates of attendance 
Work Experience 
Company Name, Dates of Employment 
Job Title, description, responsibilities 
Company Name, Dates of Employment 
Job Title, description, responsibilities 
Achievements 
List academic and other achievements 
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Activities 
 List volunteer experience, sports, clubs, etc. as well as dates of 

involvement 
 List volunteer experience, sports, clubs, etc. as well as dates of 

involvement 
Skills 
List computer, language or other personal skills here 
List computer, language or other personal skills here 
 

3. Save your work. Use the filename My CV 
4. Your document may or may be more than a single page.  
5. Preview your work and Print all the pages of your document. 

 
 
 
 
 
 
Answers To Activity 1 

 
1. Two copies of Page 1 will be printed. 
2. One copy of Page 2 will be printed. 
3. Check if the printer you are using is the same printer attached to your 

computer if your computer does not print. 
 
 
 
 
 
 
 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 1  
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Answers to Practice Exercises in Topic 1 

 
Practice Exercise 1 
A. 
1. Start button  
2. Close button  
3. Blank document 
4. Word icon           
5. More options      
B.  
1. Ruler 
2. Minimize, Maximize/Restore, and Close button 
3. Cursor 
4. Tab 
5. Ribbon 
C. 
1.  False 
2.  False 
3.  False 
4.  True 
5.  True 

 
Practice Exercise 2 
A. 
1.  True 
2.  False 
3.  True 
4.  False 
5.  True 
6.  True 
7.  True 
8.  False 
9.  False 
10. False 
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B. 
The document you created will be different from the others. You may find that some 
common problems you will encounter includes: 
1. Hard to correct mistakes once you made it. 
2. You have to decide the general layout it advance. You have to do everything if 

you decide you do not like the appearance of your work. 
3. Colours are limited to the available materials that you have. 
4. Pictures and objects are limited to what you can draw or paste. 
 

Practice Exercise 3 
A.  
1. Save as 
2.  Save as 
3.   Save as 
4.   Save 
5.  Save as 
6.  Save as 
B.  
1. Shift + S 
2.  Caps Lock 
3.  Back Space 
4.  Enter 
5.  Space Bar 
C. 
1.  False 
2.  True 
3.  True 
4. False 
 
D. 
The essay you created will be different from the others. The important thing to check 
is to make sure that you have saved your work properly. To check whether your work 
was saved. 
1. Click the Start button and click Documents. 
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2. The Documents dialogue box will appear. Draft and Final Draft document 

should be saved in the Documents Library. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. On the left side of your window, click Computer. This will display the content. 
4. Insert your flash drive. Close the AutoPlay dialogue box that will appear on 

your screen. 
5. Double-click the flashdrive icon. A copy of the Final Draft document must be 

saved inside. 
 
 
 
 
 
 
 
 
 
 
 
 

Practice Exercise 4 
A. 
1. Open the PNG children in sex work document saved in the documents 

library. The title of your document should now display “Child Exploitation: a 
growing concern in PNG” 
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2. Open the document you saved in your flashdrive. Both documents should look 

exactly the same but with a different name.  
3. Close your documents. 
B.  
1. __2___ __5___ __1___ __8___ __11___ 
 or 

__2___ __5___ __4___ __8___ __11___ 
2. __2___ __5___ __7___ __6___ __12___ 
3. __2___ __5___ __7___ __9___ __12___ 
4. __2___ __5___ __1___ _10___ __11___ 
 or 

__2___ __5___ __4___ _10___ __11___ 
5. __2___ __5___ __1___ _10___ __11___ 
 

 
Practice Exercise 5 
A. 
1.  Save your work as Earthquake inside the Documents Library. 
2.  Your work should look like the example below. 
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B.   
1.  Press Enter to move the paragraphs of to page 2 of your document.  
2. Use Print Preview to check if the paragraphs are centered across your 

document. 
3.  Zoom Out the preview to display both document in the Print Preview. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
C. 

Environment : There are many possible answers. You may site more if 
you can.  
1. Allows you to correct your mistake before printing. This saves paper 

which will help in the conservation of trees. 
2. Reduces waste and clutter. 
3. Reduces the use of toner and inc which conain chemicals harmful to the 

environment. 
Money and Finance: There are many possible answers. You may site 
more if you can. 
1. Save on cost by printing only when you thoroughly checked your work. 
2. Printer toner and inks are expensive. 

D.   
1.  B 
2. C 
3. E 
4. A 
5. G 
6. D 
7. F 
8. 2 
9. 2 

Zoom in or Zoom Out to change the 
display in the Preview panel 
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Practice Exercise 6 
A.  
1.  T 
2. T 
3. F 
4. T 
5. T 
6. T 
7. F 
8. T 
9. T 
10. T 
B.  Use the illustration below to answer the following questions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Print 2 copies of your document (2 marks) 
Click the increase icon in the copies window to print to copies of the 
document. You may also type “2” in the copies window to print two 
copies. 

2. Change printer to another printer (2 marks) 
Click the arrow in the Printer option. Use the scroll bar/button to locate 
the name of the printer you are going to use. Click the printer and it will 
now be displayed in the window. 

3. To make a printed copy of the document (1 mark) 
Click the Print icon to make a hardcopy of your document. 

To increase the 
number of copies 

To change the type of 
printer 

To print the 
document 
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C.  
1.  Make sure to print a copy of your CV. 
2.  Your document may have more than one page.  
3. Print all the pages of your CV. 
 
 
 
 
 

 
 

End of Topic 1 
 

Now Do Exercise 1 in Assignment Book 1 Then Go to Topic 2 
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TOPIC 2 

 

 

 

 

FORMATTING DOCUMENTS 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Lesson 7:  Selecting Font Style and Size 
Lesson 8:  Word Spacing and Indenting 
Lesson 9:  Margins and Line Spacing  
Lesson 10:  Changing Case and Justifying Text 
Lesson 11:  Selecting Page Orientation 
Lesson 12: Setting Tabs, Headers, Footers and 

Pagination  
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TOPIC 2: FORMATTING DOCUMENTS 

In this topic you will learn about the different ways of formatting your documents. The 
Topic is designed to familiarise you with changing appearance of text and applying 
styles to paragraphs. 

In this topic, you will study about the following: 

Lesson 7  focuses on selecting font style and size which you apply to text of your 
document. 

Lesson 8  centres on applying word spacing and indentions to your paragraphs.  

Lesson 9  discusses on the use of margins and line space which changes the 
appearance of your document. 

Lesson 10 discusses how you could change case and apply alignments to your 
paragraph. 

Lesson 11  explains how selecting Page Orientation changes the physical layout of 
your document. 

Lesson 12  setting tabs, headers, footers and pagination emphasizes on the 
process of printing a Word document. 

By the end of Topic 2, you should be able to use a word processing applications for 
specific tasks, design, produce and evaluate appropriate word processing solutions 
to a range of problems and use ethical practices when dealing with information and 
computer technology. 
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Lesson 7: Selecting Font Style & Size 

 

 

 

 

 

 

 

 

Font 

Font refers to physical characteristics of the text you are using as it appears on your 
document. It is located in the Font option of the Home ribbon. 

The effectiveness of a document is often judged by the way it looks. After you have 
typed your document, saved and printed it, you will notice that it is quite plain and 
boring. These problems can be solved by formatting your documents. You can use 
formatting to emphasize important parts of the document.  

 

 

 

 

 

 

Changing font allows you to change the type face, size colour and style of your text.  
The illustration below can be found in the Home Ribbon. It contains icons and 
shortcuts to format your text. 

 

 

 

 

 

 

Font type 
 

Font style 
 

Font size 
 

Font colour 
 

Opens up the 
font dialogue 
box 

Welcome to Lesson 7 of Unit 2. In Lesson 6 you learned how to 
preview your work before printing it. In this lesson you shall learn 
how to format your document to enhance its overallappearance. 
 

Font Option 

Font option can be found in the Home tab 

Your Aims: 
 identify font styles and sizes 

 use appropriate font styles and sizes 

 recognize the importance of using appropriate 
font styles and sizes 
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1.  Font Type – refers to the type face of the characters in your document.   

Calibri, Arial, Times New Roman are some examples. 
2.  Font Style – are the additional style added to your text. Bold, Italic, Underline 

are some examples. 
3.  Font Size – the physical size of your text and is measured in points (pt.).  

9 pt., 12 pt., 14 pt.are some examples. 
4.  Font Color – a palate of colors applied to your characters. Red, Blue, Green 

are some examples. 

Font Dialogue Box 
You can also access the following options in the Font dialogue box. Every option 
available in the ribbon can also be found here.  
Click the Font dialogue box icon located in the lower right corner of the font option. 
The font dialogue box appears. 

 

 

 

 

 

 

 

 

 

 

 

 

Changing Font Type 
We will be using documents we have typed from Lesson 3 in this lesson. Try to recall 
your lesson by using the “Open” command which you previously learned in Lesson 4. 
Follow the steps below to change the Font type. 
1. Open the Child Exploitation document saved on your flash drive. 

2. Using the mouse, select the title “PNG children in sex work”. 

 

 

 

Font type 
 

Font style 
 

Font size 
 

Font 
colour 



GR 9 D&T–COMPUTING UNIT 2          77     TOPIC 2 LESSON 7  
  
3. Move your mouse pointer to the selection bar  where the title is located. Click 

the mouse when the Insertion point changes into an arrow. This will select the 
title. 

4. Find the Font group in the Home Menu tab. 

5. Click the down arrow in the Font type window. 

6. Click hold and drag the scroll bar downwards to view all the font types 
available.  

7. Choose the font named Comic Sans MS. 

 

 

 

 

 

 

 

 

 

 

 

8. Notice how this affects the appearance of the title. 

___________________________________________________________________ 

Changing the Font Size 
Knowing how to change the font size will determine the correct size of the chosen 
font style. Follow the steps below to change Font size. 

1. Move and click your mouse in the Font size window. Notice that the number 
displayed there will be highlighted. Change this by typing 20 and then press 
Enter. 

2. You may also change the font size by clicking the down arrow in the font size 
window. 

 

 

 

5  

6 

7 
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________________________________________________________________ 

Changing Font Styles 
Aside from the different font styles, you can also apply the following to change your 
font as either Bold, Italic or Underline. Follow the steps on changing other font styles. 
1. Click B (Bold) I (Italic) and U (Underline) as your Font Style. You may use one 

or all of the font styles at the same time. 

 

 

 

 

2. By default, clicking U will put a single underline style to your text. Let us 
change this by clicking the down arrow.  

3. Click the scroll button to display the different underline styles available. 

4. Choose the double ruled lines. 

 

 

 

 

 

 

 

 

 
 

The option is selected if 
the icons are in colour. 

2 

1 

2 

3 
4 
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Changing Font Colour 
Adding a splash of colour to your document will capture your readers’ attention. Font 
colour makes your text stand out and give visual appeal to your document. 
1. Click the down arrow in the Font colour option. 

2. Select and choose any colour you want. Make sure that the text is still 
highlighted. Any formatting will not be applied to your text if it is not 
highlighted.  

 

 

 

 

 

 

 

 

3. Your work should look like the example below. 

 

 

4. Save changes to your work! Use the skills you have learned in Lesson 3. 

 

Using the Format Painter 

It is time consuming to make the sub-headings the same. You can make this easy by 
using the Format Painter. Format Painter allow you to apply the same format you 
used for your text to another text, word or paragraphs within your document. 

1. Select the word “PNG 
children in sex work”. 

2. While the text is still 
selected, double click the 
Format Painter icon in the 
Home ribbon. 

 

3. Notice how your mouse pointer changes when you move your mouse to any 
part of your paragraph.  

Click the down 
arrow and choose 
any colour from 
the palette of 
colours. 

Click to display the Font 
dialogue box 
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4. Select the paragraph 1. Notice that the text changes its format like that of the 

title. 

5. Click Undo to remove the changes you just made to the paragraph.  

6. You can use Format painter when you are trying to copy any formats you 
used and apply it to another text, word or paragraphs.  

 

The Font Dialogue Box 

Changes are automatically applied to the text when you are using the Font groups. 
You might want to preview your work, change and make changes again before 
immediately applying the changes. Use Font dialogue box if this is your aim. Plus the 
dialogue box contains other options that are not available if you use the Font group. 

1. Select paragraphs 1 to 4.  

2. Click the Open dialogue box icon. 

 

 

 

 

3. The Font dialogue box appears. This contains Font, font style, size, font 
colour, underline style, underline colour and effects. These options are also 
available in the ribbon 

 

 

 

 

 

 

 

 

 

 

 

Click to display 
open the Font. 
.dialogue box 
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4. Use the Font dialogue box to apply the following formatting styles: 

  Font  : Arial Black 

  Font Style : Underline (use the wawy type of underline) 

  Font Size : 10 pts. 

  Font Colour : Red  

5. The Preview window displays what the highlighted text will look like. Changes 
will not be applied to your text until you click OK. 

6. Click OK. Your work should look like the example below. 

 

 

 

 

 

 

 

7. Save changes to your document.  

8. Keep your work open for the next exercise. 

 

Using the mouse  

The mouse can also be used to format the text. Using the  Right-click mouse function 
will display options on formatting fonts. 

1. Select paragraph 5 – 8. 

2. Position your mouse pointer over any part of the selected text and Right-click 
the mouse. 

 

 

 

 

 

 

Right click the 
mouse will 
display the font 
options to format 
your text. 
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3. Use the mouse to change the formats of the paragraphs: 

  Font  : Cooper Black 

  Font Style : Italic  

  Font Size : 12 pts. 

  Font Colour : Blue  

__________________________________________________________________ 

 

 

 

1. Make sure that the document “PNG children in sex work is still” open. 
2. Select Paragraph 9-14 in the document. 

3. Use the Font dialogue box to apply the following formatting styles: 

 Font  : Brush Script MT 

 Font Style : Bold, Italic, Underline  

 Font Size : 16 pts. 

 Font Colour : Green  

4. Click OK to apply changes to your text. 

5. Select the title of the document. Use Format painter to apply the same formats 
to the last paragraph. 

6. Your work should look like the example on the next page. 

7. Create a copy of your document in the Documents library. 

8. Use the filename Format font exercise. 

9. Print your work. 

 

Thank you for completing this activity. In this activity you have learned how to apply 
different font formats to your text using the ribbon and dialogue box. Try to do the 
task again without opening your handbook. Compare your work with the output 
provided at the end of this lesson. 

 

 

Activity 1:   Change Font, Size, Style, Colour Of Your Text 
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Summary 

You have come to the end of Lesson 7. In this lesson, you learned 
to apply different formatting techniques to your documents to 
enhance its appearance by changing the font type, style, size and 
colour of your text. 

 

NOW DO PRACTICE  EXERCISE 7 ON THE NEXT PAGE 
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Practice Exercise  7 

A. Circle the letter of the correct answer 

1. Times New Roman, Arial and Comic Sans are called Font __________. 
a. Type 
b. Size 
c. Colour 

2.  You can choose font and font sizes using the __________ menu. 
a.  File 
b.  Home 
c.  Page view 

3.  What will you use to make your text appear like THESE.  
a.  Italic 
b.  Underline 
c.  Bold 

4.   __________ is the additional style added to your text. 
a. Font type   c.  Font colour 
b. Font size   d.  Font style 

5.  What will you use to make your text appear like THESE.  
a.  Italic 
b.  Underline 
c.  Bold 

6.   The physical size of your text and is measured in point are called Font _____. 
a. Type    c.  Colour 
b. Size    d.  Style 

7.   Pallete of colours applied to your characters is called Font __________. 
a. Type    c.  Colour 
b. Size    d.  Style 

8.  What will you use to make your text appear like THESE.  
a.  Italic    c.  Bold 
b.  Underline   d.  Strikethrough 

9.  The type face of the characters in your document is called Font __________. 
a. Type    c.  Colour 
b. Size    d.  Style 
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10.  To select a word you first position the cursor next to the word and then 

__________. 
a.  roll mouse around 
b.  click the mouse three times (triple click in rapid succession) 
c. drag the mouse while holding the left mouse button 

11.  You can only apply one font style to your text 
a.  True      b.  False 
 

12.  As you type a paragraph, press ENTER to move from one line to the next. 
a.  True     b.  False 
 

13.  You cannot use Font size 15 when you are formatting text 
a.  True     b.  False 
 

14.  You can use various underline styles in your text. 
a.  True     b.  False 
 

15.  Bold, Italic, Underline can be used at the same time in your text. 
a.  True     b.  False 
 

B. Complete the following exercise. 
1. Type the following text: 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Save your work as REM sleep. Refer to Lesson 3: Using Save and Save As to 
save your work for the first time. 

3. Use Format Painter for this activity. 

What kind of dreamer are you? 
 
Are you dreaming your life away or are you using your dreams to get the 
most out of life? Our dreams tell us what is needed to restore a balance in 
our lives; to become whole, not perfect. Dreaming itself can slowly change 
our attitudes. Over a long period of time, a personal pattern becomes 
clearer and these dream-patterns can give us insight into the neglected 
parts of ourselves.  
 
Every dream has a purpose and is entirely honest. While we are awake we 
may pretend, but while we are asleep there are no deceptions. Dreams are 
part of our inner lives, akin to intuition, fantasy imagination and those inner 
urges, desires and needs of which we may only vaguely aware. 
 
It is said that, on average, everybody dreams four times each night. 
Researchers have discovered that people who normally cannot remember 
dreaming are able to recall dreams if they are woken during those periods 
of sleep that are accompanied by rapid eye movement (called REM sleep).  
 
Almost anything can stimulate dreaming, especially unusual events that 
take place during the evening – but remember that a regular intake of 
alcohol depresses REM sleep and may deprive you of essential dream 
periods. 
 



GR 9 D&T–COMPUTING UNIT 2          86     TOPIC 2 LESSON 7  
  
4. Every time you see the word “dream” or “dreams” change the: 

Font type to  : Impact 
Font style to  : Underline 
Font size to  : 13 pts. 
Font colour to : Red 

5. Every time you see the word “dreaming” change the: 
Font type to  : Comic Sans MS 
Font style to  : Bold and Italic 
Font size to  : 16 pts. 
Font colour to : Blue 

6. Make it a habit of constantly save changes to your work while working. Use 
Save command to do this. 

7. Save a copy of your final work into your flash drive. Refer to Lesson 3: Using 
Save and Save As to save your work for the first time. 

8. Print your work. 

C.  Why is it appropriate to use font style and sizes. 

 ______________________________________________________________

______________________________________________________________

______________________________________________________________ 

 

 

 

 

Answers to Activity 1 

1. Open documents library to make sure that your File was saved properly.  

2. Your work should look like the example on the next page after you finished 
this activity. 

3. Go through Lesson 7 to revise on formatting font type, size, style and colour if 
you are unsure on how to proceed with the exercise. 

4. Repeat the exercise again and save your work in a different filename. You 
may use your own filename. 

5. Later when you have mastered the skills of formatting font, you may use your 
own style by using your own font type, style, size and colour to your 
document.  

CHECK YOUR WORK.  ANSWERS ARE AT THE END OF TOPIC 2. 
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6. Some paragraphs will appear dark when printed because of the use of the 

type of font and colour. Darkness of print will depend on the colour you used 
when printing in black print. 
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Lesson 8: Word Spacing and Indenting 

 

 

 

 

 

 

Word Spacing and Indenting 

Word Spacing and Indentions gives your documents more legible. Both are ways in 
which you can improve the appearance of your documents. 

Before we start applying indentions and indents, do the following: 

1. Type the text in the box below. Just type continuously. Your text will move to 
the next line once it reaches the end of the line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. Save your work as Nactus Kunan inside your Documents Library. 

3. Keep your file open for the next exercise. 

New gecko species found in PNG 
 
A new species of gecko was discovered in Papua New Guinea, the US 
Geological Survey announced this week. The gecko is adorned like a 
bumblebee, researchers say, with black-and-gold bands that help it to 
camouflage itself on the tropical forest floor. 
 
It measures about 13 cm from head to tail, according to USGS 
herpetologist Robert Fisher, “We have officially name it Nactus Kunan 
from its striking colour pattern – kunan means bumblebee in the local Nali 
language,” Fisher said. 
 
“It belongs to a genus of slender-toed geckos, which means these guys do 
not have the padded, wall- climbing toes like the common house gecko.” 
Fisher found two of the bumblebee geckos in 2010 and analysed their 
genetics to show that the lizard were indeed new and distinctive species. 
 
The research was done in consent with scientists at the Papua New 
Guinea National Museum. It has been an exciting year for the lizards and 
amphibians in Papua New Guinea. 
 
Earlier this year, researchers discovered a tiny frog in Papua New Guinea, 
which is the smallest known vertebrate species on Earth. 
 

Welcome to Lesson 8 of Unit 2. In Lesson 7 you were introduced to 
different formatting techniques. In this lesson you shall learn how to 
change the distance between paragraph lines of your document. 
 Your Aims: 

 differentiate word spacing from indenting 

 identify appropriate word spacing and 
indention 

 identify the importance of word spacing and 
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Indention 
Indention puts emphasis on documents and sets them off apart from the rest of the 
document. It allows readers to find information quickly from the rest of the 
paragraphs in a document. 
There are four basic types of indents you can use in your document. 

1. Left – indents the entire paragraph from the left margin. To extend the 
 paragraph into the left margin, use a negative value for the left indent. 

2. Right – indents the entire paragraph from the right margin. To extend the 
 paragraph into the right margin, use a negative value for the right indent. 

3. First line – indents, the first line of the paragraph. All following lines are 
 aligned with the left margin. 

4. Hanging – indents all lines after the first line of the paragraph. The first line is 
 aligned with the left margin. A hanging indent typically is used for bulleted and 
 numbered list. 

Applying Indents  
There are many ways of applying indentions to your document. We will learn all of it 
and later you may choose any style you are most comfortable with. Before your 
continue, make sure that the Nactus Kunan document is still open. 
 
A. Applying Indents Using The Tab Key 

Using the Tab Key is the easiest way of changing your paragraph indention. It 
involves using the Tab and Backspace key to apply indent and remove 
indention from your text. 
1. Position your insertion point at the beginning of the first paragraph.  

2. Press the Tab key tab located on your keyboard. This will indent the first 
line of your paragraph ½ from the left margin. 

3. Notice on the horizontal ruler that the First line indent marker moved to 
the right by ½ inch. 

4. Press the Tab key again. Notice that the indention moved again. This 
time the rest of the document followed. 

5. Press the Backspace key from the keyboard. This will remove the left 
indention and return the paragraph to where it was before. 

 

 

 

 

 

 

First line indent marker. 
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6. Keep your work open for the next exercise. 

B. Applying Indents Using The Indent Marker 
Sometimes, when you are indenting paragraph, your text does not move the 
way you want it to. You can control how the paragraphs are indented by using 
the Indent Marker. However this requires you to have good control of your 
mouse. So be sure to practice your click, hold and drag. 
The indent marker on the horizontal ruler will show you the following Tabs: first 
line indent, hanging indent and the left indent as shown below. 

 

 

 

 

 

1. Select paragraphs 2 and 3 of your document. Note that the selections 
done must be active at all times while performing all the next steps 
below. 

2. Click, hold and drag the First line indent marker to 2 in your ruler. Notice 
how the first lines of paragraphs 2 and 3 were moved when you release 
the mouse button.  

 

 

 

 

 

 

 

 

3. Drag the First line indent marker to the left. The first line of your 
paragraph is now located in the margins area. 

 

 

 

 

First line indent marker 

Hanging indent marker 

Left indent marker 

First line special indention. 
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4.  Return your first line marker to its original location on the horizontal ruler. 

5. Now, click and drag the Left indent marker 1 ½ inch or use 3 cm. from 
the left margins. The selected paragraph will now be left indented. 

 

 

 

 

 

 

C. Applying Indents Using the Paragraph dialogue box 

1. Select paragraphs 4 and 5. 

2. Click the display Paragraph dialogue box icon.  

3. Type 2.54 cm in the Right indention.  

4. In the Special indention, choose Hanging.  

5. Type 2.54 cm in the By: window.  

 

 

 

 

 

 

First line indention located in 
the margins area. 

Left indention 

4 5
 

3 
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6. Click OK to apply changes to your paragraphs. 

7. Observe how the the Hanging indent marker appears in the horizontal 
ruler. 

 

 

 

 

 

8.  Look at how the right indent marker is positioned on the ruler. 

 

 

 

 

 

 

 

 

 

9. Save your work as Nactus Kunan Indention. 

10. Print your work. 

11. Your work should look like the example below. 

First line indention 
located text area. 

Right indent 
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12. Your work might look slightly different from the illustration here.  

 

 

 

 

 

 

1. Open My CV document. 

2. Save your work as My CV v2 using Save As command. 

3. Apply formatting styles to your CV. You can change the font type, style, size 
and color of the text. Make it a habit of saving changes to your work every 
couple of minutes. 

4. Apply indentions to your CV. Try to use the different ways of applying 
indention to your document.  

5. If you are still unsure how to proceed use the example at the end of this 
lesson as a guide when editing your CV. 

6. Print a copy when you are satisfied with your final CV. 

Congratulations! You have successfully completed this activity. I hope that you have 
applied all the skills you have learned from your previous lessons. Compare your 
work with the output provided at the end of this lesson. 

Note: Your ruler settings are set to inch or centimetres. Do not worry! 
Just estimate the measurement. The important thing is you can apply 
indentions to your document. 

Activity 1:   Apply Indention To Improve Appearance Of A 
Document 
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Word Spacing 

Word spacing refers to the distance between one word to the next word in the 
paragraphs. This spaces are automatically placed when you type your documents. 
You can increase or decrease the distance between words to depending on its use. 

Changing Word or Character Spacing 
Before we start, make sure that The Nactus Kunan Indention document is still open.  

1. Select Paragraph 1. 
2. In the Home ribbon click the Font dialogue box icon. The font dialogue box 

appears. 
3. Click the Advanced tab in the Font dialogue box. 

4. Click the drop down arrow in the Scale box. Select 80% and click OK. 
Observe how the spaces betwenn the characters reduce in size while the font 
size remains unchanged. 

 
 
 
 

 

 

 

 

 

 

5. Select Paragraphs 2 and 3.  

6. Click the down arrow next to the Spacing option box and choose Expanded.  

7. Type 5 pt in the By: input box and click OK. Observe how your words become 
spread while the Font size remain unchanged. 

 

 

 

 

 

 

Click to display Font 
Dialogue box. 

3 
4 
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8. Select Paragrahs 4 and 5. 

9. Click the down arrow in the Spacing option and choose Condensed . 

10. Type 5 pt in the By: window and click OK. Observe how your words are 
compressed together. 

 

 

 

 

 

 

11. Your work should look like the example below. 

12. Save your work as Nactus Kunan word spacing. 
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1. Open a new Word document and type in the text in the box below: 

 

 

 

2. Use the following formatting to change the appearance of your text: 
Font  :  Broadway 
Font size :  48 pts. 

3. Without changing the font size, adjust the word spacing to the first and second 
line so that your work will look like the one below.  

4. Save your work as PNG Poster. 
 

 

 

 

 

 

 

 

 

 

 

Summary 

You have come to the end of Lesson 8. In this lesson, you learned 
to apply different paragraph alignment and changed indentions 
using the tab selector and the dialogue box. You have also learned 
to use Word spacing to make changes to the appearance of your 
document. 

 

 NOW DO PRACTICE  EXERCISE 8 ON THE NEXT PAGE 

Activity :   Apply Word spacing to improve appearance 
of a document. 

 

 
I Love  
Papua New Guinea 
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Practice Exercise 8 

 

A. Identifyand name the icons numbered 1-8 in the spaces provided below. 

 

        

 

1.  ____________________  5.  ____________________ 

2.  ____________________  6.  ____________________ 

3.  ____________________  7.  ____________________ 

4 . ____________________  8.  ____________________ 

 

B. Using the sample text file below and by observation, identify what type 
of indention/indents are applied to the following paragraphs. 

 

 

 

 

 

 

 

 

 

Paragraph 1:  (1) ____________________ 

Paragraph 2:  (2) ____________________ (b) ____________________ 

Paragraph 3:  (3) ____________________ 

Paragraph 4:  (4) ____________________ 

Paragraph 5:  (5) ____________________ 

Paragraph 6:  (6) ____________________ 

 

 (1)         (2)      (3)        (4)        (5)       (6)       (7)        (8) 
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C. Perform the following.  

1. Type the following text and perform the given task. The following stories 
are excerpts from Steve Jobs speech. Let us apply what we learned in 
this lesson and get a little inspiration from his story. Just type continously. 
Press the Enter key only when you are starting a new paragraph. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Change the indention. Use the Tab Selector to change the indention of 
the paragraphs. The negative alignment means going on the opposite 
direction of the margins. It might be a problem changing the alignment 
using the mouse. Do not worry about it. Just do your best when changing 
the indention. 

 

 

 

 

 

 

 

 

 Indention 

Paragraph 1 Left:          0 inch 
Right:        0.5 inch 
Special:     0.5 inch (First line) 

Paragraph 2 Left:          0 inch 
Right:        0 inch 
Special:    1 inch (Hanging) 

Paragraph 3 Left:          1 inch 
Right:        1 inch 

Paragraph 4 Left:         -0.5 inch 
Right:       -0.5 inch 
Special:    1 inch (First line) 

 

CONNECTING THE DOTS 
 
Steve Jobs dropped out of college. He was not interested in the formal 
classes of the expensive university his parents had sent him to. He 
didn’t want to continue spending all the money his parents had saved 
their entire life. 
 
So he took optional courses. When he was in university he studied the 
beautiful calligraphy posters on his campus, he joined and studied 
calligraphy class. He learned about serif and sans serif typefaces, 
about varying the amount of space between different letter 
combinations, about what makes great typography great. 
 
Ten years later, when he was designing the first Macintosh computer, 
Steve’s calligraphy lessons came back to him. Had he never taken 
that single course in college, then the Mac would not be what it is 
today. 
 
He said: “You cannot connect the dots looking forward: you can only 
connect them looking backwards. So you have to trust that the dots 
will somehow connect in your future. You have to trust in something – 
you gut, destiny, life, karma. This approach has never let me down, 
and it has made all the difference in my life.” 
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3. Type your name. 

4. Save your work as Steve Job Story 1 

5. Print your work. 

 

 

 

Answers to Activity 1 

1. The example provided below is just a suggestion on how you can format your 
work. Use this as a guide only. Apply your own distinct style to your CV. 

2. Observe how indentions are used to improve the appearance of the CV below. 

 

 

 

 

 

 

 

 

 

 

 

 

Answers to Activity 2 

1. Look in the Documents Library to see if the PNG Poster document is saved.  

2. The font size of the document must not change when doing the activity. 

3. Adjust the Scaling and Spacing to the text to produce the required effect. 

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2. 
 

Indenting the 
text gives 
emphasis to 
the 
Educational 
information. 

Indention is used 
here to show 
emphasize the 
date. 
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Lesson 9: Margins and Line Spacing 

 

 

 

 

 

 

 

 

Page Layout and Page Set Up 

All documents created in MS-Word have default setting for Page Setup and Line 
space. But sometimes  these settings are not suitable for the type of document you 
want to produce. 

Page layout refers to changes directly applied to the document page. Page layout 
involves changing the: 
1. Page orientation – to specify whether you want to print vertically on the 
 paper or horizontally. 
2. Paper size – different paper sizes are available depending on use. A4 is the 

paper size used here in PNG. 

3. Page margins – determine where the words will appear on a page, the 
 space between text and four edges of the paper. 

 

A.  Changing Page Setup using Page Layout tab 
 Page setup and page layout offers you several options to change the 
 presentations of your text, margin, orientation, size format and other options of 
 your document. Document pages can be formatted by using the Page setup 
 and Page layout options. 
 

Follow the instructions given to change the Page Setup of your document. 

1. Open Nactus Kunan document.  

2. Select the Page Layout Menu tab.  

3. Click Orientation in the Page Layout option. 

4. Choose Landscape from the drop down menu.  

 

2 
3 

Welcome to Lesson 9 of Unit 2. In Lesson 8 you leaned how to use 
word spacing and indention. In this lesson you will learn to change 
the default Page setup and Line space setting. 

Your Aims: 
 identify the differences between margins and 

line spacing 

 use the appropriate margins and line spacing  

 identify the importance of using margins and line 
spacing 
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5. Click the Size option and choose A4 in the drop down menu. 

 

 

 

 

 

 

 

 

 

 

6. Click Margins in the Page Layout option and choose Moderate from 
the drop down menu. 

 

 

 

 

 

 

 

 

3 

2 

4 

Click to display types of 
paper size. 

Choose A4. 

The following options are 
templates with fixed set of 
margins. 
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7. Your work should look like the example below. 

 

B.  Changing Page Setup using Page Layout tab 
1. Click the Page Setup dialogue box icon. 

 

 

 

 

 

The Page Setup dialogue box will appear. 

 

 

 

 

 

 

 

 

Click to open the Page 
Setup. ..dialogue box 
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2. Click the mouse pointer inside the Top margin input box and type 1.5” ( 
the ” represents inch). You could also use the up or down arrows to 
increase or decrease the margins.  

3. Change the top, bottom, left and right Margins to 1.5”. 

 

 

 

 

 

 

4. If your computer measures in cm (centimeters) your computer will 
convert the inch value to centimeters. 

 

 

 

 

 

5. Change the Orientation to Portrait by clicking on Portrait. 

 

 

 

 

 

 

 

6. Locate and click the Paper tab. Here you will find the paper size.  

7. To change the paper size , click the down arrow to reveal the different 
paper sizes and change paper size to A4.  

 

 

Type directly inside to 
change margins. 

Use arrow keys up or down to 
change margins. 
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8. Click OK to apply changes to your document. 

9. Save your work as Nactus Kunan Page Setup. 

10. Print your work. Your work should look like the example below. 

 

 
 
 
 
1. Open Child Exploitation document saved inside your flashdrive. 

2. Change the Page Layout of your document as follows: 

Margins  : Wide 

Orientation  : Landscape 

Paper tab 

Click down arrow to 
display option. 

Activity 1:  Changing the Page Layout of the Document 
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Paper Size  : Letter 

3. Save your work as Page Layout Activity  inside the Documents Library. 

4. Print your document.  

Thank you for completing this activity. Now, you may go to the end of this lesson to 
check your answer. Make sure you do the necessary corrections before moving on to 
the next part of this lesson 
 

Paragraph and Line Spacing 
By default each line space is 1.5 lines. Line and paragraph spacing change the 
spacing between lines of text. It could be measured by lines (single, 1.5, double) or 
points (exact measurement). Line spacing affects the distance between lines of 
text within a paragraph while paragraph spacing affects the distance like the white 
space between paragraphs. Line spacing refers to the distance between each of the 
line of text of the paragraph. 

A. Line Spacing 

To change the line spacing between paragraphs: 

1. Open Page Layout Activity document. 

2. Select Paragraphs 1–4. Find the Paragraph group located in the Home 
ribbon. 

3. Click the Line and Paragraph Spacing icon. 

 

 

 

 

 

4. Click the down arrow in the Line and Paragraph spacing option. Choose 
1.5 pts from the drop down menu. 

5. Select paragraphs 5 – 8. Change the line spacing to 2.0 

6. Select paragraphs 9 – 14.  

7. Click the Paragraph dialogue box icon to display the Paragraph 
dialogue box. 

8. In the Line Spacing option, choose Multiple and type 2.5 in the At: 
window. 

 

Line and Paragraph 
Spacing 

Click to open the 
Paragraph dialogue box. 
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9. Preview your work. Observe the distance between lines of text in a 
paragaraph. 

10. Save your work as Line Space Activity inside the Documents Library. 

11. Print your work. Your work should look like the example below. 

 

B. Paragraph Spacing 

Paragraph spacing on the other hand, refers to the distance between 
paragraphs and is measured by points (pts.) before and after each paragraph. 

1. Open REM sleep document. 
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2. Remove the spaces between paragraphs. This will make it easier to 
immediately see the effect of the exercise. 

 

 

 

 

 

 

 

 

 

 

3. Select the entire Paragraph.  

4. Click the Line and Paragraph Spacing icon.  

5. Move your mouse pointer to Add Space Before Paragraph or Add 
Space After Paragraph. Note that the spaces between paragraphs have 
been added.  

6. Open the Paragraph dialogue box. In the Spacing option type 12 pt 
Before and 24 pt After. 

7. Click Ok to apply changes to your paragraph.  

8. Save your work as Paragraph Spacing Activity. Your work should look 
like the example on the next page. 
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1. Open your CV document. This is the last CV you formatted and saved. 

2. Click the Show/Hide icon. This symbol located at the end of the text means it 
is the end of the paragraph. However this creates unnecessary spaces 
between paragraphs. Let us remove the paragraph spaces. 

 

 

 

 

 

 

 

 

Activity 2:  Change the Line and Paragraph Spacing in a  
Document 

 

Show paragraph mark 
and other hidden 
formatting symbol. 
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3. Select all the paragraphs.  

4. Click the Paragraph dialogue box icon. The paragraph dialogue box will 
appear. 

5. In the line spacing window, choose Single and click OK. Notice that nothing 
changed. This is because line spacing is used for changing the distance 
between lines of text within a paragraph.  

 

 

 

 

 

 

 

 

 

6. Open the paragraph dialogue box and locate the Spacing option. 

 

 

 

 

 

7. In the Before window, click the up arrow until the value on the Before box 
comes to zero (0). Notice that this did not change your paragraph spacing. 

8. Do the same thing in the After window.  Change the value in the After box to 
zero (0). 

 

 

 

 

 

Click the arrow 
to change the 
line spacing. 
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9. Continue editing your CV. Remove the paragraph Line spacing and Spacing 

as you like to improve the appearance of your CV.  

10. Save your work on your flashdrive. Use any filename you want.  

11. Print your work.  

 
Thank you for completing this activity. Now, you may go to the end of this lesson to 
check your answers. Make sure you do the necessary corrections before moving on 
to the next part of this lesson. 

 

Summary 

You have come to the end of Lesson 9. In this lesson you have 
learned to adjust margins, changed paper size and orientation. You 
have also applied line spacing to your paragraphs.  

 

 

  NOW DO PRACTICE  EXERCISE 9 ON THE NEXT PAGE 
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Practice  Exercise  9 

A.  Identify and name the icons numbered 1-7 in the spaces provided below. 

 

 

 

1.  _________________________  5. _________________________ 

2.  _________________________ 6. _________________________ 

3.  _________________________ 7. _________________________ 

4.  _________________________ 

 

B. List what is asked for in the following items. 

1. Name the different types of Line spacing available in MS-Word. 

a. ____________________  d. ____________________ 

b. ____________________  e. ____________________ 

c. ____________________  f. ____________________ 

2. Name the two types of paragraph spacing available in MS-Word. 

 a. ____________________   b. ____________________ 

 

C .    Create this month’s calendar. Replace and use the current month as your 
 pattern when creating your calendar.  

1. Create your calendar. Choose your  font, font size and style. 

2. Use tab stops to centre the tab stops so that the text will be at the center 
of each day. 

3. Type your Name on the document. 

4. Save your work as 2012 Calendar on your flashdrive and print. 

 

 

 
CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2. 

 

    1                2                3              4              5              6                7 
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Answers to Activity 1 

Before you begin this activity make sure that the CV draft 3 document is open.  

1. Open Page Setup dialogue box. Use the illustrations below to set your: 

A. Margins  

B. Orientation 

C. Paper size 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Answers to Activity 2 

1. Use the example on the next page as a guide. Your work will look different 
from the example given. 

2. The illustration below displays a CV after spacing between paragraphs were 
removed. 

C 

A 

B 
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3. Look at your document and see where you could apply th skills you learned in 
Lesson 9. 

4. Try to use all the skills in formatting your document page that you have 
learned from the previous lessons and apply these to your document. 
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Left 

Centre Right 

Justified 

Lesson 10: Changing Case and Justifying Text 

 

 

 

 

 

 

 

 

Paragraph Alignment 

Once you begin typing, observe how your text always begins from the left side of 
your screen. This is the default Alignment of paragraphs. Different alignments can be 
used for a different purpose.  

You can also use the keyboard to change paragraph alignments. Pressing and 
holding the CTRL key plus the letter equivalent will align the paragraphs. 

 

 

 

 

Let us create our paragraphs and apply different alignment to suit its intended use.  

There are four types of paragraph alignment: 

1.  Left (Ctrl + L) – aligns text against the left margin of the page, leaving the 
right uneven. This is the most commonly used paragraph alignment type and 
therefore the default setting in MS Word. 

2.  Centre (Ctrl + E) – centres each line of text between left and right margins. 
Center alignment is used mostly for headings or centering graphics on a page. 

3.  Right (Ctrl + R) – aligns text against right margin, leaving left margin uneven. 
Use right alignment when you want text to line up on the outside of a page, 
such as a chapter title or a header. 

4.  Justified (Ctrl + J) – aligns text against the right and left margins and evenly 
spaces out the letters. Newspapers commonly use justified alignment so the 
columns of text are even. 

Welcome to Lesson 10 of Unit 2. In Lesson 9 you learned how to 
adjust margins, change paper size, orientation. You have also 
applied line spacing to your paragraphs. In this lesson you shall 
learn how to change text case and justify text.  

Your Aims: 
 differentiate between changing case to 

justifying text 

 demonstrate how to change case  

 demonstrate how to justify text 

 identifies the importance of changing case 
and justifying text 
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Setting Paragraph Alignment 
Paragraph alignment defines how text is positioned in a document. This can be used 
together with indentions. 
1. Open the Nactus Kunan document.  

2. Select the title New gecko species found in PNG. 

3. Click the Align centre icon.  

4. Apply the following alignment to the paragraphs as shown in the table below. 

 

 

 

 

 

5. Use the example below as a guide. 

 

6. Do not forget to type your Name on the document. 

7. Save on your flashdrive the document as Nactus Kunan Alignment. 

Paragraph Alignment 

Paragraph 1 - 3 Center 

Paragraph 4 - 6 Justify 

Paragraph 7 - 9 Right 
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8. Print your work. 

 

 

 

 

1. Open your CV document. This is the last document you edited in Lesson 9. 

2. Apply Formatting styles to your document. Use the table below to format your 
document. 

 

 

 

 

 

3. Select your name and address. 

4. Click the Paragraph Dialogue box icon. The dialogue box appears. 

 

 

 

 

 

5. In the Alignment option, click the down arrow. 

6. Choose Centered and click OK. 

 

 

 

 

 

 

7. Your text will move to the center of your document.  

 FONT TYPE FONT 
SIZE 

FONT STYLE FONT COLOR 

Name Book Antigua 20 Bold Blue 

Address Book Antigua 16 pts. Bold Blue 

Sub-title Arial 14 pts. Bold, Underline Red 

Body Arial Narrow 12 pts. Regular Black 

Activity 1:  Changing Paragraph Alignment of Text 
 

Paragraph 
dialogue 
box icon. 
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8. Select the rest of the document. 

9. Repeat steps 4 and 5.  

10. In the Alignment option, choose Justified. 

11. Click OK. 

12. Position your cursor on any part of the word Education. 

13. Choose Center from the Paragraph dialogue box. 

14. Do the same thing for Work Experience, Activities, and Skills. 

15. Save changes to your work on your flashdrive. You can also save a different 
copy of your CV document. 

16. Print your work.  

Thank you for completing this activity. Now, you may go to the end of this lesson to 
check your answers. Make sure you do the necessary corrections before moving on 
to the next part of this lesson. 

 

Change Case 
Text written using a word processing program uses specific case or the arrangement 
of capital and small letters within words. There are five types of text used in Microsoft 
Word. 
 

 

 

 

 

1. Sentence case – refers to the first letter of the word or paragraph as capital 
letter and ther rest of the text are small letters. 

2. Lowercase – refers to all letters of the word or paragraph as small letters. 

3. Uppercase – means all letters of the word or paragraph is all in capital letters. 

4. Capitalize Each Word – means the first letter of every word within a sentence is 
capitalised while the rest of the text in the word are small letters. 

5. Toggle case – is the opposite of Capitalize Each Word. It makes the first letter 
of the word small letters while the rest of the word are capital letter.  This allows 
you to switch between or alternate the case of text. 

 

Change Case 
icon. 
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Changing case of word text 

1. Open MS word. 

2. Create a blank document, type “papua new guinea”. Observe how the first 
letter of the word “papua” automatically changes to capital letter as soon as 
you press the space bar. This is because the default setting of MS Word is set 
to Sentense Case. 

 

 

3. Select the phrase “Papua new guinea”. 

4. Click the Change Case icon located in the Home ribbon. Select lowercase. 
Observe how the capital letter in “Papua” became small letter or lowercase. 

 

 

 

5. Make sure that the phrase is still selected. This time choose UPPERCASE. 
This will change the text to capital letters or uppercase. 

 

 

 

6. This time choose Captalize Each Word and observe how the first letter of 
each word is in capital letters while the remaining letters of each word are in 
small letter or lowercase. 

 

 

 

7. Now choose tOGGLE cASE. this will make the first letter of each word in 
small letter or lowercase and the rest of the text are in capital letters or 
uppercase. 
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1. Open the CV document you saved in activity 1 of this lesson. 

2. Check your work and try to apply Changing Case to your document. The 
instructions below are only some suggestestions to what you can change in 
your document. 

 

 

 

 

 

 

 

 

 

 

 

 

3. Save your work as Final CV on your flashdrive. 

 

 

Summary 

You have come to the end of Lesson 10. In this lesson you have 
changed your paragraph alignment in a variety of ways to suit its 
intended purpose. 

 

 
NOW DO PRACTICE  EXERCISE 10 ON THE NEXT PAGE 

Activity 2:  Changing Case of Word Text 
 

Uppercase 

lowercase 

Sentence case 
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Practice  Exercise  10 

 

A. Identify the keyboard shortcut keys used for the different paragraph 
alignment and the icons used for each alignment type. 

 

 

 

 

ALIGNMENT      SHORTCUT    ICONS 

Justify  (1) ____________________  (5) ____________________  

Centre  (2) ____________________ (6) ____________________ 

Left   (3) ____________________ (7) ____________________  

Right   (4) ____________________ (8) ____________________ 

 

B. Identifiy what type of Alignment was used for the document below by 
writing it next to the number on the next page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 

6 

5 

4 

7 

    A            B             C           D 
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1. ____________________   5.  ____________________ 

2. ____________________   6.  ____________________ 

3. ____________________   7.  ____________________ 

4. ____________________ 

 

C. Perform the following task 

1. Open the MS Word, create a new document and type the text in the box 
below. 

FUNDRAISING ACTIVITIES 

The SAIVIM PIKININI ORGANIZATION aims to help under priviledged 
children by conducting a weekly feeding program. As part of its program 
you are cordially requested to participate in the upcoming event 

WHAT: Charity Fundraising 

WHY: To raise funds for the feeding program 

WHEN: September 17, 2012  12 pm onwards 

WHERE: Ella Beach 

You may help by donating cash or bring any of the following: 

PERISHABLE NON-PERISHABLE MEDICINES 

Rice Clothes Antibiotics 

Canned Goods Mattresses Paracetamol 

Flour Old Books Vitamins 

Sugar Soap 

Coffe & Tea Blankets 

Vegetables Mosquito net 

Bread 

Any  contribution, big or small, will be highly appreciated. 

Respectfully yours, 

Ms. Lyn James 

Director 
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2. For each section, use the specification indicated inside the box to format 
the font, font size, font style, line spacing and indention of each paragraph. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Font: Book Antigua, Bold, 20 pts. 
Alignment: Centre 

Font: Book Antigua, Italic, 15 
pts. Alignment: Justified Line 
space:  Single Space (before 
& after): 6 pts. Indention: 
Hanging, .5 inch 
 

Font: Book Antigua, 
Bold/Regular, 15 pts. 
Alignment: Left 
Line space: Double  
Space (before & after): 0 pts.  
Indention: Left - 1 inch 
 

Font: Book Antigua, Italic, 15 
pts. Alignment: Left 

Font: Book Antigua,  Bold/ Underline, 15 
pts. Alignment: Left Indention: Left - .5 
inch Line Space: Single Space (before 
& after): 0 pts. Indention: Use tab stops 
to create the columns. 

Font: Book Antigua, Italic, 
15 pts. Alignment: Left 

Font: Book Antigua, Regular, 15 pts. 
Alignment: Right 

Right tab 
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3. Change the Page Setup using the following settings. 

 Margings : Moderate 

 Orientation : Portrait 

 Size  : A4  

4. Save your work on your flashdrive as Saivim Pikinini Organization. 

 

 
CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2. 
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Answers to Activity 1 

1. Formatting your CV using indentions and alignment helps improve the 
appearance of your document. 

2. You may use the example here as guide when formatting and applying 
alignment to your document. 

 

 

 

 

 

 

 

 

 

 

Answers to Activity 2 

1. The ideas presented below are just suggestions. You can change the Case of 
your text to create your own style and change the appearance of your document.   
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Lesson 11:    Selecting Page Orientation 

 

 

 

 

 

 

 

 

Page Orientation 

Orientation refers to the appearance of the page. There are two types of page 
orientations are called portrait and landscape. Portrait means the paper is vertically 
oriented and Landscape means the paper is on its horizontal side. 

Some documents may require more space to fully display its content than others. 
Let us change the page layout of a document. Follow the steps on how to change 
the page layout of a document. 

1. Open the Calendar document. 

2. Change the Margins to Wide. Pay close attention to the vertical and 
horizontal ruler. Notice how your document changes appearance. Observe 
how the margins were set on the ruler. The left and right margins are wider 
than the top and bottom margins. 

 

 

 

 

 

 

 

 

 

 

Welcome to Lesson 11 of Topic 2. In Lesson 10 you have how to 
change your paragraph alignment in a variety of ways to suit your  
purpose. In this lesson, you will learn how to change the Page 
setup options of an existing document and see how it affects the 
appearance of your document.  
 

Top margin is smaller 
than the top margin. 

Left & right margin 

Your Aims: 
 define and determine page orientation 

 use appropriate page orientation 

 identify the importance of using the appropriate 
page orientation 
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3. Change the Orientation to Landscape. Observe how the left and right 

margins are wider than the top and bottom.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Close the document. Do not save changes to your document. 

 

  

1. Draw a margin in an A4 size paper.  

2. Make sure that the orientation is Portrait. 

3. Make the Top and Bottom margin 2 inches and the Left and Right margin to 
1 inch.  

4. Hold the paper up and rotate the paper to Landscape. Observe how the 
margins are set the same although the Oriention was changed.This is what 
happens to the margins of your document when you changed its 
Orientation. 

Top 
margin 

Left and right margins 

As you set the margins to an existing document, the top, 
bottom, left and right margins retained their original margins. 
Don’t worry if your margin changed. You can always change 
the margins again. 

Activity 1:  Change the Page Set-up of a Document 
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Thank you for completing this activity. Now, you may go to the end of this lesson to 
check your answers. So next time you change the Orientation, make sure to check 
your Margins as well. 

 

Summary 

You have come to the end of Lesson 11. In this lesson you have 
learned about the different types of page orientation and what 
page margins are. You also have learned that margins are set 
differently once the orientation is changed. 

 

  

 

 

NOW DO PRACTICE EXERCISE 11 ON THE NEXT PAGE 
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Practice  Exercise  11 
 
A. Answer the following questions. 

1. Explain the importance of changing Margins of your document. (5 pts). 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

________________________________________________________ 

2. When is the best time to use a Landscape over Portrait orientation? 

(5 pts) 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

_________________________________________________________ 

3. Does changing the Paper Size have any effect on the appearance of 
your document? Explain your answer.     (5 pts) 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

B. Let us create a simple birthday card. Make sure to change the Page 
Setup of your document before you type your text. 

1. Open a new word document. 

2. Change the Page Layout of your document as follows: 

 Margins  : .5 inch top and bottom and 1 inch left and right 

 Orientation : Landscape 

 Size  : A4 
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3. Change the document alignment to Right align.  

4. Type the phrase Happy Birthday as many as will fill the whole page of 
your document. 

5. Change the Font, font size and style of your text. Apply different colors to 
each text. 

6. Check your ruler to make sure that your text does not go beyond the 
other half of your document. This will not look good for your card when its 
printed and folded.  

7. Use the ruler as guide when changing your font size. Change your font 
size to fit half of your document.  

 

 

 

 

 

 

 

 

 

 

 

8. On page 2 of your document, type your message.  

9. Apply font, font size, color, alignment, line spacing and indetion to your 
text. Use the example at the next page as your guide. 

 

 

 

 

 

 

 

Imagine a line at the 
center of your document. 
Use the ruler as guide. 
Adjust font size when your 
text goes beyond the other 
half of your document. 
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10. Save your work as Birthday Card in your flashdrive. 

11. Print your document. Make sure to use the back of your paper when 
printing  the second page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2. 
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Answers to Activity 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notice how the margins of the 
Portrait orientation remains in 
its position after you changed 
the orientation to Landscape. 

LANDSCAPE ORIENTATION 

PORTRAIT ORIENTATION 

Portrait to Landscape 
Orientation. 
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Lesson 12:      Setting Tabs, Headers, Footers & Pagination 

 

 

 

 

 

 

 

 

Tabular Stops 

A Tabular Stop or Tab is used as guide where the placement of text within the 
document. Tabs can be set using the Tab selector.  

To better understand on how to set tabs, try out this short exercise. 

1. Open an new Word document and type the following information: 

 EDUCATIONAL BACKGROUND 

 University of Papua New Guinea 2011- Present 

 Kila Kila Secondary School 2007 – 2010 

 Bavaroko Primary School 1999 – 2006 

2. Locate the Tab selector located at the left side of the vertical ruler. 

3. Move your mouse pointer to the tab selector and see which tab is active. By 
default the tab selector is always set to left.  

 

 

 

 

 

 

4. Click the tab selector repeatedly and watch how the symbolson the selector 
changes. Continue clicking until it returns to the default selector.  

Tab Selector 

Welcome to Lesson 12 of Unit 2. In Lesson 11 you have learned 
about the different types of orientations and page margins. In 
this lesson you will learn all about Tabs, Headers, Footers and 
Pagination.  

Your Aims: 
 identify and define tabs, headers, footers 

and pagination. 

 set tabs, headers, footers and pagination. 

 recognize the importance of setting tabs, 
headers, footers   and pagination 
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5. In the paragraph ribbon, click the Show/Hide icon. Take note of the symbols 

that appear on your document. The symbols that appear on your screen will 
not appear on your document when it is printed. 

 

 

 

 

 

 

 

6. Position the cursor at the beginning of the line University of papua New 
Guinea. 

7. Press the Tab key located on the keyboard. Notice that your text moved inside 
your document. Do the same thing for the rest of the schools. 

8. Select all three schools. Make sure that the tab selector is set to Left Tab. 

 

 

 

 

9. Point your mouse to ruler and locate 2 inches or 2.54 cm (you can also 
estimate). Click the mouse. Look at your ruler and note that the Left tab 
symbol is placed where you clicked your mouse. 

10. Press the tab key for each school. Notice that the text line moves to where the 
Left tab symbol is placed. 

 

 

 

 

 

 

11. To remove the tab, click, hold and drag the Left tab symbol (L) toward your 
document.  

End of Paragraph 

Tab key 
markings 

( . ) Spacebar 

Tab stop selector Show/Hide icon 

Text are lined up where the Left tab 
(L) is located on the horizontal ruler. 
 

Left Tab Selector 
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12. Change your tab selector symbol to Right tab by clicking on the tab selection 

control until you see the symbol          . 

 

 

 

13. Select the three schools. Click the mouse 1 cm before the end of the margin. 
Observe how the date is moved where you position the tabular stop. 

14. If your text does not move, position your cursor before 2011 and press the tab 
key from the keyboard. Notice that the word was aligned at the tab stop that 
you set. Do the same for the rest of the dates.  Your work should look like the 
example below. 

 

 

 

 

 

 

 

15. Click the tab selector until the symbol turns to the Center Tab. 

 

 

 

 

16. Position your cursor to the beginning of the word Education. Press the tab 
key. The phrase Education background was divided left and right from where 
the tab selector was placed. 

The last letter of the text is lined up 
where the Right tab is located. 

Right Tab 

Center Tab 
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17. Your work should look like the example below. 

 

18. Keep your work open for the next section. 

 

Removing Tab Selector 

Sometimes you may accidentally place a tab selector on the ruler. To remove such 
Tabs, fiollow thses steps: 

1. Position the mouse over the Center tab selector symbol on the horizontal ruler.  

2. Click and hold down the mouse button and drag the mouse button downward 
where your work is then release the mouse button. 

3. The tab selector is now removed. You will note that Educational Background 
has aligned itself to the left. 

4. Click the Undo button to reverse the changes you made above. 

5. Save your work as Tab Practice. 

 

 

 

 

1. Type the following text. 

TOP 10 REASONS WHY TREES ARE VALUABLE AND IMPORTANT 

Trees are important, valuable and necessary for our very existence. It’s not 
too hard to believe that, without trees we humans can not exist on this 
beautiful planet. 

TREES PRODUCE OXYGEN 

Activity 1: Apply tabs to document using paragraph dialogue 
box . 
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Let’s face it; we would not exist as we do if there were no trees. A mature leafy 
tree produces as much oxygen in a season as 10 people inhale a year. What 
many people don’t realise is forests also act as giant filters that clean the air 
we breathe, every second. 

TREES CLEAN THE SOIL 

The term phytoremediation is a fancy word for the absorption of dangerous 
chemical and other pollutants that have entered the soil. Trees can either 
store harmful pollutants or actually change the pollutant into less harmful 
forms. Trees filter sewage and farm chemicals, reduce the effects of animal 
wastes, clean roadside spills and clean water runoff into streams. 

TREES CONTROL NOISE POLLUTION 

Trees muffle urban noise almost as effectively as stone walls. Trees planted at 
selected points in a neighbourhood or around your house, can prevent major 
noises from freeways and airports. 

 

TREES SLOW STORM WATER RUNOFF 

Flash flooding can be dramatically reduced by a forest or by planting trees. 
One Colorado blue spruce, either planted or growing wild, can intercept more 
than 1000 gallons of water annually when fully grown. Underground water-
holding aquifers are recharged with this slowing down of water runoff. 

TREES ARE CARBON SINKS 

To produce its food, a tree absorbs and locks away carbon dioxide in the 
wood, roots and leaves. Carbon dioxide is a global warming suspect. A forest 
is a carbon storage area or a “sink” that can lock up as much carbon as it 
produces. This locking-up process “stores” carbon as wood and not as an 
available “greenhouse” gas. 

TREES CLEAN THE AIR 

Trees help cleanse the air by intercepting airborne particles, reducing heat, 
and absorbing such pollutants as carbon monoxide, sulphur dioxide and 
nitrogen dioxide. Trees remove this air pollution by lowering air temperature, 
through respirations, and by retaining particles. 

TREES SHADE AND COOL 

Shade resulting in cooling is what a tree is best known for. Shade from trees 
reduces the need for air conditioning in summer. In winter, trees break the 
force of winter winds, lowering heating costs. Studies have shown that parts of 
cities without cooling shade from trees can literally be “heat islands” with 
temperatures as much as 12 degrees Fahrenheit higher than surrounding 
areas. 

TREES ACT AS WINDBREAKS 
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During windy and cold seasons, trees located on the windward side act as 
windbreaks. A windbreak can lower home heating bills up to 30% and have a 
significant effect on reducing snow drifts. A reduction in wind can also reduce 
the drying effects on soil and vegetation behind the windbreak and help keep 
precious topsoil in place. 

TREES FIGHT SOIL EROSION 

Erosion control has always started with tree and grass planting projects. Tree 
roots bind the soil and their leaves break the force of wind and rain on soil. 
Trees fight soil erosion, conserve rainwater and reduce water runoff and 
sediment deposit after storms. 

TREES INCREASE PROPERTY VALUES 

Real estate values increases when trees beautify a property or 
neighbourhood. Trees can increase the property value of your home by 15% 
or more. 

2. Save your work as Tree. 

3. From the Ribbon, click View and Zoom. The Zoom dialogue box will appear. 

4. Click 200%. You can now see your text clearly. 

 

 

 

 

 

 

 

 

5. Position your cursor anywhere in your document.  

6. Press and hold down the Ctrl icon on your keyboard and press the letter A. 
This will highlight the entire paragraph. 

7. While the paragraphs remian highlighted, format your paragraph as follows: 

Font size:  6 pts 

Alignment: Center (Title to Paragraph 7, 9 & 10) 

Justified (Paragraph 8) 

Line Spacing: Single 
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Spacing:  0 (Before and After) 

Indention:  Use the table below to apply indentions. 

8. Select the paragraphs indicated in the table below and apply the indention 
indicated.   

Paragraphs Left Right 
Title 2.8” 2.8”  

Introduction 2.4”  2.4”  

Paragraph 1 (Header & Paragraph) 2.3”  2.3” 

Paragraph 2 (Header & Paragraph) 2”  2”  

Paragraph 3 (Header & Paragraph) 2”  2”  

Paragraph 4 (Paragraph only) .5”  1.5”  

Paragraph 5 (Paragraph only) 1.5”  5”  

Paragraph 6 (Paragraph only) 1”  1”  

Paragraph 7 (Paragraph only) 1.5”  1.5”  

Paragraph 8 (Paragraph only) 3”  3”  

Paragraph 9 (Header & Paragraph) 0  0  

Paragraph 10 (Header & Paragraph) 0  0  

9.  Write your Name on the document. 

10.  Click View and choose Zoom. 

11.  In the Percent option, click the down arrow until it becomes 60%. 

12. Can you see that your text looks like a shape of a tree? 

13.  Save your edited work as Word Tree.  

 

Using the Header, Footer And Pagination 

When creating a document with more that one page, it is best to add a header and/or 
footer. The title of document, author, time and page numbers are the most commonly 
used headers and footers. The content of the header and footer can be used 
interchangeably. Text located on top of the page are referred to as Header and 
information located at the bottom of the page is called a Footer. 

If your look at your document, you will notice that the white area in your ruler 
represents the area where you can type in your document. Headers and footers are 
located in the gray area of your document.  

Insert Header, Footer and Pagination 
Adding header andr/or footer to documents with multiple pages makes it easier to 
identify the type of document and page numbers. Headers and footers are located in  
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the margin’s area. Header is located in the top margin and Footer can be found in the 
bottom margin. Follow the steps on how to apply header and footer. 
1. Open your Word Tree document. Return your document view to 100% if need 

be.  

2. Click the Insert tab and locate the Header and Footer group in the ribbon. 

 

 

 

 

 

There are many available formats for Header and Footer. For this exercise we will 
make it simple. 

3. Click Header and choose Blank. Observe how Design tab was added 
containing Header and Footer formats. 

4. Observe how the Header appears in the margins area. Type your name inside 
the Type Text box. 

 

 

 

 

 

5. Scroll down to the bottom part of your document. Observe how the Footer is 
also displayed. 

6. Click your mouse in the Footer area to place the cursor inside. Type the name 
of the Document. You can also change the format of the text you place inside 
the Header or Footer. 

7. Insert a Right tab stop at the right side of your footer.  

8. Click Page number and choose, Current position > Plain number. 

 

 

 

9. Click Close Header and Footer or click anywhere in the documment area. 

4 

5 
9 
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10. Position your cursor to the last part of the paragraph. Press enter until you 

create a two page document. 

11. Observe how the header and footer you placed on the first page is also 
present in the the second page. Notice also that the page number 
automatically changes from page 1 to page 2. 

 

 

 

 

 

 

 

 

 

12. Save your work as Tree Header. 

Deleting Header, Footer and/or Pagination 
There are instances where we need to remove or replace the header and the footer 
placed in our document. Follow the steps on how to remove the header and/or footer. 
1. Double click the Footer of your document. 

2. Highlight the page number and press Delete.  

3. Insert the Page number again. Go the the Header section.  

4. Click the Pages Number and choose  Top of Page. 

5. Scroll down to display the other page options. Choose the Accent Bar 2. 

 

 

 

 

 

 

 

 

Scroll down to 
display all the page 
options. 
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Make the formatting the 
same in the entire sub-
topic. 

Note how the Header previously placed there was removed. 

6. Click anywhere outside of your footer or chose Close Header and Footer 
from the toolbar. 

 

 

 

 

1. Open Tree document you previously saved. 
2. Use the table below as guide to format your document. 

 
3. You may use the example below as a guide. 

 

 

 

 

 

 

 

 

 

 

 

4. Select the first sub-topic and apply font, font size, style, as given in the table.  

5. While the text is still highlighted double click the Format Painter in the Home 
ribbon. Double-clicking format painter will allow you to use the same format for 
all the sub-topics in your document. 

 Fonts Alignment Line and Paragraph 
Spacing 

Title Use your 
own style 

Centre 
alignment 

1.5pt Line Spacing 

Introduction  
Justified Sub-topic 

Paragraphs 

Activity 2: Insert Header,Footer and Pagination in a 
Document 
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6. Highlight the second sub-topic. Notice that the text changes its format like that 
of the first sub-topic.  

7. Repeat Step 6and apply to the rest of the sub-topics in your document 

 

Applying the Header and Footer 

1. Position your mouse pointer anywhere on the Top Margin and double-click 
your mouse. Notice that a broken line separates the body of your document 
from the Header area, allowing you to type the Header section. 

2. Your cursor will be present in the Header area. Type “Top 10 Reasons Why 
Trees Are Valuable and Important”.  

 

 

 

 

 

 

 

 

 

 

 

3. Close the Header by clicking your cursor anywhere in your text area. The 
broken lines separating the header from the text area is goneand the text area 
is ready and active. 

If you Scroll down to the next page, you will note that the text you typed appears in 
the header section of the next page. 

4. You may also click the View Menu tab and  select Two Pages to display both 
pages of the document in one window. 

Use this to go to 
the next page. 
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5. Click 100% to return to Normal view. 

6. Scroll down to Page 2 until you reach the end of that page. 

7. Double click on the margin at the bottom of your document. The Header and 
Footer toolbar will appear. 

 

 

 

 

 

8. Click Page Number and select Bottom of Page. 

9. Choose Plain Number 1. Note how the number 2 automatically appears on 
your footer. Page number are automatically placed in Page 1 even if you place 
your footer in Page 2. 

 

 

 

 

 

 

 

 

 

 

 

10. On the Header and Footer toolbar, click Close Header and Footer. 
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11. Print your work then save your work as Reasons Why Trees Are 

Importance.  

 

Thank you for completing this activity. Do the task again without opening your 
handbook. Compare your work with the output provided at the end of this lesson. 

 

SUMMARY 

You have come to the end of Lesson 12. In this lesson you have 
learned different other ways of setting the tabs, headers and 
indentions. You may also refer to Lesson 8 for other ways of 
setting up indentions. 

 

 

 

 

NOW DO PRACTICE  EXERCISE 12 ON THE NEXT PAGE 
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Practice  Exercise  12 

 

A. Write TRUE if the answer is True and FALSE if the answer is False. 

1.  Header and Footer can be found in the Insert option. __________ 

2.  Changing indentions using the Paragraph dialogue box is more accurate 
than using the tab stops. __________ 

3.  You have to close the Header before you could add your Footer. 
__________. 

4.  Indentions can only be adjusted from the left side of the margin. 
__________. 

5.  Page numbers can be placed only on the Footer. __________ 

6.  Double-clicking the Top margin allows you to add your Header. 
__________. 

7.  You can use special indents even if you already changed the left indents. 
__________. 

8.  Page numbers are automatically placed in sequence in your documents. 
__________. 

9. You can choose the Header and Footer style from the View option. 
__________ 

10.  Indentions with negative values moves the indentions to the margins. 
__________ 

 

B. Name icons 1-5 

 

 

 

1. _________________________  

2. _________________________ 

3. _________________________ 

4. _________________________ 

5. _________________________ 

      1           2               3            4             5   
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C. Apply indentions to the document. 

1. Open Steve Job Story 1 and add the following text. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Use the tabular stops to change the indentions of the paragraph. Be sure 
to use the ruler as guide when changing the indentions. 

3. You may also change indentions using the paragrah dialogue box. Use 
the table below to change your indentions. 

Paragraph 1 
Left:           0 inch 
Right:        0.5 inch 
Special:     0.5 inch (First line) 

Paragraph 3 
Left:          1 inch 
Right:        1 inch 

Paragraph 2 
Left:          0 inch 
Right:        0 inch 

Paragraph 4 
Left:         -0.5 inch 
Right:       -0.5 inch 

THE STORY OF DEATH 
 
Steve said that he asks himself daily: “If today were the last day of my 
life, would I want to do what I am about to do today?” Whenever the 
answer has been “No” for too many days in a row, Steve would act to 
change something. The thought that he would die soon helped him 
make big choices in his life. 
 
All external expectation, all pride, all fear of embarrassment or failure – 
these things just fall away in the face of death, leaving only what is 
truly important. Remembering that you are going to die is the best way 
to avoid the trap of thinking you have something to lose. You are 
already naked. There is no reason not to follow you heart,” he said. 
 
About a year ago, Steve was diagnosed with an incurable cancer of 
the pancreas and was told he would live no longer than three to six 
months. He has a biopsy, and it turned out that he had a very rare 
form of pancreatic cancer that is curable with surgery, which he had. 
Steve says: “No one wants to die. Even people who want to go to 
heaven don’t want to die to get there. And yet death is the destination 
we all share. No one has even escaped it… Death is Life’s change 
agent. It clears out the old to make way for the new. 
 
“Right now the new is you, but someday not too long from now, you 
will gradually become the old and be cleared away. Your time is 
limited, so don’t waste it living someone else’s life. Don’t let the noise 
of other’s opinions drown out your own inner voice. And most 
important, have the courage to follow your heart and intuition. They 
say somehow, you already know what you truly want to become.” 
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4. Click Insert from the ribbon and choose Header.  

5. Scroll down and click Titles. 

6. Click [Type the document title]. Notice that it is highlighted and 
selected. 

7. Type S and notice that entire word was replaced by that letter. Continue 
and type “teve Job Story” as your Header. 

8. Click [Year] and choose Today. 

 

 

 

 

 

 

 

9. Scroll down to the bottom of your document. Notice that the Footer is 
also active and ready for typing. 

10. You could start typing or you may choose a different Footer. Let’s choose 
a style for our footer. 

11. Click Footer from the Ribbon scroll to find Newsprint. 

12. Some text might immediately appear on you footer. Click and delete the 
text and replace with your own Name. 

13. Save your work as Steve Job Story 2. 

14. Print your work. 

 

 

 

 

 

 

Special:    1 inch (Hanging) Special:    1 inch (First line) 

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2. 
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Answer to Activity 1 

1. Your work should look like the example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Answer to Activity 2 

1. Your document will look different from the illustration given in the exercise. 

2. All the pages of your document will have the same Header. 

3. All the pages of your document will have Page Number as footer. 
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Answers to Practice Exercises in Topic 2 

 

Practice Exercise 7 

A.  

1. a      9. a 

2.  b      10. c 

3. c      11. b 

4. d      12. a 

5. b      13. b 

6. b      14. a 

7. c      15. a 

8. a 

B.  

1.  A document called REM sleep must be saved inside the Documents library. 

2. A copy of REM sleep document must be saved inside your flashdrive. 

3.  Your printed work should look like the example below.  
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C. Changing the font style and size of the fonts changes the appearance and 

give character to your document. It also adds physical appeal to your work. 

 

Practice Exercise 8 

A.  

 

        

1. Left tab  

2. Decimal tab 

3. Show/Hide 

4. Right tab 

5. Center tab 

6. First line indent 

7. Bar tab 

8. Hanging indent 

B. 

 

 

 

 

 

 

 

 

 

 

 

 

 

(1)        (2)        (3)       (4)      (5)      (6)       (7)      (8) 
  

1. First line indent 

4. Hanging Indent 

6. Right Indent 

2 & 3. Left & Right 
indent 

5. Negative 
Hanging Indent 

7. No indention 
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1. First line indent 

2. a. Left indent  b. Right indent 

3. Hanging indent 

4. Negative hanging indent 

5. Right indent 

6. No indents or zero (0) indent 

C. 

1. Your work should look like the example below.  

 

 

 

 

 

 

 

 

 

 

 

2. Observe how the indentions were placed to the paragraphs by looking at the 
placement of the tabular stops. 

 

 

 

 

 

 

 

 

Paragraph 1 

Paragraph 2 
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Practice Exercise 9 

A.  

 

 

1. Add space before paragraph 
2. Orientation 
3. Size 
4. Landscape 
5. Line and Paragraph Spacing 
6. Margins 
7. Portrait 

B. Enumeration:  
1. Different types of Line spacing 

a. Single 
b. 1.5 lines 
c. Double 
d. At least 
e. Exactly 
f. Multiple 

2. Types of Spacing  

g. Before 

h. After 

 

Paragraph 3 

Paragraph 4 

       1             2               3                4             5              6                7 
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C. Use the example here as guide when your creating your document.  

1. Indentions were used to create a uniform column for the date. 

2. Line and Paragraph spacing were used to create distance between 
rows of the week. 

3. Apply formats to your text. Change the font, font size and style. 

 

 

 

 

 

 

 

 

 

 

 

Practice Exercise 10 

A. Identify the keyboard shortcut used for the different alignment and the icons 
used for each alignment. 

1. Ctrl + J     5. D 

2. Ctrl + E     6. B 

3. Ctrl + L     7. A 

4. Ctrl + R     8. C 

B. 

1. Centre 

2. Left 

3. Right 

4. Centre 

5. Justified 
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6. Justified 

7. Left    

C. Your work should look like the example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Practice Exercise 11 

A.  

1. Explain the importance of changing Margins of your document. (5 pts) 

Changing margins improves the appearance of your document. Some 
documents require specific margins which is sometimes required by the 
teacher for different purpose.  

2. When will be the best time to use a Landscape over Portrait orientation. (5 pts) 

Portrait orientation is best used when writing documents that require written 
text. Landcape on the other hand is used for documents containg tables that 
require large space for display. 
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3. Does changing the Paper Size have any effect on the appearance of your 

document. Explain your answer. (5 pts) 

Yes. The size of the paper directly affects the appearance of text. The bigger 
the paper used, the more text it could contain. 

B. 

1. Observe how your document looks like after you completed your exercise. 
Make sure that your fonts will not go beyond the middle of your paper.  

2. Change font size if your text goes beyond the other half of your paper. 

3. Your work will not look exactly like the example here but you could use the 
example below as guide when creating your document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 1 

Page 2 
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Practice Exercise 12 

A.  

1.  TRUE       

2.  TRUE       

3.  FALSE      

4.  FALSE      

5.  FALSE      

6.  TRUE 

7. TRUE 

8. FALSE 

9. FALSE 

10. TRUE 

B. 

1. Header 

2. Zoom 

3. Page Number 

4. 100% / Zoom 100% 

5. Footer 
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C.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

End of Topic 2 
 

Now Do Exercise 2 in Assignment Book 2 Then Go to Topic 3. 
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TOPIC 3 

 

 

 

EDITING TEXT AND DESKTOP PUBLISHING 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

Lesson 13: Changing Font Style and Size 
Lesson 14: Cutting, Copying, Pasting and Deleting 

    Text 
Lesson 15: Using Spell Check and Thesaurus 
Lesson 16: Using Find and Replace Feature 
Lesson 17: Inserting and Sizing/Resizing Graphics 
Lesson 18: Inserting Columns and Tables 
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TOPIC 3: EDITING TEXT AND DESKTOP PUBLISHING 

In this topic you will learn about the different ways of applying formats to your 
documents. The Topic is designed to familiarise you with changing appearance of 
text and applying styles to paragraphs. 

In this topic, you will study about the following: 

Lesson 13  change the appearance of text by applying font style to text.  

Lesson 14  apply cutting, copying and pasting to text to simplify document editing. 

Lesson 15 perform spell check and thesaurus to detect and correct common 
mistakes in typing. 

Lesson 16  use find and replace to easily locate and change words in the 
document. 

Lesson 17  insert graphics to documents and change its physical appearance. 

Lesson 18  create and edit table in documents. 

By the end of Topic 3, you should be able to use word processing applications for 
specific tasks, design, produce and evaluate appropriate word processing solutions 
to a range of problems and use ethical practices when dealing with information and 
computer technology 
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Lesson 13: Changing Font Style and Size 

 

 

 

 

 

 

Font Style 

We have learned to change font type, font style and size to our text in Lesson 7. The 
illustration below shows the other Font features available on the menu. Move your 
mouse pointer to the option and read the description in the screen tip for each option. 

 

 

 

 

 

 

 

The following are additional font styles you can use to format your text: 

A. Grow font 

B. Shrink font 

C. Change case  

D. Clear formatting 

E. Strikethrough 

F. Subscript 

G. Superscript 

H. Text effect  

I. Text highlight colour  

 

A B C D 

F G H I E 

Welcome to Lesson 13 of Unit 2. In the previous lessons of this 
unit you have typed, saved and printed your documents. However 
you might find that it still needs more changes. Lesson 13 
teaches you how to apply font effects which will make your 
documents stand out and look better. 

Your Aims: 

 identify the steps to change font style and size 

 change font style and size appropriately 
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Text Effect 

Type the following text and let us put these effects to practical use! 

 

 

 

 

 

A. Grow and Shrink Font 
The size of the fonts can increase or reduce using the Grow and Shrink font 
option. The computer will automatically increase or decrease the font size with 
a specific set of pattern. To change, use Grow and Shrink font. 

1. Select the title of the document.  

2. Select Grow font until  your text reaches 48 points. 

 

3. The text is too big. Click Shrink font to reduce 
size to 28 points. 

 

B. Text Effect 
Sometimes, changing the font type and size of the text is not enough.  
There are additional formats available to improve the appearance of your test. 
To apply text effect to your text: 

1. Make sure that the title is still highlighted. 

2. Click the down arrow in the Text Effects. Choose any style to apply to 
your text.  

 

 

 

 

 

 

 

3. Keep your work open for the next part. 

 

Save H2O 
 

Water is one of the things we have that we always take for granted. Yet 
when we think about it we hardly take time to do anything to conserve 
these valuable resources. Using glass when brushing your teeth saves 
you hundreds almost K1,000 in a year. So next time you are using the 
faucet, close the tap and do your small share in saving the environment. 

Grow font     

Shrink font 
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C. Superscript And Subscript 
Mathematical equations and formulae require special type of text format. 
Subscript and superscript solve the problem of writing formula and equations.  

1. Highlight the number 2 from the symbol H20. 

2. Click Superscript and observe what it does to your number.  

3. H2O is the correct symbol for water so you have to use Subscript 

 

 

 

 

 

D. Clear Formatting 
After putting formats to your text, you might decide to change the formats you 
have used. Sometimes it is easier to just start at the beginning rather than 
undoing all the changes you have applied one at a time. Clear formats solve 
this problem. Do the following to clear the formats: 

1. Make sure that the title of your document is still selected. 

2. Click Clear Formatting. This will remove any format styles you have 
applied to your text including font styles. 

 

 

 

3. Click Undo button to return text to its original format. 

4. Keep your work open for the next section. 

E. Strikethrough 
Using underline styles to text emphasises the word. Some words require a 
different type of line. A currency is usually represented by a letter and a line 
going through it. Let us represent Kina as a currency.  

1. Highlight K of K1,000 and select Strikethrough.  

 

 

 

 

Clear format 

Strikethrough 
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2. This will turn K into currency symbol. 

 

 

3. Some formats need 2 lines across the text. This is possible using Double 
strikethrough. Click the Font dialogue box icon. The dialogue box 
appears. 

4. Select Double Strikethrough and choose OK. 

 

 

 

 

 

 

 

 

 

 

 

F. Text highlight colour 
You use a highlighter or pen to mark a part of a document that catches your 
attention. The text highlight colour uses the same principle but you use the 
computer instead of using a highlightener. Follow the steps on how to text 
highlight text with a chosen colour. 

1. Highlight the last sentence of the paragraph.  

2. Click the down arrow in the Text highlight colour and choose any colour 
that you like. 

 

 

 

3. Let us remove the highlight by clicking Clear formatting. The highlight 
still remains because it only works with font formats.  

Click  to display the 
Font dialogue box. 
 

Tick box to place a 
double line across text 
and click OK. 

Text highlight colour 
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4. Click the Undo button to return the text to its original format. 

5. Make sure that the text is still selected.   

6. Click the down arrow in the Text highlight colour and choose No colour 
to remove the highlight. 

7. Type your Name. 

8. Save your work as Save Water 

9. Now print your work.  

. 

   

 

1. Type the text in the box below. If you encounter any superscript in the 
paragraphs, just type the text as it is. You can edit your text later when you are 
ready to edit your work.  

 

 

 

 

 

 

 

 

 

2. Highlight the title.  

3. Click Text Effects and select any style you want. You can also change the font 
and size of the title according to your preference. 

4. Highlight all four paragraphs and change the font, font size, and style of the text 
according to your preference. You may refer to Lesson 7 on how to format fonts. 

5. Change the alignment of the title and the paragraphs. You may refer to Lesson 
10 on how to change alignment. 

6. Highlight “2” in the formula title and select “Superscript” to format it as a 
Superscript. 

Activity 1:  Change font style and size. 
 

E = mc2 
This equation has become an icon, or a trade mark for science. It seems to 
be viewed in the same light as a company logo like Nike. Almost everyone 
recognises the formula E = mc2. Some may know it having something to do 
with the famous scientist Albert Einstein, but have no idea what it actually 
means.  
E = mc2 is a mathematical formula that has something to do with mass and 
energy. It simply states that matter can be changed into energy.  

E [energy] equals m [mass] times c2 [c stands for the speed of light. c2 
means c times c, or the speed of light raised to the second power -- or c-
squared.] 

[Energy (in joules) = Mass (in kilograms) X the Speed of Light Squared (in 
meters squared per second squared) 
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7. Highlight the formula title. Click Text Highlight Colour and select any colour to 
emphasize the E=mc2 formula. 

8. Our formula does not look nice so let us clear our format using Clear 
formatting. This will remove any formatting styles you do not need. However 
this will erase only the format applied to your text and not the text highlight you 
have place.  

9. Click Undo to return it to the previous format. Make sure that the title is still 
selected. 

10. Click the Text Highlight Colour and choose No Colour. 

11. Type your Name 

12. Save your work as Theory of Relativity 

13. Print your work. 

 

Thank you for completing this activity. In this activity you have learned how to apply 
advance formatting to your text. Try to do the task again without opening your 
handbook. Compare your work with the output provided at the end of this lesson. 

 

Summary 

You have come to the end of Lesson 13. In this lesson, you have 
learned to apply different formatting styles and techniques to your 
documents to enhance their appearances. 

 

 

 

 

 

 

 

 

 

 

 

NOW DO PRACTICE  EXERCISE 13 ON THE NEXT PAGE 
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Practice  Exercise  13 

A. Write the letter of the icons you will use to best perform the given 
activity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

B. Enumeration 

Different types of Case (5 marks) 

1. _____________________________ 

2.  _____________________________ 

3.  _____________________________ 

4.  _____________________________ 

5.  _____________________________ 

 

C. Complete the following exercise without using your course book as 
guide. The exercise is quite simple and should be easy to follow. 

1. Type the following text as it is set. 

1. Clear the formatting styles of the text. 
2. Highlight parts of the text to make it look like it was 

marked with a highlighter pen. 
3. Use this to make your text appear in Superscript. 
4. Increase the font size. 
5. Put a line across the text. 

 

 

 

 

 

6.  Change the text colour.   

7. Adds visual effect to the text  

8. Use these to make your text appear in Subscript.  

9. Decrease the font size.  

10.   Change the case of your text to Upper or Lower case.  

     A      B       C         D     E     F       G        H           I            J 
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2. Increase or decrease the font size by typing the size directly in the font 
size window. This can also be achieved using the Grow and Shrink font 
icons 

3. Change the font and font style of the text without using the default font of 
MS Word. 

4. Change the alignment as needed.  

5. Use Indentions and Tabular stops for the Choices 

6. Emphasize the Problem, Choices and Answer by changing them to 
UPPERCASE using the Change Case icons.  

7. Use Superscript and Subscript as needed. 

8. Write your Name. 

9. Save your work as Problem Solving Skills 

10. Print your work. 

 

 

 

WORD PROBLEM 
 
Algebra word problems are very useful to solve real-life problems. 
When you take a real-world situation and translate it into math, you 
are actually 'expressing' it; hence the mathematical term 'expression'. 
Everything that is left of the equal sign is considered to be something 
you are expressing.  
 
Everything to the right of the equal sign (or inequality) is yet another 
expression. Simply stated, an expression is a combination of 
numbers, variables (letters) and operations. Expressions have 
numerical value. Equations are sometimes confused with 
expressions. To keep these two terms separate, simply ask yourself if 
you can answer with a true/false. If so, you have an equation, not an 
expression which would have numerical value. When simplifying 
equations, one often drops expressions such as 7-7 that equal 0. 
Problem: If you multiply the square of a number n by 6 and then 
added 3 to the product, the sum is equal to 57. One of the 
expressions equals 57, which one is it? 

Choices: a) (6n)2 3  b) (n 3)2  c) 6(n2 3) d) 6n2 3  

Answer:  d) 6n2 3 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  
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Answer to Activity 1 

1. Open documents library to make sure that your file is saved.  

2. Below are suggestions to improve your document. Your work will look different 
from the example given below.  

a. Apply text effect to the title. 

b. Use Superscript or Subscript to your formulae. 

c. Change the font, font size and style of your paragraphs. 

d. Change the alignments of your text. 

e. Change the line and paragraph spacing of your paragraphs. 
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Lesson 14:   Cutting, Copying, Pasting and Deleting Text 

 

 

 

 

 

 

 

 

Cut, Copy and Paste 

Text, files and other objects can be copied, cut and pasted to another document or 
directory. In this part of the lesson we will use cut, copy and paste to change the 
order and section of your document and move it within the same document and/or to 
another document. 

 

 

 

 

 

  

You need to familiarise yourself with the following tools: 

A. Cut - Allows you to physically move your selection (text, graphics and icons) 
from the original location and place it somewhere. 

B. Copy - This command allows you to create another copy of your selection and 
create a copy in another place. 

C. Paste – Paste the content of the the clipboard or the text you cut or copied. 

D. Clipboard – Temprorarily holds the text you cut or copied before it is pasted.  

 

 

 

Welcome to Lesson 14 of Unit 2. Lesson 13 taught you how to 
change font styles and size to enhance the appearance of your 
text. This lesson will introduce you the cut, copy, paste and delete 
text to edit the content of your document. 

Your Aims: 

 define cut, copy, paste and delete. 

 identify the steps on how to cut, copy, paste and 
delete text  

 use cut, copy, paste and delete to edit text. 

 identify the importance of cutting, copying, 
pasting & deleting text 
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A. Using the Cut command 
Follow the Steps on how to use Cut command. 
1. Type the following text  as it is set. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Evaporation is the first step to Water cycle. Select the fifth paragraph.  

 

 

 

 

3. In the Home ribbon click Cut icon. Your paragraph will be removed from 
your document to the clipboard. 

4. Move your mouse pointer and place it in front of the second paragraph 
until the mouse pointer changes to insertion point (I). 

5. Click on the left mouse button or the primary mouse button. The cursor 
will now appear in front of “C” of the second paragraph. 

 

 

 

 

The cursor will be 
inserted in front of the 
second paragraph. 

The Water Cycle 
 

Nature is always moving water through the air and land, so that the 
water we use is constantly recycled. The water cycle includes these 
steps: 
 
Collection or Percolation. Other water seeps down into the earth’s 
natural underground reservoirs called aquifers. 
 
Precipitation. Water falls from the clouds as rain, snow, sleet, or hail. 
Runoff. Some water stays on the earth’s surface and flows into rivers, 
lakes, reservoirs, etc. 
 
Condensation. The vapour cools and turns into tiny water droplets 
that attach to each other and form clouds.  
 
Evaporation. The sun heats water in rivers, lakes, and the ocean and 
turn it into vapour or steam, which then rises into the air. 
 
Then the cycle begins again, as water from the earth’s surface 
evaporates into the air. 

javascript:%20openWord('aquifier');
javascript:%20openWord('vapor');
javascript:%20openWord('evaporates');
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6. Click the Paste icon in the Home ribbon. Your paragraph will now be 
located at the second paragraph. 

 

 
 

 

7. Adjust the space between the second and third paragraph. Do this by 
positioning the cursor at the end of the second paragraph or in front of 
the third paragraph and pressing the Enter key. 

8. Your work should now look like the example below. 

 

 

 

 

 

9. Leave your work open for the next activities. 

Cutting and Pasting Using the Mouse 
Follow the steps below to cut and paste using the mouse.  

1. Highlight the fifth paragraph. While the text is still highlighted, move the 
mouse to any part of the selected text. 

2. Click the right mouse button or the secondary mouse button. A context 
menu will appear on your screen. 

3. Move the mouse and click Cut. Your paragraph is removed from your 
document to the clipboard. 

 

 

 

 

 

 

 

Short cut menu 
displaying the cut 
and paste icons. 
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4. Position your mouse pointer in front of the third paragraph. Click the 
primary or left mouse button when the mouse pointer changes to 
insertion point. 

5. Right click the mouse. The context menu will appear showing the three 
options to paste the text. You can use any of the three options given.  

 

 

 

6. The paragraph is now inserted. Adjust the paragraph spacing between 
the second and third paragraph. Your work should look like the example 
below. 

 

 

 

 

 

 

 

 

7. Leave your work open for the next exercise. 

Cutting and Pasting Using the Keyboard 
Follow the steps below to cut and paste using the keyboard.  

1. Locate the Ctrl key and the X key located on your keyboard. 
2. Select the fourth paragraph. 

3. Press the Ctrl key and do not release your finger from the keyboard until 
you have pressed the X key. Your paragraph will disappear if you did it 
correctly. Just try again until you successfully completed the task. 
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4. Position your cursor after the fourth paragraph. 

5. Press the Ctrl key and do not release your finger from the keyboard until 
you have pressed the V key. Your paragraph will be inserted to its new 
location. 

 

 

 

 

 

 

 

 

 

6. Write your Name on the document. 

7. Save your work as Water Cycle 

 

B. Copy  
The different steps you performed for Cutting and Pasting can also be used to 
Copy and Paste. But this time you will paste your copied text to another word 
document. 

1. Open the Water Cycle document you created in the previous exercise. 

2. Create a new document in MS Word. Use the steps you learned on 
creating new document in Lesson 1 of Topic 1. Notice that your task bar 
now contains two documents. 

 

 

 

 

 

 

 

Two opened document: the 
New document and the 
Water Cycle document. 
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3. Click the Water Cycle document to make it the active document. 

4. Highlight the title and click the Copy icon from Home ribbon. 

5. From the task bar, click Document 1 to make it the active document. 

6. Click the mouse in any part of the Document 1 and click Paste from the 
Home ribbon. 

7. Do not close the document you are using as you will use it in the next 
exercise. 

Copying and pasting using the mouse 

Follow the steps below to copy and paste using the mouse.  

1. Highlight Paragraphs 1 - 3 of the Water Cycle document. 
2. Right click mouse or the secondary mouse button. A context menu 

appears on your screen. 

3. Move the mouse and click Copy.  

 

 

 

 

 

4. Make Document 1 the active document and position the cursor on the 
next line after the title. 

5. Right click the mouse. The context menu will appear showing the three 
options to paste the text. Use the last option to paste your text.  

 

 

 

6. The paragraph is now pasted to your new document. Adjust the 
paragraph spacing between the second and third paragraph. Your work 
should look like the example below. 

Short cut menu 
displaying the copy 
and paste icons. 
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Copying and pasting using the keyboard 
Perform the steps below to copy and paste using the keyboard. 

1. Highlight the remaining paragraphs from the Water Cycle document. 
2. Press Ctrl + C from the keyboard. 

3. Make Document 1 the active cell and position the cursor after the last 
paragraph. 

4. Press Ctrl + V from the keyboard. The paragraphs are now inserted in 
the document. 

5. Save Document 1 as Water Cycle v2. 

6. Your work should look like the example below. 

 

 

 

 

 

 

 

 

 

 
7. Keep your work open for the next exercise. 
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Deleting Text 

Delete as the word suggests means to remove something from the document. Text, 
files and objects can be deleted using the Delete key from the keyboard. Be careful 
when using this command though as your your work ca be lost.  

1. Select the entire paragraph. 
2. Locate the Delete key from the keyboard. 

3. Press the Delete key and observe how all the text disappeared from your 
document. 

4. Click Undo button to bring back the deleted text.  

5. Close Water Cycle v2. Click no if the computer asks to save changes to your 
work. 

 

 

 

1. Type the following text. 

 

 

 

 

 

 

 

 

 

 

 

 

2. All the paragraphs are jumbled. Rearrange Page 2 paragraphs using cut and 
paste. Use any of the methods you have learned. 

3. Rearrange the paragraphs in sequence. Use the numbers as guide on how to 
arrange the sequence of the paragraphs.  

Activity 1:  Cut, copy, paste and delete text 
 

Ok now you must read over your story and make sure that there are no 
missed mistakes and everything is the way you like it.  
 
This is the step to writing your first draft. You put all your ideas that you 
had into paragraph form.  
 
Before you start your story you have to think about what you want to 
write. This is called Prewriting. Something you can do is to make a story 
web. That is when you think of ideas to make your story, like who is going 
to be in it, the setting, the plot, and the problem/solution and organize 
them graphically. 
 
After you have written your rough draft of your story it is time to edit your 
story. You give it to a friend or a parent and let them read it through. They 
need to check if your spelling, punctuation, grammar, and capitals are in 
the right place and if everything is ready for a final copy. 
 
Wow. It is already time for you to write your final copy. Take your rough 
draft and copy it on a computer or paper and then you are done! 
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4. Save your document as Writing Exercise. 

 

Thank you for completing this activity. In this activity you have learned how cut, copy 
and paste text in a variety of ways. If you are still unsure of the lesson, you can still 
go back and revise. Compare your work with the output provided at the end of this 
lesson. 

 

Summary 

You have come to the end of Lesson 14. In this lesson, you have 
learned to use cut command to move text to another document. You 
have learned to use copy to create another copy of the text. You have 
also learned to use paste together with cut and copy command. 

 

 NOW DO PRACTICE  EXERCISE 14 ON THE NEXT PAGE 

1 

2 

3 

4 

5 
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Practice  Exercise  14 

A. Identify which commands should be used to complete the task below. 

 

 

 

__________ 1.  Creates the same text without typing the text again. 

__________ 2.  Move your text in another part of the paragraph. 

__________ 3.  Permanently remove the text from the document. 

__________ 4.  Move your text in another document. 

__________ 5.  Create the same text in another document typing the text 
again. 

__________ 6. Command that is used together with Cut and Copy. 

 

B. Identify the icons used to perform the following task. 

__________ 1.  Cut 

__________ 2.  Copy 

__________ 3.  Paste 

 

C. Identify the keyboard shortcut (2 pts.) 

___________ +  _________1-2. Keyboard shortcut to Cut 

___________ +  _________3-4. Keyboard shortcut to Copy 

___________ +  _________5-6. Keyboard shortcut to Paste 

 

D. Perform the following.  

1. Type the text on the next page in a New Blank Document.  

   A            B             C          D 
 

 

CUT  COPY  PASTE DELETE 



GR 9 D&T–COMPUTING UNIT 2  179      TOPIC 3 LESSON 14  
 

 

 

 

 

 

 

 

 

2. Save your work as 5 Steps 

3. Open Writing Exercise document. This is the document you have 
previously done in Activity 1 of this lesson. 

4. Copy or Cut the paragraphs from Writing Exercise document and 
Paste it to the steps that correspond with each number. 

5. Apply formatting to your text. Change the font, font size and style.  

6. Change the alignment of the title and body of the text to improve its 
appearance. 

7. Use indentions to emphasize the steps. 

8. Write your Name in your document. 

9. Save your work as 5 Step Writing Process. 

 

 

 

 

 

 

 

 

 

 

 

The 5 Step Writing Process 

On this page you will learn about the 5 steps to writing a good 
story. It will show you how to pre-write, write, revise, proofread 
and publish. This will teach you how to write a better story. Now 
get on your horse and ride into the world of writing. 
  
Step 1: Prewriting 
Step 2: Writing 
Step 3: Edit 
Step 4: Proofreading 
Step 5: Publishing 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  



GR 9 D&T–COMPUTING UNIT 2  180      TOPIC 3 LESSON 14  
 

Answer to Activity 

Your work should look like the example below 
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Lesson 15: Using Spell Check and Thesaurus 

 

 

 

 

 

 

 

Spell Check 

One very useful tool in word processing is the Spell Check. This allows the user to 
check for any spelling error the writer made while working with the document. The 
Spell Check function in Word can help you find out quickly the spelling and grammar 
mistakes in your Word document. 

The words written below contain spelling mistakes. Type the following words.  

 

 

 

 

 

 

 

 

As you type, notice that a red wavy line or green wavy line appears on your text. The 
red wavy line means it is a spelling error and the green wavy line means it is a 
grammatical error. Disregard these lines while typing. You will learn to correct this 
errors in this lesson. 

Activating the Spell Check Setting  

If no lines appeared on your text, your Spell Check function may be disabled. You 
can enable the Spell Check function by using the following steps. 

1. Click the File Tab in the menu. 

2. Choose Options. The dialogue box appears. 

Welcome to Lesson 15 of Unit 2. In Lesson 14 you have 
practiced your skills in editing document. Lesson 15 is all about 
the special feature of MS Word to check the spelling and 
replace words in your document. 

Your Aims: 
 define spell check and thesaurus. 

 determine the use and importance of spell 
check and Thesaurus. 

 use spell check and thesaurus in improving 
the quality of a   document. 
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3. Select Proofing. 

4. Tick and/or untick boxes for correcting spelling and grammar. Use the 
illustration below as guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Remove the tick in the Exceptions boxes (if it is selected). 
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6. Click OK. Once the spell check is enabled, it suggests the correct spelling of 
the word you have typed earlier on. 

 

Using the Spell Check 

Follow the steps below on how to use the spell check feature of MS Word. 

1. Click the Review tab 
2. Locate the Proofing group 

3. Choose Spelling and Grammar 

 

 

 

 

4. The dialogue box will appear to check the first word with spelling error. If there 
is no spelling suggestion, the first word is not a word in the dictionary, so click 
Ignore Once. Clicking Ignore All will disregard the word if it sees it again 
during spell check. 

5. The Next word with spelling error will appear. The Suggestions window, 
gives possible correct spelling for the word.  

 

 

 

 

 

 

 



GR 9 D&T–COMPUTING UNIT 2  184      TOPIC 3 LESSON 15  
 

6. Choose the word Enunciate since it closely matches with Enounciate. 

7. Click Change. Select Change All to change the spelling if the same word will 
appear in your document again. Sometimes the spelling of the word depends 
on the country using it. The word Colour is not an acceptable spelling 
because PNG uses Colour as the correct spelling.  

 

 

 

 

 

 

 

 

8. Select the correct spelling then click Change, the next word will appear. 
Sometimes a word have can have many suggestions. You can scroll down to 
display all the words listed in the Suggestions window. 

 

 

 

 

 

 

 

 

 

9. Replace the misspelled word Enrgage with Enraged and click Change. 

10. Write your name on your document. 

11. Save your work as Spelling Error. 

12. Print your work. 
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1. Create your own Application Letter using the example below as a guide to 
write your letter.  

2. Supply the necessary information required, with your own personal 
information. 

3. Use Spell Check to correct any spelling mistakes in your document after you 
finished typing. 

4. Do not forget to save your work as Application Letter. 

Contact Information  
Name  
Address  
City, State, Zip Code  
Phone Number  
Email Address  

Date  

Employer Contact Information (if you have it) 
Name  
Title  
Company 
Address  
City, State, Zip Code  

Salutation 
Dear Mr./Ms. Last Name, (leave out if you don't have a contact)  

Body of Application Letter 
The body of your application letter lets the employer know what position you 
are applying for, why the employer should select you for an interview, and how 
you will follow-up.  

First Paragraph  
The first paragraph of your letter should include information on why you are 
writing. Mention the job you are applying for and where you found the job 
listing. Include the name of a mutual contact, if you have one.  

Middle Paragraph(s) 
The next section of your application letter should describe what you have to 
offer the employer. Mention specifically how your qualifications match the job 
you are applying for. Remember, you are interpreting your resume, not 
repeating it.

Activity 1: Using Spelling and Grammar Check 
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Final Paragraph  
Conclude your application letter by thanking the employer for considering you 
for the position. Include information on how you will follow-up.  

Complimentary Close 

Sincerely,  

Signature  

 

Thank you for completing this activity. If you are still unsure of the lesson, you can 
still go back and revise. Compare your work with the output provided at the end of 
this lesson. 

 

Thesaurus 

A thesaurus is a dictionary of synonyms or words and phrases that mean the same 
thing to a particular word or phrase. Microsoft Word come equipped with a thesaurus 
feature that enables you to look up both synonyms (words and phrases that has the 
same or similar meaning of a particular word or phrase) and antonyms (words and 
phrases that mean the opposite of a particular word or phrase). 

Using MS Words’ thesaurus feature can help you add more variety to your writing. It 
can suggest words and phrases that can be better understood.  

Looking For Words 

Here is how to use MS Words thesaurus feature: 

1. Open the Spelling Error document. 
2. Highlight the first word “gobbledegook” 

3. In the Review ribbon, click Thesaurus. The Research task pane will appear. 
The word does not exist. No result displayed in the window. 

 

 

 

 

 

 

 

 

Contains the word you are 
searching. 

The language where the 
word is looked up to. 

Where the result is 
displayed. 
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4. Highlight the second word “Supercalifragilistik” 

5. In the Review ribbon, click Thesaurus. The same result appears as the first 
word. 

 

 

 

 

 

6. Highlight the third word and repeat the same process.  

7. The words in bold (Highpoint and Summit) are the synonyms of the word 
“Pinnacle”. Other synonyms are also given for the same word. Notice that the 
antonym  is also displayed in bracket. 

 

 

 

 

 

 

 

 

 

 

8. Replace the selected word with the synonym or antonym of your choice.  

9. Point to the replacement word or phrase. A pop up menu appears. 

10. Click the down arrow to its right, and click Insert from the popup menu that 
appears. The selected word replaces the text on your document. 
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11. Repeat the steps for the remaining words. 

12. Write your Name. 

13. Save your work as Thesaurus Edited Work. 

14. Don’t forget to print. 

 

 

 

 

1. Open Save Water document. This is the document you have previously done 
in Lesson 13 of Unit 3. 

 

 

 

 

2. Using the Thesaurus, find the Synonym and Antonym of the words below. 
Make sure that the Synonym you choose has the same meaning as the 
original words. The Antonym words must be the exact opposite of the given 
word. 

 Synonym Antonym 

Taken for granted   

Activity 2: Using the Thesaurus 
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Conserve   

Valuable   

Resources   

 

Thank you for completing this activity. In this activity you have learned how cut, copy 
and paste text in a variety of ways. If you are still unsure of the lesson, you can still 
go back and revise. Compare your work with the output provided at the end of this 
lesson. 

 

Summary 

You have come to the end of Lesson 15. In this lesson, you have 
learned to check and lookup words using Microsoft Word Spell 
Check to correct the spelling in your document and Thesaurus to 
look up the synonym and/or antonym of words used in the 
document. 

 

 

 

 

NOW DO PRACTICE  EXERCISE 15 ON THE NEXT PAGE 
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Practice  Exercise  15 

A. True or False. Write True if the statement is correct and False if it is 
incorrect. 

 

 

 

 

 

 

 

 

 

B. Below are some commonly used words in writing. Using the MS Word 
Thesaurus, give one synonym and one antonym for each of the 
following: 

 Synonym Antonym 

1. Like   

2. Urge   

3. Love   

4. Enter   

5. Leave   

6. Opinion   

 

C. Use MS Word Spell check and MS Word Thesaurus to edit your 
Application Letter. 

1. Open the Application Letter that you have previously used in Lesson 15. 

2. Use the Spell check to check your  work. Do your corrections.  

1. Spell check is used to look up the other meaning of a 
word. 

2. Both synonyms and antonyms are used in the spell 
check. 

3. Only words found in the dictionary are checked by the 
spell check. 

4. Red wavy lines are displayed if there is a spelling error. 

5. The computer automatically checks the spelling as you 
type. 
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3. Read through the letter again. 

4. Identify five words which are commonly used when writing your 
document. 

5. Look up the words in the MS Word Thesaurus. 

6. Choose and replace the words with suggested words given in the 
Research task pane. 

7. Use text highlight colour to mark the words for easy identification. 

8. Save your work as Application Letter Edited. 

9. Print your work. 

 

 

 

 

Answer to Activity 1 

1. The example given is only an example of what an application letter looks like 

2. Try to create your own letter by writing your first draft and editing your work. 

3. You may write as many drafts as needed to polish your letter. 

4. Finally, use Spelling and Grammar to check the words and phrases you used 
in your letter. 

5. Do not forget to save your work. 

 

 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  
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Answer to Activity 2 

 

 

 Synonym Antonym 

Taken for granted   

Conserve   

Valuable   

Resources   
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Lesson 16:      Using “Find And Replace” Features 

 

 

 

 

 

 

 

 

Find 

Microsoft Words’ Find feature lets you search through lengthy documents for a 
particular word or phrase. You can choose to selectively or automatically replace the 
searched text with a different word or phrase.  

In this lesson, you will learn how to use the "Find" feature to quickly serach words or 
phrases in your document. 

1. Type the following text. 

 

 

 

 

 

 

 

 

 

2. Highlight the entire paragraph. 

3. In the Home ribbon find the Editing group.  

4. Click Find. The find navigation pane opens.  

 

Love is the greatest gift we could ever hope to give and receive. Love is the 
one thing that can overcome so many of the difficult times that we are 
faced with in life. Love is so powerful – it can turn frowns into smiles. It can 
help mend the broken heart. It can even turn all of the ugliness in the world 
into the most beautiful portrait we could ever have the pleasure to behold.  
Such a monumental task – of course…it could be. But only if we try to do it 
alone. Instead, if each of us, in our own small way contributed just a little, 
together – the task can become the reality we’re reaching for. 
As potent as what love can be, it can only work its magic if we choose to 
allow it too. For that to come to pass we must let go of the other emotions 
that can get in love’s way. How is that you may wonder?  
From: Friendship Connection.net 
 

3 

4 

Welcome to Lesson 16 of Unit 2. Lesson 15 allows us to correct 
the spelling mistakes and look up words using the thesaurus. 
This lesson is all about Find and Replace which allows you to 
search through a document and replace searched text with a 
different word or phrase. 

Your Aims: 
 define find and replace feature 

 determine the use and importance of find and 
replace feature 

 identify the steps on how to use the find and 
replace  

 use find and replace feature 
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5. In the Search Document box window, type Love.  

6. The list of sentences containing the word Love will be displayed in the 
Navigation pane. 

7. The words Love are highlighted in the document. 

 

 

 

 

 

 

 

 

 

Replace All 

Having located the word you are looking for the next step is to perform some actions 
on the text typed in your document. The Replace option will do this without typing 
your text again.  
 
Follow the steps on how to use the replace feature. 

1. In the Home ribbon find the Editing group.  
2. Select Replace. The find and replace dialogue box appears. 

 

 

 

 

 

3. Click the Replace tab. In the Replace with window type, “LOVE” (all  text are 
capital letters). 

4. Choose Replace, this will change the text one word at a time. 

 

 

5 

6 

7 

1 

2 
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5. Click Replace All to change all the text at the same time. 

 

 

 

 

 

 

6. A dialogue box will appear. All the word Love was now replaced with LOVE. 

7. Save your work as Love Connection. 

 

Replace One Word At A Time. 

1. Type the following text. Do not worry about the spelling as you type. You could 
do spell check after you finished typing. 

 

 

 

 

 

 

 

 

2. Do a spell check for the entire document. 

3. Highlight the entire paragraph. 

4. Press the Ctrl key from the keyboard and do not release your finger until you 
have pressed H from the keyboard. 

5. The Find and Replace dialogue box appears. 

6. Click the Find tab. 

7. In the Find what window type “online” 

Everybody likes going on online. Your friends, family and even your dog 
seemed to have a Facebook account. Imagine that! Going online seemed 
to be the norm these days. You are not IN if you don’t go online.  

There are advantages of course in going online. You do not have to wait 
for a long time to correspond with your family and friends. Information is 
just a click away when you go online. A twelve year old will give you more 
advantages but there certainly is a downside to going online.  

We seemed to lose the physical connection brought about by 
communicating with your friend and hearing their voice over the line. 
Children are spending more time online than they do with friends and 
doing physical activity.  

4 

3 

5 6 
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8. Click Reading Highlight and choose Highlight All. All the words “online” in 
the document will be highlighted. 

 

 

 

 

 

 

 

9. Click the Replace tab. 

10. In the Find what window, type “online” 

11. Type “internet” in the Replace with window.  

12. Click Replace. The first highlighted word will be replaced. 

 

 

 

 

 

 

 

 

 

13. Click Find Next and another “online” word will be displayed. This word 
seemed suitable to our paragraph so let us keep this word. 

14. Click Find Next again. 

15. In the Replace with window type “the internet”. 

16. Choose Replace. The word “online” is now changed to “the internet” 

10 

11 

12 

6 

7 
8 

Read through the text before you click Replace. Sometimes 
it is best to keep the existing word rather than changing all 
the words. 
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17. Click Find Next. Finish the rest of the document. As you go through it, you 
may change, keep or add the word you are replacing with another word. 

 

 

 

 

 

 

18. Write your Name after the last paragraph. 

19. Save your work as Internet. 

20. Do not forget to print.Your work will look like the example below. 

 

 

 

 

 

 

15 

16 17 
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1. Open the Essay Draft document your have previously saved. This is the 
reaction paper that you did in Lesson 3 - Practice Exercise 3 of this unit. 

2. Use Spelling and Grammar check to correct spelling and grammar in your 
document. 

3. Read through your essay again. List down words that you frequently used in 
your essay. 

4. Use the Thesaurus to find other meaning of the words you frequently used. 
Make sure to select the words that closely match the meaning of the words 
you are replacing. 

5. Use Find command to look up the words you want to change in your 
document. 

6. Replace the words you want to change using Replace command to replace 
text in the document. 

7. Use the table below to write the words you want to change and the word you 
will substitute it. Add more space to the table as needed. 

Frequently used words Substituted word 

  

  

  

  

8. Apply formats to your text, change the alignment and paragraph spacing in 
your document. 

9. Save your work as Find and Replace Exercise. 

10. Print your exercise. 

 

Thank you for completing this activity. If you are still unsure of the lesson, you can 
still go back and revise. Compare your work with the output provided at the end of 
this lesson. 

 

Activity 1:  Use the find and replace feature to change the 
text in your written document 
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Summary 

You have come to the end of Lesson 16. In this lesson, you have 
learned to look up words using Find and replacing words using 
Replace option in MS Word. 

 

 

 NOW DO PRACTICE  EXERCISE 16 ON THE NEXT PAGE 
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Practice  Exercise  16 

A. Write TRUE if the statement is correct and FALSE if the statement is 
incorrect in the space provide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Apply Find and Replace option to a document. 

1. Open your Application letter you have saved in Lesson 15.  

2. Read through it and check if there are any words that you keep on using 
within the document. 

3. Use the ribbon or the dialogue box to access Find and Replace feature. 

4. Use Find and Replace options to finalize and polish your application 
letter. 

5. You may go through previously saved documents and use Find and 
Replace. 

6. Do not forget to save the new version of your work with another filename 
to keep the original untouched. 

 

 

 

1. Find will locate any word in your flash drive. 
2. Replace will change word one at a time. 
3. Ctrl + H are the keyboard shortcut to open Find and 

Replace. 
4. You cannot change the word to its original form once 

you used Find and Replace. 
5. The Navigation pane shows all sentences containing 

the words you are looking for. 

 

 

 

 

 

6. Find and Replace will highlight all the words you 
searched in the document. 

 

7. You can replace words all at the same time.  

8. The word that you choose to replace text must not 
change while you are using Find and Replace. 

 

9. The navigation window and the Find what window 
performs a different function. 

 

10. Clicking Replace in the Editing group opens up the 
Find and Replace dialogue box. 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  



GR 9 D&T–COMPUTING UNIT 2          201      TOPIC 3 LESSON 16 
  

Answer to Activity 1 

1. Your work must be checked for spelling and grammar error. 

2. Use Find and Replace feature of MS Word to change text.  

Frequently used words Substituted word 

  

  

  

  

3. Use the skills you have learned from Lesson 13 to enhance the appearance of 
your text. 
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Lesson 17:       Inserting and Sizing/Resizing Graphics 

 

 

 

 

 

 

Graphic 

Graphics is term used to describe elements which are not text, such as drawings and 
pictures. A graphic object can be a simple drawing object consisting of shapes such 
as lines and boxes that can be created using the Drawing toolbar. A picture is an 
illustration created by combining lines, arcs, circles, and other shapes. It is often 
created using a graphic application such as Paint. Graphic can be used to enhance 
your document. 

A graphic can be added to a document by copying it to the clipboard and then 
pasting a copy of it into the document. You can also add a graphic by it into the 
document. Once a graphic file is inserted into a document, it is saved as part of the 
Word document. Follow the steps on how to insert graphics into a document. 

1. Open Internet document from Lesson 16. 

2. Click Insert tab and choose Clip Art. The Clip Art task pane will appear at the 
left side of your screen displaying all the graphics stored inside your computer. 

 

 

 

 

 

 

3. Click any graphics related to computers. If your computer does not have the 
graphics just choose any graphics available.  

 

 

 

Welcome to Lesson 17 of Unit 2. Lesson 16 taught us how to look 
for words and replace words using the Find and Replace option. 
This lesson is all about inserting, sizing and resizing graphics.  

Your Aims: 
 identify the steps on how to correctly insert 

and size/resize graphics 

 insert and size/resize graphics 

 identify the importance of inserting and 
sizing/resizing graphics 
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4. Your graphic is now inserted in your document.  

 

 

 

 

 

 

Resizing Graphic 

Changing the size of graphics is different from changing the size of a text in a 
document. Follow the steps below to resize your graphics. 

1. After youhave inserted the clip art and changed its default wrap text the notice 
that your graphic contains circles and squares all over your graphic. These are 
called handles. 

 

 

 

 

 

Your graphic inserted in the document. 

Handles 

Scroll down the task pane 
to display other graphics 
available for use. Your 
clipart might be different 
from what is shown here. 
Do not worry! Just use 
any graphic available in 
your computer just for the 
purpose of this exercise. 
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2. Move your mouse pointer across the square handle located at the sides of 
your graphic. Observe how your mouse pointer changes shape into a double 
arrow pointing in opposite directions.  

3. Click, hold and drag the mouse. This will resize your object depending on the 
direction where you drag your mouse. It may take some practice to get a hang 
of it. 

4. Your graphic changes size, however it is stretched unevenly. 

 

 

 

 

 

 

5. Click Undo to return the graphic to its original shape/size. 

6. Move your mouse pointer across the circle handle located at the corner of your 
graphic. Observe how your mouse pointer changes shape into a double arrow 
pointing in opposite directions. 

 

 

 

 

 

 

7. Your graphic changes size evenly without stretching the object. 

8. Make sure that Internet document is still open for the next exercise. 

 

Deleting Graphics 

Use the same techniques you have learned in Lesson 14 to delete graphics from 
your document. Follow the steps on how to delete graphics from your document. 

1. Click the object (graphic) to make sure that it is selected. Your object is 
selected if the handles are visible. 

2. Press the Delete key located on your keyboard. Your object is now deleted. 

The square handle will 
resize the object 
horizontally or vertically, 
however it will distort the 
appearance of the object. 

The circular handle will resize the 
object stretching the object evenly 
horizontally or vertically. 
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Moving and Rotating Object 

Your inserted graphic or object can be moved to any location in the document. It can 
also be rotated up to 360O.  

Follow the steps below on how to move and rotate your object: 

1. Make sure that the Internet document is still open. 
2. Click Undo to return your object in your document. 

3. Click the object to select it. Click, hold and drag the graphic. Release your 
mouse at the center of your text.  

4. Move your mouse pointer to the green circle at the center of your object. 
Observe how your mouse changes shape  

 

 

 

 

 

 

5. Click and hold the mouse. Rotate the object in any direction and release the 
mouse. 

6. Save changes to your work. 

 

 

 

 

1. Open the Love Connection document that you created in Lesson 16. 

2. Open Clip Art and look for any object that can represent Love. 

3. Insert the object anywhere in your document. 

4. Resize your object to make it not too big or too small. 

5. Rotate your object to about 45 degree. 

6. Drag your object to the center of your document. 

7. Save your work as Love Graphics into your flashdrive. 

 
Use handles to 
rotate object. 

Activity 1:  Insert, Move, resize and rotate object 
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Thank you for completing this activity. You can insert other objects to resize and 
rotate them in different position. Compare your work with the output provided at the 
end of this lesson. 

 

Summary 

You have come to the end of Lesson 17. In this lesson, you have 
learned how to insert, resize, move, rotate and delete graphics to your 
document. 

 

 

 NOW DO PRACTICE  EXERCISE 17 ON THE NEXT PAGE 
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Practice  Exercise  17 

A. Identify the term that best describes the given statement. 

 

 

 

 

 

 

 

 

B. In a few words explain how you will perform the following task. 

1. Insert a Clip Art object in a document 

__________________________________________________________

__________________________________________________________ 

2. Move the object to any part of the document. 

__________________________________________________________

__________________________________________________________ 

3. Change the size of the object/graphic. 

__________________________________________________________

__________________________________________________________ 

4. Rotate the object/graphic. 

__________________________________________________________

__________________________________________________________ 

 

 

 

 

1. Refers to objects or graphics stored in the computer. 

2. Allows you to manipulate the size of your object. 

3. Non-text element that is inserted to document. 

4. To move an object from 0 to 360 degrees angle. 

 

 

 

 

5. Keyboard command used to remove the object from the 

document. 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  
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Answer to Activity 1 

1. Use the illustration below to check your work. 

2. Take note of the following: 

a. Choose any graphics that you want. 

b. Your work may or will not look the same as the illustration below. 

c. Resize your object to  

d. Rotate the object in any able you like. 

3. Your work should look like the example given below. 
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Lesson 18:  Inserting Columns and Tables 

 

 

 

 

 

 

 

Table 

Tables are a very effective way of presenting information in your document. The table 
organizes information for a reader and reduces long words to be read in order to 
interpret data. It provides you with alternatives to using tabs and makes it easier to 
present paragraphs of text side by side in documents such as resumes or curriculum 
vitae and brochures.  

Inserting a Table 

A table displays information in rows which are horizontal and columns which are 
vertical. The intersection of a rows and columns creates a cell where you can enter 
data or texts. Follow the steps on how to insert a table in your documents.  

1. Open MS Word. 
2. In a blank document, click the Insert tab located in the ribbon. 

3. Choose Table. The Insert Table menu appears. 

 

 

 

 

 

 

 

 

 

Move your mouse across the 
table matrix located in the Insert 
Table. Observe how columns 
and rows are inserted in your 
document as you move your 
mouse across the table matrix. 

Welcome to Lesson 18 of Unit 2. Lesson 17 taught us how to 
insert and resize graphics. This lesson will teach us how to 
manipulate another form of object called Tables. Here, you will 
use the skills you learned from the previous lessons and apply it 
to manipulate tables and columns. 

Your Aims: 
 define the meaning and importance of  columns 

and tables 

 identify how to correctly insert columns and table. 

 insert column and tables 
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4. Drag the mouse pointer across and down the table matrix until it reads 3 x 6. 

5. Click the mouse and the table will be inserted in your document. Your work 
should look like the example on the next page. 

 

 

 

 

 

 

 

6. Move your mouse pointer over the lines in the table. Observe how your mouse 
pointer changes shape when you do this. 

7. Click, hold and drag the mouse. The direction where the arrow indicates the 
movement of the borders between cells. An arrow pointing left and right moves 
resizes the column and the arrow pointing up and down resizes the rows of 
your table. 

 

Entering Data 

Position the cursor within the cell where you want to enter the data and then type as 
you would in a document. Word will immediately move the text to the next line inside 
the cell if the width is not enough for the data to fit on one line. Follow the steps on 
how to enter data in your table. 

1. Position you cursor in the first cell of your table. 
2. Type ANNUAL SALES then press the Tab key. Your cursor moved to the 

second column of the same row. You may also move your cursor by clicking 
the mouse in the cell you want to use. 

3. Use the information below to fill your table. 

ANNUAL SALES   

 1994 1996 

PORT MORESBY 85960 95780 

LAE 53795 69679 

MADANG 64356 83590 

POPONDETA 22350 35783 
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Inserting Columns and Rows 

Follow the steps on how to insert columns and rows in your table. 

1. Position your cursor at the last cell of your table.  
 

 

 

 

2. Press the tab key once. A new row is inserted at the bottom of  your table. A 
new row is inserted in your table. Type the following text inside the new row. 

 

 

3. Position your cursor in any part of the second column. 

4. Right-click the mouse. A menu will appear on your screen. 

5. Click Insert. A sub menu will appear. 

6. Choose Insert Columns to the Right. A new column will be inserted between 
the two columns. 

 

 

 

 

 

 

 

7. Type the following information into your new column: 

 

 

 

 

 

TOTAL 226461 284832 

1995 

88567 

64905 

75693 

28650 

257815 
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8. Choose Insert Columns to the Left. A new column will be inserted  

9. Choose Insert Rows Above. A new row will be inserted between the two 
columns. 

10. Leave your work open for the next exercise. 

 

Delete Columns, Rows and Table 

Deleting Columns and Rows is different than deleting text and objects. Follow the 
steps below to perform the given task. 

1. Position the cursor in any part of the column you inserted. 
2. Right-click the mouse and choose Delete cells. A dialogue box will appear. 

 

 

 

 

 

3. Select the radio button option Delete entire column and click OK. The column 
will be deleted 

4. Place your cursor in the row you have inserted and right-click the mouse. 

5. When the Delete row dialogue box appears, choose Delete entire row and 
click OK. 

6. Move your mouse pointer to the handle located at the upper left hand corner of 
your table. 

7. Click the handle to select the entire table. 

 

 

 

 

 

 

 

8. Position the cursor over any part of the highlighted table.  
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9. Right-click the mouse and choose Delete table from the context menu. The 
table is now deleted. 

10.  Click Undo to bring back the table. 

11. You can format your table. Try changing the font, font style, size, colour of the 
text in your table.  

12. Change the alignment of your text within the table cells. Use the example 
below as guide. 

 

 

 

 

 

 

 

13. Save your work as Annual Sales. 

 

 

 

 

1. Create a table with 10 columns and 10 rows. 

2. Create an Addition table and fill in the details and the answers inside. 

3. Format your table. Apply the skills you have previoiusly learned from previous 
lessons. 

4. You can use Copy and Paste to fill up the columns. Just highlight and copy the 
numbers you want to type. Position the cursor and click Paste where you want 
to where you will paste your text. 

5. Save your work as Addition Table. 

 

Thank you for completing this activity. You have now inserted table and format text 
using the skills you learned in Lessons 7 and 10. Compare your work with the output 
provided at the end of this lesson. 

Activity 1: Insert Table in a Document 
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Summary 

You have come to the end of Lesson 18. In this lesson create table, 
enter data and format text inside your table. You have also learned 
another way of producing information apart from those you have 
learned in the previous lessons. 

 

 

 

 

 

 

 

 

 

NOW DO PRACTICE  EXERCISE 18 ON THE NEXT PAGE 
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Practice  Exercise  18 

A. Identify each diagram correctly. 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Write True if the statement is correct and False if the statement is 
incorrect in the space provided. 

 

 

 

 

 

 

 

 

 

 

 

1. The vertical part of the table is called a row. 

2. The table matrix helps you insert rows and columns you 
choose for your table. 

3. The cursor indicates where you can insert the text 
inside the cell of a table. 

4. Only one row can be inserted to an existing table 

 

 

 

 

5. A Row could only be inserted at the end of the table.  

6. Right clicking the table will display the table matrix.  

7. The intersection of columns and rows is called the table 
matrix. 

 

1 

2 

3 

4 

5 

6 

7 

8 
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C. Add the following additional information to your table. 

Open Annual Sales Edited document you did in this lesson 

1. Change the Orientation of your document to Landscape 

2. Insert two columns after the last year sales. 

3. Insert two rows before Total row.  

4. Choose any one of the option in the sub-menu. Click Undo if the rows or 
column are inserted in the wrong place. 

5. Save your work as New Annual Sales 

 

 

 

 

Answer to Activity 1 

1. A sample table is given below. Your work will look different than the example 
given. 

 

 

 

 

 

 

 

 

 

 

 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.  
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Answers to Practice Exercises in Topic 3 

 

Practice Exercise 13 

A.  

1.  H     6.  F 

2.  J     7. C 

3.  A     8. G 

4.  D     9. E 

5. B     10. I 

B. 

1.  Sentence case 

2.  Lowercase 

3. Uppercase 

4. Capitalize each word 

5. Toggle case 

C.  

1.  Your work may look different from the example below.  

2.  Your work will be checked based on the changes you made on the following 
criteria. 

 a.  Use of font, font size, font style 

 b.  Change the alignment of the paragraphs 

 c.  Use of Superscript or Subscript to your document. 

 e.  Use of Tabular stops to align the text. 

 f. Change case using without typing your text again. 
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Practice Exercise 14 

A.  

1. Copy      4. Cut 

2. Cut      5. Copy 

3. Cut      6. Paste 

B. 

1. C 

2. B 

3. A 

C. 

1. Ctrl      2. X 

3. Ctrl      4. C 

5. Ctrl      6. V 

 

 

Change the case to 
UPPERCASE, font 
type, style and 
alignment. 

Change the 
font type, 

style & 
alignment. 

 

Change font type, style & 
alignment. 
 

Change font 
type, style, 
superscript and 
use tab. 

Change font 
type, style & 
alignment. 
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D.  

1. Your paragraphs must be arranged exactly like theexample below. 

2. The formats you used will not look like the example below.  

3. Show us your own style. Use the example below only as guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Practice Exercise 15 

A. 

1. False      4. True 

2. False      5. True 

3. False 

B. 

Take note that your answer may be any of the following words and not all 
words in the thesaurus will be written below. Use the thesaurus to display 
other meaning of the words. 
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 Synonym Antonym 

Like Similar, comparable, alike Unlike, dislike 

Urge Need, wish, impulse, desire Disinclination, dissuade 

Love Affection, adoration, fancy Hatred 

Enter Arrive, go in, come in Exit 

Leave Vacation, depart, go Stay, remove 

Opinion Remark, mention, observation Omission, Neglect 

C. 

1. Use Spelling and Grammar to check the spelling in your document. 

2. Look up words using the Thesaurus. 

3. Change or replace words in your document. This will add validity to your 
document. 

4. Apply formatting styles. Change the font type, style, size and alignment as 
needed. 

5. Use tab to align text.  

 

Practice Exercise 16 

A. 

1. False      6. True 

2. True      7. True 

3. True      8. False 

4. False      9. False 

5. True      10. True 

B. 

1.  Use Find and Replace to look up words and change words according to use. 

2.  Words can be replaced one word at a time or all at once.  



GR 9 D&T–COMPUTING UNIT 2  221      TOPIC 3 ANSWERS 
  

3. It is wise not to replace all words at the same time. Read through your 
document and see if the words you are trying to change are appropriate for 
your statement. 

 

Practice Exercise 17 

A.  

1. Clip Art 

2. Handles 

3. Graphics 

4. Rotate 

5. Del or Delete 

B. 

1. Insert a Clip Art object in a document 

a. Click Insert and choose Clip Art. 

b. Type the word you are looking for in the Search window. 

c. Click to insert the object in your document. 

2. Move the object to any part of the document. 

a. Using the mouse, click and hold the object  

b. Move the mouse and release the mouse to position the object in its new 
location. 

3. Change the size of the object. 

a. Position mouse in any of the handles. 

b. Click, hold and drag the mouse when it changes shape to a two directional 
arrow. 

c. Release when you have achieved the desired size of your object. 

4. Rotate the object 

a. Position your mouse in the rotate handles. 

b. Click, hold and drag the mouse when it changes to a rotating symbol. 

c. Release when you have achieved the desired orientation of your object. 
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Practice Exercise 18 

A.  

1. Column     5. Insert column to right 

2. Insert column to left    6. Insert rows above 

3. Table      7. Table matrix 

4. Row      8.  Insert cells 

B. 

1. False      5. False 

2. True      6. False 

3. True      7. False 

4. False 

C.  Use the example as guide to check your work. 

1. Two new column must be inserted after the last year. 

2. Two new rows must be inserted after the last city. 

 

 

 

 

 

 

 

 

 

 

 

 

 

End of Topic 3 
 

Now Do Exercise 3 in Assignment Book 2 Then Go to Topic 4. 
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TOPIC 4 

 

 

EDITING TEXT AND DESKTOP PUBLISHING 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Lesson 19: Using Word Processor in Writing Short Stories  

or Poems 

Lesson 20: Using Word Processor in Typing Reports 

Lesson 21: Using Word Processor in Writing Letters 

Lesson 22: Using Word Processor in Creating a Resume 

Lesson 23: Using Word Processor in Creating a  
Formal Report 

Lesson 24: Using a Word Processor in Creating a Memo 
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TOPIC 4: USING WORD PROCESSOR IN THE REAL WORLD 

In this topic you will apply what you learned in Topics 1 to 3 to a document used in 
real life. It aims to give you confidence in creating and editing your own document. 

This topic has 6 lessons: 

Lesson 19  discusses the use of word processor to format a short story or poem. 

Lesson 20  explains the use of word processor to type or format a report. 

Lesson 21 explains the use of word processor to format letter. 

Lesson 22  discusses the use of word processor in creating and formatting a 
resume. 

Lesson 23  provides steps in word processing to insert and edit graphics to an 
existing document. 

Lesson 24  discusses the use of word processor to create and format a formal 
report. 

 

By the end of Topic 4, you should be able to use word processing applications for 
specific tasks, design, produce and evaluate appropriate word processing solutions 
to a range of problems and observe ethical practices when dealing with information 
and computer technology. 
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Lesson 19: Using Word Processor in Writing Short Stories or 
Poems 

 

 

 

 

 

 

 

What Is Word Processing? 

Word processing is the creation, editing, formatting, storing and printing of a text-
based document. Examples of word processing documents are letters, report, essay, 
and other text materials that you created in a computer.  

Before the invention of computers, people would type their documents using a 
normal typewriter. If you make a mistake you had to type everything again. Luckily 
white-out was invented to cover your mistake, and write over it to correct the mistake.  

If you wanted to create copies of the same document, you either type the letter again 
or use carbon copy to create copies of this document. These methods are all out 
dated. Thanks to the computer and the Word processor. With a word processor, you 
can: 

 create letters, fax, report, thesis or book. 

 create flyers and newsletter. 

 add clip art to a document 

 use columns 

 create tables and perform simple calculations 

 draw graphics 

 create indexes 

 create table of contents 

 create headers and footers 

 add or delete text. 

 move or copy text 

Welcome to Lesson 19 of Unit 4. In this lesson you will use word 
processor to write your short stories and poems. You will also 
apply different formatting skills you have learned from previous 
lesson to enhance the appearance of your text. 

Your Aims: 

 define Word processing/ Word processor 

 identify the benefits of using the word 
processor 
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 check and correct spelling and grammar 

Perhaps the greatest advantage of using word processor is that you can go back to 
your document to change and edit it.  

Steps in Using Word Processing Program 

There are many applications software on word processing that you can use for 
creating documents. But the most popular word processing application today is 
Microsoft Word. Below are the steps to create your word processing program. 

Step 1: Creating a document. It involves composing and encoding text using a 
word processing program. 

Step 2: Editing. To edit means making changes to your document to improve 
its content.  You could add and delete text, copy and move paragraphs 
to different parts of the document. 

Step 3: Formatting. It involves changing the appearance of your document to 
make it more attractive and to make it suitable for the documents 
purpose. This can be done from a simple changing of font type to 
inserting graphics to your documents. 

Step 4: Storing. It involves saving your text inside your computer or creating a 
copy of your document in a storage device such as flash drive. 

Step 5: Printing. It involves the production of the document on paper. 

 

 

 

 

Step 1: Encoding Text. Type the text exactly as it is set. Notice that the source is 
mentioned. It is important to cite the source of our story to acknowledge the 
author. 

 

 

 

 

 

 

 

 

My friend Joshua went hunting in the forest. At about 9pm he took his 
hunting spear gun and went looking for protein. 
He speared a bandicoot, and went to the other side of the forest looking 
for some more protein. 
He came to a little tree and saw a cuscus in it. He climbed the tree with 
the hunting gun in his arm. 
While he was climbing, the cuscus jumped to another tree, and Joshua 
also wanted to climb to this other tree. 
He threw his hunting gun down to the ground and the trigger moved. 
The rubber loosened and the spear went off and shot him in the leg. 
He felt the spear shot in his leg and fell down to the ground. 

Activity 1:   Format a short story 
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Step 2: Editing your document. Use spell checker to edit text. Refer to Lesson 15 
on how to perform this task. Observe that words with red wavy lines will be 
displayed. Do the correction depending on the spelling errors you made as 
you type. Some spelling errors have no correction. This is because some 
words do not exist in the computer dictionary. Choose Ignore if you 
encounter these words. 

 

 

 

 

 

 

 

 

 

Step 3: Formatting Text 

1. Format your document. Use the skills you learned in Lesson 7 and 13. 

2. Highlight the entire paragraph. 

3. Use the suggestion below to change the text format of your document. 
You may also use your own style to format your work. 

Font type: Batang 

This word does not 
exist in the computer 
dictionary. 

His uncle heard him shouting in the forest and went and rescued him 
and took him to Boram Hospital. 
He slept in the hospital for about a month and then they brought him 
home with crutches in his arms. 
I was sorry for my friend and I thought he would not go to school 
anymore. But after a month he was ok. He started walking without the 
crutches and went to school again. 
George Panna,  
Mammumbo Primary School,  
Wewak, ESP 
Source: Young Life in the National, June 20, 2012.  
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Font size: 12 pts. 

Font Style: Bold and Italic for the Name and Address of the author.  
You have to unselect the entire paragraph and highlight 
the name and address of the author to do this 

Font Colour: Apply colour to your text. Choose your own colour. 

4. Position your text at the beginning of the first paragraph and press Enter. 
This will move the paragraphs a few line spaces below. 

5. Click Text Effects and choose any style available there. 

6. Type the word ―Accidents Happen!‖.  

7. Highlight the title and click Grow Fonts to increase size of your text to 18 
pts. 

8. Combine the paragraphs. Use the example below as guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Highlight the entire paragraph and click the Paragraph dialogue box. 

10. Change the indention of the paragraphs. You learned how to do this in 
Lesson 8.  

11. In the Special Indention, choose First line and type 2 cm. 
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12. Make all the letters of the title capital. Highlight the title of the document 
and change case to Uppercase. You do not need to type the text again. 
You learned to do this in Lesson 10. 

13. Highlight all the paragraphs.  

14. Change the alignment to Justified. Refer to Lesson 10 to change 
paragraph alignment. 

15. Position the cursor on any part of the title and change to Centre 
alignment. 

16. Change to right alignment the name and address of the author. 

Step 4: Storing. Follow the steps on how to save your document. 

1. Save your document.  

2. Click File and Save As to save your work.  

3. Save your work as Accidents inside your documents library. 

4. Create a copy of your document inside your flash drive. Refer to Lesson 
3 to revise on how to save your document. 

Step 5: Printing 

1. Print your document.  

2. Your work should look like the example below. 
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1. Type the following text taken from the 1999 English National Exam. 

 

 

 

 

 

 

 

 

 

 

 

2. Use the steps on using word processing when editing the poem. 

3. Choose any formatting techniques from the given guidelines. 

4. You cannot use all of these in your document so put a tick across if you used it 
in your poem. 

 Change font type, style, and size. Apply colour, text effect 

 Change the alignment of paragraphs: left, centre, right and justified. 

 Apply indentions to your paragraph.  

 Change margins 

 Change page orientation 

 Set tabs, headers, footers and pagination 

 Cut, copy and paste 

 Insert and resize graphics (any graphics that describes your poem) 

 Insert columns and tables 

 Use spell checker 

 Use find and replace feature 

Activity 2:   Format a poem. 
 

Piano 
Softly, in the dusk, a woman is singing to me; 
Taking me back down the vista of years, till I see 
A child sitting under the piano, in the boom of the tingling strings 
And presenting the small, poised feed of a mother who smiles as she 
sings. 
In spite of myself, the insidious mastery of song 
Betrays me back, till the heart of me sweeps to belong 
To the old Sunday evenings at home, with winter outside 
And hymns in the cosy parlour, the tinkling piano our guide. 
So now it is vain for the singer to burst into clamour 
With the great black piano appassionato. The glamour 
Of childish days is upon me, my manhood is cast 
Down in the flood of remembrance, I weep like a child of the past. 
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 Save your work 

 Print your work. 

5. Do not forget to save. Use any filename you want. 

6. Print your work.  

 

Thank you for completing this activity. In this activity you have learned how to apply 
different font formats to a document containing a story and poem. Try to do the task 
again without opening your handbook. Compare your work with the output provided 
at the end of this lesson. 

 

Summary 

You have come to the end of Lesson 19. You have used word 
processing to format. In this lesson you are now using things that 
you have learned to an actual document like a short story or poem. 
Just remember ―Less is More‖ when it comes to editing your 
document. This means that if you try to use all of these features your 
document might end up looking messy. 

 

 

 

 

 

NOW DO PRACTICE EXERCISE 19 ON THE NEXT PAGE 
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Practice Exercise  19 

A. Write the steps you will perform to complete the task in your Word 
Processing document. 

 

 

 

1. To change the alignment to Centre     

_________________________________________________________

_________________________________________________________

_________________________________________________________ 

2. Change the font type to ―Arial‖ 

_________________________________________________________

_________________________________________________________

_________________________________________________________ 

3. Make the text colour red. 

_________________________________________________________

_________________________________________________________

_________________________________________________________ 

4. Make the font size bigger. 

_________________________________________________________

_________________________________________________________

_________________________________________________________ 

5. Place a line under the text. 

_________________________________________________________

_________________________________________________________

_________________________________________________________ 

  

 

 

 

FLEXIBLE OPEN AND DISTANCE EDUCATION 
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B. Edit an existing document.  

1. Open Accident document. 

2. Change the appearance of the Title of your document. Use the 
instruction below to edit your work. : 

Font type : Elephant 

Font size : 20 pts. 

Font style : Underline 

Font colour : Red 

Alignment : Right 

3. Change the appearance of the paragraphs of your document. Use the 
instruction below to edit your work.  
Font type : Century Gothic 

Font size : 18 pts. 

Font style : Italic 

Indention : Hanging, 2 cm 

4. Change the appearance of Name and Address of the author. Use the 
instruction below to edit your work.  
Font type : Century Gothic 

Font size : 15 pts. 

Font style : Bold 

Alignment : Centre 

 

 

 

 

 

 

 

 

 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 4.  
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Answer to Activity 1 

1. Your work should look like the example given below. 

 

 

 

 

 

 

 

 

 

 

 

 

Answer to Activity 2 

1. Your work may not look like the example below. 

 

 

 

 

 

 

 

 

 

 



GR 9 D&T-COMPUTING UNIT 2        235       TOPIC 4 LESSON 19 
 

2. The following formats were used in this document. These are samples only. 
You may use your own technique to format the poem. 

 Title Paragraph 1 Paragraph 2 Paragraph 3 

Font Arial (with 
text effect) 

NSimSun Century Gothic Freestyle 
script 

Font size 24 pts. 12 pts. 18 pts. 26 pts. 

Font style Bold, 
Underline 

 Italic Bold 

Alignment Left Left Right  Justified 

Margins Top, Bottom, Left & Right:     3 cm 

Orientation Portrait 

Change 
case 

Sentence 
case 

Uppercase Capitalize 
Each Word 

Lowercase 

 



GR 9 D&T-COMPUTING UNIT 2        236       TOPIC 4 LESSON 20 
 

Lesson 20:      Using Word Processor in Typing Reports 
 
 

 

 

 

 

 

 

 

Write Your Report 

As a student, you will be asked or may have already been asked to write a report on 
a particular topic. Using a word processing software makes it easier for you to write 
your report and save your work. You can also edit your work again before you finally 
print your work.  

Use the steps in using word processing program you have learned in Lesson 19 to 
edit your document.  

Step 1:  Create Your Report 

Type the following text. This is a sample of a book review of The Mission 
Song written by John Le Carre taken from New Age Woman magazine. 

 

 

 

 

 

 

 

 

 

 

 

 

The Mission Song 
(Buk Bilong Pikinini Children’s Library Book Review) 
―The Mission Song‖ New Age Woman Magazine, June 2012: 10 
 
Language and identity are very tightly knit. Multiple languages can 
give rise to multiple perspectives, multiple approaches or even 
multiple personalities. This is what we find in the protagonist Bruno 
Salvo.  
 
Working as an interpreter for the British secret service, Bruno, or 
rather Brian Sinclair; his alias for this job, is sent off to work for a 
mysterious client. At the last minute this linguist with a mixed 
background finds himself on a plane to a secret island in the North 
Sea. His task is to interpret for a conference of anonymous 
financiers and warlords set upon deciding the fate of his native 
Congo. Torn between his professional duties and his complex 
feelings for his country of birth, Bruno quickly comes to understand 
the full scope of the conference. He has influence as the interpreter 
but how will he choose to use it? In this conference, trust is difficult 
to come by and not everyone is who they seem to be. 
 

Welcome to Lesson 20 of Unit 2. In Lesson you learned to use 
word processor to format a story and a poem. In this lesson you 
will use word processor to write reports. You will also apply 
different formatting skills you have learned from previous lesson 
to enhance the appearance of your text. 

Your Aims: 

 type reports using word processor 

 identify benefits of using word processor in 
writing reports 

 identify importance of citing resources 
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Step 2:  Formatting 

1. Perform Spelling and Grammar check to your document.  

2. Cut the reference and move it at the bottom of the document. 

 

 

Perhaps one of the most commonly overlooked parts of a written 
report is the reference. These are the common things each 
reference has: the author, name of the book, publishing house and 
publication date. Plagiarism is a serious problem. Citing source of 
your information gives credit to the author.    

 

Step 3:  Formatting 

A. Formatting Fonts 
You have learned to change font type, style, and size in Lesson 13. You also 
learned how to change alignment in Lesson 10 and use Margins and Line 
Spacing in Lesson 9. Use the font formats below to edit your document. 
 

 

Le Carre, shows us the international political and business 
machinations at play in the democratic birth of countries with many 
tribes like the Congo. The novel has excellent pace and is full of 
twists that play on Bruno’s empathy and complicated loyalties. The 
characters here have real depth and sophistication and are brought 
to light with speed and clarity. The dialogue is rapid and maintains 
the tension of the thriller plot. The author knows all the right 
ingredients for engaging story-telling. 
 
Bruno’s identity becomes further blurred as his marriage fails and 
he encounters a Congolese nurse, Hannah, who listens to him and 
shows him the tenderness that is missing at home. Despite the 
severity of the situation at hand, and the complexities of the 
discussions in various East African languages, Bruno is  
constantly aware of the complications of his love life and his desire 
to explore what role Hannah should play in it. His conscience is 
often pricked by the reproachful way he knows Hannah would 
respond if she knew what he was  
doing. The reader is pushed to find out how Bruno, or rather Brian, 
will respond to the pressures of being linguist, spy, lover and 
patriot. He is certainly not a typical or easy hero but in a cynical 
world it is difficult to see who is. 
 
Le Carre has clearly put a lot of work into the historical and political 
research of this book which only adds to the integrity of the plot. It 
also makes the reader ask where else in the world is this 
happening. 
 

―The Mission Song‖ New Age Woman Magazine, June 2012: 10 
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Edit the Title 

Font  : OCR Extended   

Font size : 20 pts. 

Font style : Bold 

Alignment : Centre 

Edit the Paragraphs 

Font  : Book Antigua   

Font size : 12 pts. 

Font style : Regular 

Alignment : Justified 

Indention : 2.54 cm First line  

Edit the Reference 

Font  : Book Antigua   

Font size : 10 pts. 

Font style : Bold and Underline 

Alignment : Right 

B. Paragraph and Line Spacing 
Observe that there is a noticeable distance between the lines of the 
paragraphs of your documents. Let us remove this space. You can use 
Lesson 9 to revise on changing paragraph spacing. Follow the steps below on 
how to change Paragraph and Line Spacing. 

1. Highlight all the text in the document. 

2. Display the Paragraph dialogue box. 

 

 

 

 

 

 

 

Click to display the paragraph 
dialogue box. 
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3. In the Line spacing option, choose Single and click OK 

 

 

 

 

 

 

 

 

 

4. Highlight the title and sub-title. The space between does not look nice. 
Let us remove this space.  

5. Open the paragraph dialogue box and change to 0 pt. in the Spacing 
Before and After window. 

 

 

 

6. Your work should look like the example on the next page. However, the 
distance between the sub-title and the first paragraph was also removed.  

 

 

 

 

  

7. Highlight the sub-title and all the paragraphs. 

8. Open the paragraph dialogue box. Change the Spacing After to 6 pt. 

 

 

 

 

Click to display the 
available line space. 

Click the arrow up 
or down to change 
the spacing. 



GR 9 D&T-COMPUTING UNIT 2        240       TOPIC 4 LESSON 20 
 

C. Margins 
Margins are set to make your document stand on paper when your print it. You 
have learned to do this in Lesson 9. Review your previous lesson and change 
the margin of your document. Follow the steps on how to apply margins to 
your document. 
1. Click the Margins icon in the Page Layout ribbon. 

 

 

 

 

 

 

 

2. There are pre-set margins available. Choose Normal to automatically set 
your margins. 

Step 4: Storing  

1. Save your work as Book Review 

2. Save a copy of your work to your flash drive. 

Step 5: Printing 

1. Print your work. 

 

 

 

 

1. In a new blank document, type the following text. 

 

 

 

 

 

 

Activity 1:  Apply format to your report. 

 

To change margins in 
the Page Layout 
ribbon. 

Once bitten, twice shy 
The importance of preventing malaria in PNG 
In tropical environments like Papua New Guinea, diseases carried by 
mosquitoes are rife and for foreigners with little to no immunity, just one 
bite can turn into a life-threatening illness. 
We have responded to a number of fatalities and life threatening medical 
evacuations of foreign workers due to malaria and other vector-borne 
diseases.  
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Poor pre-travel advice, not taking anti-malarial medication, a lack of 
control programs on sites and inadequate diagnostic and treatment 
capabilities are contributing to these unwanted and avoidable events. 
The cost to companies of proper preparation for employees travelling to 
areas where malaria is endemic, compared to expensive medical 
evacuations, is minimal. Workers have as much responsibility in 
protecting themselves from being bitten by mosquitoes as companies 
do in reducing risk exposure and the company’s own liability. 
Malaria is more common in rural areas than in cities; this is in contrast 
to dengue fever, where urban areas present the greater risk. 
 
The planning for malaria control programs should begin during the 
feasibility stages of a project and be implemented during the site 
clearance and early mobilisation stages. The frequency of mosquito-
borne diseases risk increases during a construction project because 
modification of the environment frequently changes the habitat in which 
the vector breeds. Under new favourable environmental conditions the 
populations of the mosquito vectors could increase in size very quickly. 
The influx of people into a construction area such as a new mine site 
may also play a role as it places an increased burden on limited 
services. 
 
If companies want to make a real difference to the incidence of vector-
borne illness on their projects, compliance policies should be in place 
and enforced to ensure appropriate bite prevention behaviours are 
followed and preventive medicines are used appropriately. Despite best 
efforts in vector control, bites may still occur and so early diagnostic and 
treatment facilities must be available on site because timing is crucial to 
successful outcomes. Emergency malaria survival treatment kits may 
need to be available to employees where medical staff may not be 
present. 
 

Individuals need to be aware of how to protect themselves. While 
mosquitoes behave differently depending on where they are found, 
generic interventions such as covering up during bitting periods, using 
insecticide-treated bed nets and residual spraying of buildings can 
make a big difference to disease transmission. Expatriate staff should 
also understand which anti-malarial medication options are available 
and ensure they take prescribed medicines as instructed. 
 

Recognising the early symptoms and knowing how to seek treatment 
can be the difference between life and death for someone who has 
contracted malaria, dengue fever or another vector-borne illness. 
 

The early symptoms of malaria mimic illnesses and include headache, 
fever, muscular pain, chills and sweats.  
 
Other infectious diseases reduce worker productivity and need to be 
managed proactively through pre-employment screening, environmental 
management and early treatment programs. Amongst these is 
tuberculosis. Ensuring clean water and sanitation programs, proper pre-
employment screening of employees and extended public health 
activities around the work site can mitigate many risks successfully. 
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2. Do a Spelling and Grammar check.  

3. Format your report. Use your own style to change the following: Font type, 
style, size and colour.  

4. Use a different style for the title and subtitle. Make it stand out in your 
document. 

5. Use a different style for the information about the author. Use different format 
to make it different from the rest of the document. 

6. You may decrease or increase the spacing and line spacing between 
paragraphs. 

7. Set 2 cm hanging indents tab for the first line of each paragraph.  

8. Save your work as Malaria Report. 

9. Print your work. 

 

Thank you for completing this activity. In this activity you have learned how to apply 
different font formats to your text using the ribbon and dialogue box. Try to do the 
task again without opening your handbook. Compare your work with the output 
provided at the end of this lesson. 

 
 
 
You have come to the end of Lesson 20. In this lesson you are now 
using things that you have learned to an actual document. You have 
also revised on previous lesson such as setting your Margins and 
changing your Paragraph Ling Spacing. 

 

 NOW DO PRACTICE EXERCISE 20 ON THE NEXT PAGE. 

Our experience is that many cases of medical evacuation relate to pre-
existing conditions of expatriate staff. Many of these can be identified 
during pre-employment and pre-departure screening programs. 
Furthermore, proper preparation is a duty of care which is now an 
industry standard. 
 

About the author 
 
Dr. Dick Hooper is the regional medical director of medical services at 
International SOS, Australasia. He studied medicine at Cambridge 
University and has extensive experience in developing and managing 
complex health systems in multinational and multicultural environments 
across the governmental, NGO and oil sectors. 
 
Source: PNG Report, February 2012 
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Practice Exercise  20 

 
A. The word “Papua new guinea” was typed using a word processing 

program. Identify 5 changes done to Figure 1 to make it appear like 
Figure 2. 

 

 

 

 

 

 

 

 

 

 

1. _________________________________________________________ 

_________________________________________________________ 

2. _________________________________________________________ 

_________________________________________________________ 

3. _________________________________________________________ 

 ________________________________________________________ 

4. _________________________________________________________ 

 _________________________________________________________ 

5. _________________________________________________________ 

 _________________________________________________________ 

 
B. Apply changes to a document. 

1. Type the following text.  

 

 

 

 

Figure 1 

Figure 2 

Piping Hot Goodness 
On a cold night, he pulled out all the stops for us. 
 
Late one afternoon, I noticed a leak coming from our hot water 
system. I turned off the water and found the broken part. My partner 
and I took it to the local plumbing supplies shop, getting there just 
before it closed. 
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2. Save your work as Piping Hot Goodness. 

3. Use any 5 of the criteria below and apply it to your document. You may 
use more than 5 if you prefer it. 

 Identify specific format you used to your 
document 

Font type, style, and 
size, colour and text 
effect 

 

Paragraph alignment  

Paragraph indention.   

Margins  

Page orientation  

Tabs, headers, footers 
and pagination. 

 

Cut, copy and paste  

  

Insert and resize 
graphics 

 

Insert columns and 
tables 

 

We hadn’t been there before but the manager, John, was very 
helpful in finding the part for us. However, he did express some 
concern at the late hour, because if anything went wrong the shop 
would be closed. So he gave us his telephone number and said we 
could ring him if we had any problems with the parts. 
 

―No worries,‖ I said confidently. ―I’m sure we’ll be OK. But thanks 
anyway.‖ And I took his proffered card. 
 
Well sure enough, the part did not fit properly and we were faced 
with a cold night and early morning without any hot water. 
 
Feeling a bit embarrassed at my previous cockiness, I called John 
and explained the situation. ―No worries,‖ he said. (Now where had I 
heard that before?) ―I’ll meet you at the shop in five minutes.‖ 
 
He showed no hint of being put out and found the right parts for me, 
saying I could call in tomorrow to pay for them. 
 
John went above and beyond the call of duty for us. As far as he 
was concerned, his job was to show us the kindness he obviously 
shows to everyone he meets 
 
Source: Australia Reader’s Digest, January 2007 
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Use spell checker  

Use find and replace 
feature 

 

Save your work  

Print your work.  

 

4.  Your work may or may not look like the example given at the end of the 
topic. 

 

 

 

 

 

Answer to Activity 1 

 

1. Use the example on the next page as guide.  

2. Your work may look different from the example given. 

CHECK YOUR ANSWERS AT THE END OF TOPIC 4.  
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. 

  

Page 1 
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Page 2 
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Page 3 
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Lesson 21: Using Word Processor in Writing Letters 

 

 

 

 

 

 

 

The Components of a Written Letter 

There are different types of letters that you could write depending on the purpose. 
Some write letters to correspond, express their opinion, to look for a job, or for a 
number of different reasons. 

When writing a job application letter, your letter should contain particular details 
about you in your application letter. Each paragraph has a purpose and will contain 
specific information. The following are some of the needed information. 

A. Your name and address 
B. The date line 
C. The inside address and attention line, if you use one 
D. The salutation 
E. The opening 
F. The body of information 
G. The close 
 

Step 1:  Create a document.  
Type the following letter taken from Post Courier You Tok section on March 28, 2013. 
It is a written by K. Koya of Ialibu, SHP expressing his/her opinion about the poor 
condition of the roads in Port Moresby. 
 

 

 

 

 

 

Re: Poor City Road Give a Bad Impression 
 
Port Moresby, our capital, is not a city by all facets. In fact, it is a small town by 
international standards. 
 
It is a puny town that, in my view, should have been easily developed into a 
vibrant and modern capital city of PNG in less than ten years given there was 
focused and innovative planning, designing and development. PNG is a 
powerfully rich nation given its very rich natural resources base and therefore its 
capital city must be built to reflect and showcase what is worth.  

Welcome to Lesson 21 of Unit 2. In Lesson 20 you have learned 
to use word processing to format a written report. In this lesson 
you will use a word processor to write and format letters. You will 
also apply different formatting skills you have learned from 
previous lesson to enhance the appearance of your text. 

Your Aims: 
 generate letters using word processing 

 identify the importance of citing resources 
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Step 2: Editing document 
The letter you typed is incomplete. Let us pretend that you are the writer of the letter. 
Complete the letter by adding its missing features. Follow the steps on how to edit 
your document. 
1. Insert the following text at the beginning of the letter.  

 

 

 

 

 

The first and most fundamental infrastructure development priority that the city 
planners and authorities should focus on is the development of quality and 
compatible road network system. There is virtually nothing to showcase at 
present. 
 
Year after year, Port Moresby’s road conditions are amongst the worse in the 
world. It is sickening to see pothole after pothole in almost all sections of the 
city roads. 
 
Can the national government intervene and assist the NCDC address the road 
issue or simply do away with this quasi city government- the NCDC and give 
the function of city road management to the PNGDF Engineering Battalion? 
 
Where is the common sense or national pride? You can’t conduct business in 
Port Moresby when roads are a headache. 
 
And the government should stop inviting all foreign Heads of State and 
important dignitaries to Port Moresby and PNG when the ugly condition of the 
nation’s capital road and all other road in the country give a very negative and 
ugly message about the type of leadership culture in this country. 
 
If the roads in a small town like Port Moresby cannot be managed efficiently 
with the focus on quality, it speaks great volumes of a much deeper national 
problem. That is, we have a very serious leadership problem that will seriously 
haunt meaning development in PNG. This is a sad fact. 
 
When leaders dine and wine in a palace of complacency despite human and 
economic threats surrounding them and the nation, then one must know that 
the sense of responsibility and national development vision at the leadership 
level is as good as dead. 
 
The nation’s only hope is our Prime Minister. He has so far demonstrated 
decisive and exemplary leadership and I urge him to look into this particular 
issue. 
 
K. Koya 
Ialibu, SHP 
 

K. Koya 
P.O. Box  1234 
Southern Highlands Province 
Papua New Guinea 
28 March, 2013 
Letter to the Editor 
P.O. Box 85  
National Capital District Port Moresby 
RE: Poor city road give a bad impression 
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2. Your work should look like the example below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Save changes to your work.  

Step 3: Formatting document 
Use the table below to edit your document. You may also use the example at the 
next page as guide when editing your work. Follow the steps on how to format your 
document. 

 

Step 4: Storing  

1. Save your work as City Road 

 

Font 
Type 
Style 
Size 

 
Use default 
Use example as guide 
Use default 

Alignment  
Title 
Paragraph 
Date 

 
Centre 
Justified 
Right 

Setting Tabs  
Address of the Writer 
Address of the receiver 

 
10 cm 
None 

Indentions to your paragraphs  First line  
Line spacing 

Name and address of writer  
Name and address of receiver 
Paragraphs 
Name of writer and salutation 

 
Single, 0 pts. before and after 
Single, 0 pts. before and after 
Single, 0 pts. before and 6 pts. after 
Single, 0 pts. before and 6 pts. after 

Change margins Normal 
Use spell checker As needed 
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Step 5: Printing 

1. Print a copy of your work. Your work should look like the example at the next 
page. 
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1. Type the application letter as it is set. This letter was taken from the book Job 
Applications: The Winning Edge 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Save your work as Application letter draft 1. If you are Mr. Wright, would you 
consider hiring someone who wrote this type of letter? Edit your letter. Use the 
skills you learned in Lesson 14 to Cut and Paste your text and paragraphs. 
Use example below as guide.  

Activity 1:  Write a business letter. 

 

3 September 20-- 
Mr. Michael Wright     Philip Cross 
Manager      23 Kangaroo Street 
Beaut Motors      ROSEWOOD QLD 4340 
2 Dirranbandi Road      
IPSWICH QLD 4305 
Dear Mr Wright 
Assistant Mechanic. I am applying for the Assistant Mechanic position 
with Beaut Motors, advertised in the Western Contact on 2 September 
20--. I believe I have the necessary qualifications and experience to meet 
your requirements. As my resume shows, I have a Certificate in Motor 
Maintenance from Dunhill Technical College and I am currently 
completing a Diploma in Motor Mechanisms. I look forward to hearing 
from you regarding an interview. My afterhours telephone number is 10 
1234. At present, I am working as a mechanic for Daily Car Usage, 
specialising in Mitsubishi cars. I have a thorough knowledge of motor 
mechanics and desire to diversify into Executive cars. 
Yours sincerely, Philip Cross  
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3. Do not forget to use Spelling Check in your document.  

4. There are many styles you can use to write your letter. Use the table below as 
guide. Write the type of formats you used for document. You may use all or 
some of the suggested changes to your letter. 

Font (Type, Style, Size )  

Alignment (Title, Paragraph, Date)  

Setting Tabs  
Address of the Writer 
Address of the receiver 

 

Indentions of your paragraphs   

Line spacing 
Name and address of writer  
Name and address of receiver 
Paragraphs 
Name of writer and salutation 

 

Margins  

Use spell checker  
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5. Save your work and print. 

 

Thank you for completing this activity. In this activity you have learned how to apply 
different font format to your text using the ribbon and dialogue box. Try to do the task 
again without opening your handbook. Compare your work with the output provided 
at the end of this lesson. 

 

 

You have come to the end of Lesson 21. You have applied skills you 
learned from previous lesson to compose, edit, save and print   your 
letter.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOW DO PRACTICE EXERCISE 21 ON THE NEXT PAGE 
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Practice Exercise  21 

A. A sample letter is given below. Label the parts according to the different 
components of a letter. 
 Your name and address 

 The date line 

 The inside address and attention line 

 The salutation 

 The opening 

 The body of information 

 The close 
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B. Using a blank document, type the sample letter written above. Use your 
own style to: 

1. Apply formats to your text. 

2. Change alignment of paragraph. 

3. Use indentions (as needed). 

4. Save and print your work. 

 

 

 

 

Answer to Activity 1 

1. The letter below is just a sample of how your edited letter could look like. 

2. Your work may different from the example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHECK YOUR ANSWERS AT THE END OF TOPIC 4  
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Lesson 22: Using Word Processor in Creating a Resume 
 

 

 

 

 

 

 

 

 

Presenting Your Resume 

Your resume (also known as curriculum vitae) is a summary of your personal 
information, background, experiences, skills and qualification.  

The word Resume is usually used by people in the academic, management or 
technical fields and it is used by anybody looking for a job. 

Your resume is a document that will inform your potential employer of who you are 
therefore it should make a positive impact. It needs to be precise, clear and accurate. 
It contains main and optional sections. 

A. Main Sections: 
 Personal details 

 Educational background 

 Work history 

 Interests 

 Other information 

 Names of referees 

B. Optional Sections 
 Marital status 

 Number of children 

 Special skills 

 Memberships of groups, professional bodies and societies 

 

 

Welcome to Lesson 22 of Unit 2. In Lesson 21 you have learned 
to format a formal letter. In this lesson you will use a word 
processor to write your curriculum vitae. You will also apply 
different formatting skills and insert graphics to your CV to 
improve the appearance of your document. 
 

Your Aims: 

 create a resume using word processing 

 identify the benefits of using word processor in 
creating a resume 

 identify the importance of citing resources 
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Step 1: Creating a document 

1. Type the example of a resume on the next page taken from the book Job 
Applications: The Winning Edge.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name:  Mary Kink 
Address: 12 Lost Angeles Street HAWTHORN VIC 3122 
Date of Birth: 22 June 20— 
Telephone number: (03) 898 0101 
Educational Background 
Secondary Education 
Feb 20— Mount Evelyn College 
Dec 20— VCE (Victorian Certificate of Education) 
Subjects studied: 
English 
English Literature 
Mathematics A 
History 
Geography 
Biology 
Please note that, to date I am waiting results 
Work Experience 
Vacation and Temporary Employment 
1993 Australian Fashions – Sales 
Part-time employment 
Duties  
Assisting customers 
Replenishing customers 
Store liaison 
2009 – 2010 DB Promotions – Trainee Sales Promotion 
Vacation employment 
Duties 
Presentation of products to groups 
Customer contract 
Book keeping 
Extra-curricular activities 
Netball team member, Hawthorn Netballers 

Hobbies and Interests 
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Step 2: Editing your document 

1. Use the spell check to correct any typing mistakes you have made. 

Music 
Bowling 
Special Skills 
Language – Greek fluency 
Referees 
Professional and Academic 
Ms Leanne Smith 
Staff Supervisor 
Australia Fashions,  
200 Elizabeth Street 
MELBOURNE VIC 3000 
Telephone number: 650 5959 
Mr Danny Bugs 
Manager 
DB Promotions 
154 Collins Street 
MELBOURNE VIC 3000 
Telephone number: 333 4444 
Mr Mark Bundy 
Year 12 Co-ordinator 
Mount Evelyn College, Bell Duke 
100 Little John Street 
HAWTHORN VIC 3122 
Telephone number: 889 1111 
Personal: 
Rev Jim Jones 
Chief Minister 
Central United Church 
4 Madden Street 
HAWTHORN VIC 3122 
Telephone number:  888 9999 
MARY KINK 
November 20— 
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Step 3: Formatting Your Document 
A. Follow the steps below on how to change the Page Setup of your document. 

1. Apply the following page setup to your document. Change the margins 
of your document to Normal. You have learned to change margins in 
Lesson 9. 

2. Make sure that your paper size is A4. You can check this by clicking 
Size in the Page Layout ribbon and choosing A4. See the picture of 
setting paper size to A4 on the next page. 

 

 

 

 

 

 

 

 

 

B. Follow the steps below to change the Spacing and Line Spacing of your 
paragraphs. 

1. Press Ctrl + A in the keyboard to highlight the entire paragraph.  

2. Change the Line spacing to Single and 0 for the Spacing Before and 
After. If you have forgotten how to do this, go back to Lesson 9. 

3. Line spacing is now removed making the paragraphs close together. Use 
Enter from the keyboard to group the related information. Use the 
example on the next page to separate texts. 

 

 

 

 

 

 

 

 

Page layout tab 

Click to 
change paper 
size to A4. 
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C. Follow the steps below to change the Indention of your text. 

1. Change the indention of the text. If you have forgotten how to do this, go 
back to Lesson 8 of this unit. Use the example at the  
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D. Follow the steps below to change the Font type, size, and style of your text. 
Revise on Lesson 7 of this unit if you forgot to do this. 

1. Change the font type, style and size of your text. Use your own style or 
use the example below. 
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E. Follow the steps below to Change Case of your text. 

1. Change all the name of the referees to Upper Case. If you have forgotten 
to do this, go back to Lesson 10. 

Step 4: Storing  

1. Save your work as Mary Kink Resume 

Step 5: Printing 

1. Print your work. 
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1. Open Mary Kink Resume and save this document as My Resume Draft. 

2. Replace the information of Mary Kink with your own personal data. 

3. You may remove, replace or add any sections of the resume depending on 
your requirement. 

4. Change any formats you have applied to this document to your own personal 
style.  

5. Save your work. 

 

Inserting Graphics 

We have created and format your own resume. We can still improve this by inserting 
graphics to your resume.  

One thing that will make your resume stand out is by inserting your own photo in your 
resume. Before you could do this you must first have your photo taken using a digital 
camera or have your scanned photo saved in your computer. Follow the steps on 
how to insert graphics to your document. 

1. In the Insert ribbon, click Picture. This will automatically go to the Pictures 
library. This is the place where photos are usually stored in your computer. If 
your photo is not saved here, you need to locate it using the picture dialogue 
box. 

 

 

 

 

 

 

 

 

 

 

 

Activity 1:   Create your own resume 
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2. On the left side of your screen displays the different locations where your 
picture may be saved. Select the location of your picture. 

 

 

 

 

 

 

 

 

 

 

 

3. Choose the name of image file and click Insert. Notice that the photo inserted 
contains not just a single face. Let us separate your photo from the rest of the 
people there. 

4. Select your photo. The handles at the sides of your image will appear. Refer to 
Lesson 17 on using objects. 

 

 

 

 

 

 

 

 

 

 

 

 

Handles 

The CD drive or your 
flash drive may contain 
your photo. 

JPEG image means it is a 
photo file. 
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5. Upon clicking the object, observe how your ribbon changed the contents. The 
Picture tools ribbon will appear.  

6. Click the Crop icon located at the right side of the ribbon.  

 

 

 

 

 

Observe how the handle changed its appearance. 

 

 

 

 

 

 

 

 

7. Move your mouse pointer at the middle handle. Observe how the mouse 
changes shape. Click, hold and drag the mouse to remove any excess photo.  

 

 

 

 

 

 

 

 

 

 

Picture Tools dialogue box. 

Crop icon 

Crop handles 

This area will be cropped 
(removed) from the object. 
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8. Do the same thing for the next three sides until only your photo remains. 

9. Click anywhere outside. This will display your cropped image. 

10. Resize your object. Refer to Lesson 17 on how to resize graphics. 

11. Click hold and drag your object to the Page 1 of your document. Observe how 
your object does not move so easily. 

12. Position your mouse pointer in the graphics and right-click the mouse. The 
pop-up menu will appear. 

 

 

 

 

 

 

 

 

13. Choose Wrap Text and click Square. Now try moving your object.  

14. You have learned to cut and paste text. This time, we will use it in our object. 
Right click the object and choose Cut. 

15. Position your cursor where your name is. Right click the mouse and choose 
Paste 
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16. Click, hold and drag the mouse to move your object at the right side of your 
screen. Then release the mouse button. 

17. Resize the object as needed. You have learned to do this in Lesson 17. 

18. If your picture does not need to be cropped, just follow steps 1-3 

 

 

 

  

1. Make sure that My Resume Draft is open. 

2. In the Insert ribbon, choose Footer. The different styles of footer will appear. 

 

Activity 2:   Inserting Headers, Footers and Pagination 
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3. Scroll down and choose Alphabet. The footer will be inserted in your 
document. 

 

 

 

 

 

4. In the [Type text] area, type Mary Kirk. 

 

 

 

 

 

5. Scroll down to the second page of your document. Notice that your second 
page now contains the same name and Page 2.  

 

 

 

 

 

 

6. Save your work as My Resume Final 

7. Print your work. 

 

 

Scroll down and 
choose Alphabet. 
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Thank you for completing this activity. In this activity you have learned how to apply 
different font formats to your text using the ribbon and dialogue box. Try to do the 
task again without opening your handbook. Compare your work with the output 
provided at the end of this lesson. 

 

Summary 

 
You have reached the end of Lesson 22. In this lesson you have 
successfully applied some of the skills you have learned from 
previous lesson. You have also learned how to insert object and crop 

the image to make it suitable for your document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOW DO PRACTICE EXERCISE 22 ON THE NEXT PAGE 
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Practice Exercise  22 

A. Identify the parts of the resume. 
1. Label the parts of the given resume 
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CHECK YOUR ANSWERS AT THE END OF TOPIC 4.  
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Answer to Activity 1 

 
Your work should look different from Mary Kink Resume. Changes to the formats 
should be easily recognized as well as the changes in the content of the information 
of written resume. 
 
 
 
Answer to Activity 2 
 

 
1. The Page 1 and Page 2 of your document are presented in the succeeding 

pages. 
2. Notice the footnote located at the bottom of your document.  

3. The footnote should contain the name of the writer of the resume and the 
page numbers of the document. 
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Lesson 23: Using Word Processor in Creating a Formal Report 

 

 

 

 

 

 

 

Report 

A report is a factual document that conveys information about a particular subject. It 
usually begins with a definition, followed by an ordered number of points. A report 
uses the present tense and sometimes uses technical language. The topic is referred 
to frequently in the course of the report. It is sometimes referred to as information 
reports because they provide information on a particular subject. 

Steps in Writing a Formal Report 

In the course of your study, you will be asked to write reports based on researches in 
the subjects you are taking. Creating and writing it in an electronic format is what you 
will learn in this lesson. Some guidelines will be given to help you write your report. 
Follow the steps on how to write a report.  

1. Narrow your topic. To begin writing your research paper, first think of a topic 
that you can explore thoroughly. The topic should not be too broad, that you 
cannot cover it by writing only generalities. It should not be so narrow that you 
cannot find adequate resources. If the topic is too narrow, first pick a general 
topic that interests you. Then select a sub-topic that will go under the general 
topic. Look at the illustration below to understand what we have discussed. 
 

 

 

 

 

 

 

 

General Topic 

Sub-Topic Sub-Topic 

Limited Topic Limited Topic Limited Topic Limited Topic 

Welcome to Lesson 23. In Lesson 22 you have typed and format 
your own resume. In this lesson you will use a word processor to 
write a formal report. You will also apply different formatting skills 
you have learned from previous lesson to enhance the 
appearance of your text. 

Your Aims: 

 create a formal report using word processing 

 identify the benefits of using the word 
processor in creating a formal report 

 identify the importance of citing resources 
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2. Survey your topic and formulate your controlling idea. Do some pre-reading to 
survey your library resources to determine whether you will be able to find 
adequate resources. 

3. Evaluate your topic. 

4. Take note of your resources. 

5. Evaluate your sources. Be aware of the kinds of sources you are using. 
Ideally, your sources should have a combination of primary sources (or 
firsthand information) and secondary sources (books, encyclopaedias, 
magazine article). 

6. Create an outline of your research paper. 

7. Write your first draft. 

8. Evaluate and Revise your draft.  

9. Re-write and create your report paper. Your paper may go through a series of 
changes before you can create your final paper. 

Step 1: Write your document 
You can use the Steps in Writing a Formal Report to write your own document. But 
for the purpose of our exercise, a sample report is given to start our exercise. 
1. Type the text. Do not worry about the spelling and format of the document. 

You can do that later. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Colour Psychology Paper 
 
Research Question: 
How does colour affects one’s mood? 
 
Review of Literature 
Colours may just seem simple and unimportant, but they affect our daily 
lives more than we may know. If someone is feeling angry, it could just be 
because they’re angry or it could be perhaps that they are surrounded by 
or looking at the colour red. That’s right! People’s moods can change just 
because they are looking at different colours! There are many theories on 
how just a simple colour can change one’s whole mood. 
 
According to Johnson (2007), colour does affect mood by producing 
certain chemicals and stimulating different feelings such as hunger. For 
example, blue can make one feel calm just because it releases calming 
chemicals, and red can make one hungry because it is an appetite 
stimulant. Yellow can make one feel irritated, and it is a fact that people 
lose their temper most in yellow rooms. However, pink is tranquilizing and 
can make one feel weak. In conclusion, Johnson says that depending on 
the colour, one’s body can do things (like producing chemicals) that cause 
a certain emotional reaction (mad, sad, etc.) 
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Insert table  
Notice that the information in the survey report is unorganized. Using a table makes 
the report to be easily understood. Follow the steps below on how to insert a table to 
a document. 
1. In the Insert ribbon, click Table.  

Analysis: 
 
There are three ideas about colour psychology in these sources, and they 
all say that colour affects one’s mood. They differ based on what factors 
influence the effects of colour, such as culture, opinion and what goes on 
inside one’s body. One of the three ideas is that colour affects moods based 
on one’s personal opinion. 
 

Methodology: 
 
In order to test ideas about how colour affects one’s mood (colour 
psychology), this researcher will test sixty  middle school students (30 boys 
and 30 girls) on how  the colours green, blue, black, yellow, red, pink, and 
brown make them feel. The students will mark the feeling that each colour 
makes them feel, according to the choices shown on the example survey 
below. 
 
Example Survey: 
 
(The only thing that changes in each different survey is the colour being 
tested and the gender of the students responding): 
 

Mad/Angry? 
Sad/Depressed/Cold? 
Secure/Safe 
Irritated/Annoyed? 
Calm? 
Relaxed? 
Fun/Exited? 
Happy/Cheery? 
Tired/Sleepy/Drowsy? 
Bored? 
Losing Energy/Weak? 
Neutral/Balanced? 
Love/Affection? 
Dislike/Hate? 
 
Survey results: 
 
Most female middle school students associated these feelings with these 
colours… 
 
Source: readwritethink.org  
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2. From the table grid, highlight and choose 7 x 2. 

 

 

 

 

 

 

The rows and columns will be inserted in your document. 

 

 

 

 

 

3. Type the following information inside your table 

 

 

 

 

4. At the next line under your table, type the following text.  
 
 

 

5. Move your mouse pointer to the upper left side of your table and click the 
symbol that appears. This will select the entire table 
 
 
 
 
 
 
 
 

6. Copy the table using the skills that you have learned in Unit 2 Lesson 14 of 
Grade 9 Design and Technology – Computing lesson. 

Click to select the 
entire table. 
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7. Paste your table after the text you just typed. Your work should look like the 
example on the next page. 

 

 

 

 

 

 

 

 

8. Change the text written inside the second table. Use the illustration below to 
fill up your table. 

 

 

 

 

9. Continue typing the rest of the document.  

 

 

 

 

 

 

 

 

Conclusion: 
Colour does affect one’s mood, but it can affect boys and girls differently. 
For example, while most female middle school students found green 
neutral and balancing, most middle school students found it secure and 
safe. However, there are also some similarities between the female and 
male middle school students. For example, most female middle school 
students thought that brown made them feel bored, and so did the male 
middle school students! Also, both found that pink made them feel love and 
affection. However, some results in this study were different from the 
research cited. For example, the research stated that brown would make 
boys and girls feel secure and safe, but instead it made them feel bored.  
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10. As you type your references, the Internet address of your reference will 
automatically change to blue and will be underlined. This is normal. Just 
continue typing. 
 

 

 

 

 

 

 

 

 

 

 
Step 2: Editing 
1. Use Find and Replace to change spelling of the word ―colour‖ to ―colour‖. If 

you forgot how to do this go back to Lesson 16. 
2. Use spell check to correct spelling error.  

Step 3: Format the document 
1. Change the Margins of the document  

Top and Bottom : 2.5 cm 

Left and Right : 2    cm 

2. Format font to your own style. You might have to change the font size for the 
table to make it fit in your document. 

3. Change the alignment as needed 

4. Apply indention to paragraphs. Use your own style to indent. 

5. Use Double space for line spacing for the paragraphs, except the table and 
reference 

6. Click the Header icon located in the Insert ribbon. 

  

References: 
 
Airey, D. (2006). How does colour psychology work? Retrieved October 19, 
2007, from http://www.davidairey.com/how-does-color-psychology-work? 
 
Eric, John & Paraag. (2007) Colour psychology. Retrieved October 19, 
2007, from 
http://www.library.thinkquest.org/27066/psychology/nlcolorpsych.html 
Johnson, D. (2007). Colour psychology. 2000-2007 Pearson Education, 
publishing as Infoplease. Retrieved October 19, 2007, from 
http://infoplease.com/spot/colors1.html 
 
Smith, K. (2007). Colour: Meaning, symbolism,  & psychology. Retrieved 
October 19, 2007, from http://squidoo.com/colorexpert/ 
 

Wollard, K. (2000). Orange you glad you’re not blue? Retrieved October 19, 
2007, from http://wf2la6.webfeat.org 
 

Furthermore, the research said that yellow would make boys and girls feel 
irritated, but most boys and girls reported that it made them feel happy and 
cheery. Overall, most of the results were different from the research 
sources consulted. In any case, it is obvious that colours have a great 
effect on one’s mood. 

http://www.davidairey.com/how-does-color-psychology-work
http://www.library.thinkquest.org/27066/psychology/nlcolorpsych.html
http://infoplease.com/spot/colors1.html
http://squidoo.com/colorexpert/
http://wf2la6.webfeat.org/


GR 9 D&T-COMPUTING UNIT 2        285       TOPIC 4 LESSON 23 
 

 

 

 

 

7. In the Header area type ―Colour Psychology Paper‖. 

8. Tick the Different First Page in the Header and Footer tools. The word Colour 
Psychology will disappear from the header. 

 
 
 
 
 
 
 
 

9. Scroll down to the second page. The header should be there. 

 

 

 
 
 
 
 
 

10. Scroll down to the Footer area and click the Page Number. 

11. Choose Bottom of Page and from the sub-menu choose Plain Number 2 

 
 
 
 
 
 
 
 
 

 

12. The number will be displayed on your document.  

13. Click anywhere outside the header and footer to return to normal view. 

Step 4: Storing 
1. Save your work as Colour Psychology 



GR 9 D&T-COMPUTING UNIT 2        286       TOPIC 4 LESSON 23 
 

Step 5: Printing 
1. Print all pages of your document. Your work should look like the example at 

the succeeding pages. 
 

 

 

 

1. Make sure that Colour Psychology document is still open. 
 

2. Take note of the following formats on Page 1 
a. Text effects were used for the title of the formal paper. 
b. Sub-topics were in Bold font style. 
c. The first line of the paragraph is indented. 
d. Double space was used for the line spacing. 
e. No header or footer on the first page. 
f. The alignment for the title is centre and the paragraphs are justified. 

3. Take note of the following formats on Page 2 
a. Sub-topics were in Bold font style. 
b. The first line of the paragraph is indented. 
c. Double space was used for the line spacing. 
d. Header and footer are on the second page. 
e. The alignment for the paragraph is justified. 

4. Take note of the following formats on Page 3 
a. Sub-topics were in Bold font style. 
b. The first line of the paragraph is indented. 
c. Double space was used for the line spacing. 
d. Header and footer are on the third page. 
e. The alignment for paragraph is justified. 
f. The table should be adjusted to fit the width of the paper. 

5. Take note of the following formats on Page 4 
a. Sub-topics were in Bold font style. 
b. Header and footer are on the fourth page. 
c. The alignment for paragraph is left. 
d. The line space is single. 
e. The indention is special hanging. 
f. The electronic source is in blue and underlined. 

 

Activity 1:   Follow instructions to format document. 
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Summary 

You have come to the end of Lesson 23. In this lesson, you have 
learned to apply all the skills you have previously learned from 
previous lessons. In particular you have created table, inserted 
header, footer and pagination to your document. 

 

 

 

 

NOW DO PRACTICE EXERCISE 23 ON THE NEXT PAGE 
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Practice Exercise 23 

A.  Answer the question using the illustration. Write your answers on the 
spaces provided. 

 

__________ 1. What is the font size used for the paragraph? 

__________ 2. What case was used for the title of the document?  

__________ 3. What font style was used in the paragraph?  

__________ 4. What alignment was used in the paragraph? 

__________ 5. What alignment was used in the title of the document? 

__________ 6. What type of indention was used in the paragraph?   

 

B.  True or False: Write True if the statement is correct and False if it is 
incorrect on the space provided. 

__________ 1. The page number is located in the footer. 

__________ 2. The word ―BIRD OF PARADISE‖ used text effect. 

__________ 3. The paragraph used a hanging indention. 

__________ 4. The paragraph is using the underline style. 

 

C. Format the given document according your own preference. 
 
1. Type the following text as it is set. 
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2. Write down details of the editing styles that you used to change your 
document. Use the space provided or add more as needed. 

Font (type, style and size) 
 

Paragraph Alignment  
 
Indention 

Line Spacing 

Spacing 

Pagination 

 
3. Save and print your work. 

4. Compare your work with the sample document provided at the end of this 
topic. 

 

 
 
 

The following is a short information report on the use of computers by 
students in schools. It is a result of a survey done by a Year 9 
computer user group. 
1. Students frequently use computers at school even if they do 

not have access to them at home 
2. Most frequent use is during computer-designated lessons or 

casual use at lunchtime in computer labs. 
3. Many students use computers for games but a growing 

number see them as a strong aid to their study and gathering 
of information from sources such as the Internet or email 
contacts. 

4. A number of students have expanded their interests and 
friendships through on-line chat rooms, which they access 
while at school. A larger number have increased contact with 
overseas students through email, and students of foreign 
languages are finding this particularly useful. 

5. With government investment in computers in school it is 
assumed that use will increase. 

6. Many students are well ahead of their parents and 
grandparents in the understanding and use of computers. 

The report found that computer use by students for both study and 
social activity is common and on the increase in high schools. 
 

CHECK YOUR ANSWERS AT THE END OF TOPIC 4  
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Answer to Activity 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Double space 

Sub-topics Centre aligned 

Justified 
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Header 
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Footer 
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Adjust table to fit the width of the document. 
 

Adjust table to fit the width of the document. 
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Lesson 24: Using Word Processor in Creating a Memo 

 

 

 

 

 

 

 

Memo 
A memo is short for the word memorandum which means "to be remembered" in 
Latin. Business, offices and even schools use memos as an internal form of 
communication. Their objective is to deliver information or instructions. The scope 
should be limited to a single topic so that the reader will "get the message" quickly 
and, if necessary, take action. 

Types of Memos 
There are four types of memos you might have to write, each with its own 
organizational format:  

1.  Information memo - used to deliver or request information or assistance  
 first paragraph provides main idea  

 second paragraph expands on the details  

 third paragraph outlines the action required 

2.  Problem-solving memo - suggests a specific action to improve a situation  
 first paragraph states the problem  

 second paragraph analyses the problem  

 third paragraph makes a recommendation  

 when making a recommendation, include not only the positive details but 
also the drawbacks and diffuse them yourself 

3.  Persuasion memo - used to encourage the reader to undertake an action he 
or she does not have to take  
 first paragraph begins with an agreeable point  

 second paragraph introduces the idea  

 third paragraph states benefits to the reader  

 fourth paragraph outlines the action required  

 fifth paragraph ends with a call to action 

Welcome to Lesson 24. In Lesson 23 you have formatted a 
research paper using a word processor. In this lesson you will use 
a word processor to write a memo. Although the topic is not the 
usual document that you as a student will produce it is still a 
worthwhile activity to learn.  

Your Aims: 

 create memo using word processing 

 identify the benefits of using the word 
processor in creating a memo 
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4.  Internal memo proposal - used to convey suggestions to senior management  
 first paragraph states reason for writing  

 second paragraph outlines present situation and states writer's proposal  

 third paragraph describes advantage(s)  

 fourth paragraph mentions and diffuses disadvantage(s) 

 fifth paragraph ends with a call to action 

 

Parts of a Memo 

All memos consist of two sections: the heading and the body.  
1. The heading indicates who is writing to whom, when, and why. It includes the 

following: 
a. To – the recipients of the memo 

b. From – the name of the writer 

c. Date – when the memo is written 

d. Re: or Subject – indicates the main subject of the memo 

e. Cc or c – lists the names of the people who will receive the copy of the 
memo. 

2. The body of the memo conveys the message and generally consists of 4 
parts: 
a. Introduction – states the general problem or the main idea 

b. Statement of facts – states the facts or discusses the problem or issue 

c. Argument – explain importance or relevance of facts 

d. Conclusion – summarizes the main idea 

 

Step 1: Create a document  

A memo is a formal type of document and as a student you might not have 
encountered a memo before. So type the text on the next page and use this as an 
example of a written memo. 
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Step 2: Editing 
Perform spell check to your document. Remember that not all words in red underline 
are spelling error. 

Step 3: Format Your Document 
A formal memo uses the most simplest of format. It does not require any special 
formatting unlike the other type of documents you have previously created. Follow 
the steps to format a memo. 
A. Use the following format: 

Format : Choose any simple font type 
Format size : 12 pts. 
Format style : Use the example as guide 
Alignment  : Use example as guide 
Tab  : Use the example as guide 
Line space : Single 
 

MEMORANDUM 
 
To: All Staff Members 
From: Cami Joe, President 
Date: July 24, 20— 
Re: Company Merger 
 
I would like to set the record straight. Perhaps you have heard rumours of all 
sorts to the effect that the company is going out of business.  I would like to 
clear the issue once and for all that we are not closing. 
 
However, the company is thinking of merging with the XYZ Company. The 
details of which will be available to you once negotiation has pushed 
through.  
 
This is not a cause for alarm to our employees since the new company will 
still continue to operate this division on an autonomous basis and will retain 
all the employees who are currently on the payroll. 
 
There are many benefits to be gained by the merger, and I would like to 
inform you of them personally. There will be a company-wide meeting in the 
auditorium on Monday, July 28, 20-- at noon. The meeting will be over lunch 
(provided by XYZ), and the members of the ABC team and I will be on hand 
to personally answer any questions. 
 
I am sure that you will approve of the merger once you understand the 
reason and what we have to gain if we go through with this merger. I look 
forward to seeing each of you at the luncheon on July 28. 
 
cc. file, dept heads 
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B. Unlike a normal letter, a memo usually has a border that separates the 
heading from the body of the document. Follow the steps to add a border to 
our document. 
1. Position the cursor in the first letter of your first paragraph. 
2. Press Enter to create a small space between the heading and body of 

your memo. 

3. Position the cursor where the paragraph was previously located. 

4. In the Paragraph options of the Home ribbon, locate the Border icon. 

 

 

 

 

5. Click the Bottom Border option. This will place a border between the 
heading and body of your memo. 

6. To remove the border, position your cursor at the on top of the border 
line.  

 

 

 

Border icon 
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7. Click the down arrow and choose No borders. This will remove the 
border 

 

 

 

 

 

 

 

8. Insert the border again to return the border. 

Step 4: Storing 
Save your work as Merging Memo. 

Step 5: Printing 
Print your document. Your work should look like the example below. 
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1. Pretend that you are the principal of a school and you need to issue a memo 
on the use of the compete uniform for all staff and students. 

2. Use the guidelines presented when writing your memo. 

3. Make sure to complete your memo by following the suggested Parts of a 
Memo. 

4. Format to your memo.  

5. Save your work as Uniform Memo. 

 

Thank you for successfully completing this activity. I hope that you find this easy and 
could complete the task again without any help from the handbook. Compare your 
work with the sample output provided at the end of this lesson. 

 

Summary 

 
You have reached the end of Lesson 24. In this lesson you have 
successfully applied some of the skills you have learned from 
previous lesson and created a sample memo. You have also learned 
to compose your own CV using the guidelines in writing a memo. 

 

 

 

 

 

 

 

 

 

 

 

NOW DO PRACTICE EXERCISE 24 ON THE NEXT PAGE 

Activity 1:   Writing a Memo 
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Practice Exercise 24 

A. Enumeration 
1. List down the different types of memo. 

a. ______________________ b. ________________________ 

c.      ______________________ 

2. Name the Parts of a memo. 
a. ______________________________ 

b. ______________________________ 

3. List the things that a body of a memo should have. 
         a.      ______________________ b. ________________________ 

c. ______________________ d. _________________________ 

 

B. Identify the paragraphs that contain the 4 things that the body of the 
memo should have. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4 
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Answer to Activity 1 

A. How you compose your memo and its content will be different from the next 
person. However, you memo must contain the following: 
1. Recipient of the memo. 

2. Name of the writer of the memo. 

3. The date when the memo was written. 

4. The subject of the memo. 

5. Name of the people who will receive copies of the memo 

6. Body of the memo. 

B. The body of the memo must contain the following parts: 
1. Introduction to the problem or main idea. 

2. Discusses the problem or issue. 

3. Should explain the importance or relevance of facts. 

4. Summarizes the main idea. 
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Answers to Practice Exercises in Topic 4 

 
Practice Exercise 19 
A. There are many possible way of answer to this exercise. Remember that you 

could use the Ribbon, keyboard shortcut, mouse or dialogue box to format 
your text.  
1. To change alignment to centre. (a) Highlight text and click centre in the 

paragraph option. (b) Highlight text and click Ctrl+E (c) Right click the 
highlighted text and choose Centre 

2. Change the font type. (a) Highlight text and select ―Arial‖ from the font 
window. (b) Right-click the highlighted text and choose ―Arial‖ Font type 
located at the pop-up menu. 

3. Make the text colour red. (a) Highlight text and click font colour from the 
font option (b) Right-click the highlighted text and change colour from the 
from the Font colour located at the pop-up menu. 

4. Make font size grow bigger. (a) Highlight text and click grow text (b) 
Right-click the highlighted text and click the Grow Font icon located at the  
pop-up menu. 

5. Place a line under the text. (a) Highlight text and click Underline from 
the font options (b) Right-click the highlighted text and click U located at 
the pop-up menu. 

B. Your work should look like the example below 
 

 

 

 

 

 

 

 

 

 

 

 

 

Title 

Author and 
address 
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Practice Exercise 20 

A. Changes done to Figure 1 to make it look like Figure 2 were:  
1. Font type    4. Alignment 

2. Font size    5. Uppercase 

3. Font style 

B. Your work will look different from the example given below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The table below contains the formats used for this document. 

 Identify specific format you used to your 
document 

Font type, style, and size, colour 
and text effect 

Title: Bookman, 20 pts., Bold, Text effect 
Sub-title: Calibri, 11 pts. Bold, Underline 
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Practical Exercise 21 

A.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paragraph alignment Title: Centre 
Paragraph: Justified 

Paragraph indention.  2 cm left and right 

Margins Normal 

Page orientation Portrait 

Tabs, headers, footers and 
pagination. 

Tab: First line, 1 cm 

Cut, copy and paste  

Insert and resize graphics  

Insert columns and tables  

Use spell checker yes 

Use find and replace feature  

Save your work Piping Hot Goodness 

Print your work yes 

Name & Address 

Date 
line 

Inside address & attention line 

Salutation 

The close 

Body 
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B. This is another way of presenting the letter. The following changes were done 
from the original document. 
1. Font was changed 

2. Paragraph alignment was changed to Justified 

3. Use tab to move the name, address and date inside the paragraph. 

4. First line of the paragraph is indented. 

5. Use tab to move the salutation and name of applicant. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Practice Exercise 22 

A.  
1. Personal Detail 
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2. Educational 
Background 

 

 

 

 

 

 

3. Work history 

 

 

 

 

 

 

 

4. Interests 

 

 

5. Other Information 

 

 

 

6. Name of Referees 
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Practice Exercise 23 

A.  
1. 11 pts. 

2. Uppercase 

3. Calibri 

4. Justified 

5. Right 

6. Special – First line indent 

B. 

1.  False 

2.  True 

3. False 

4.  False 

C.   

1.  Sample format of the document. 

 

2. The following formats were used for the document.  Your work may contain 
different and/or more formats than the one presented below. 

Font:  Calibri, 11 pts. 
Paragraph Alignment : Right 

Indention: Numbered paragraphs indented. 

Line Space: Multiple (1.15 pts.) 

Spacing: Before: 10 pts. 
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Practice Exercise 24 

A.  
1. Types of Memo 

a. Information memo   c. Persuasion memo 

b. Problem-solving memo  d.  Internal memo proposal 

2.  Parts of Memo 
a. Heading    b. Body 

3.  Things that a body of a memo should have 

 a.  Introduction    c.  Argument 

b.  Statement of facts   d.  Conclusion 

B.   This is what your memo should look like 
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End of Topic 4 
 

Now Do Exercise 4 in Assignment Book 2. 
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A 

Application Software program. Is a computer program designed to perform a group 

of coordinated functions, tasks, or activities for the benefit of the user. 

B 

Backstage View. It is where to manage files and the data about it.  It is used to 

create, save, and inspect hidden personal information and setting options. 

C 

Cell. Is identified by a column and row in a table. 

Clip Art. Simple pictures and symbols made available for computer users to add to 

their documents 

Clip Board. A temporary storage are for data that the user wants to copy from one 

place to another. 

Columns. Is a vertical arrangement of values within a table. 

Copy. Is the act of duplicating text, data, files, or disks, producing two or more of the 

same file or segment. 

Crop. Command use to reduce the size of an image or to remove non-important 

parts of an image. 

Curriculum Vitae. A brief account of person’s education, qualifications, and previous 

occupations, typically sent with a job application. 

Cursor. Is a visual representation that allows the user to specify where they want 

text to be placed. 

Cut. The process of removing an item and placing it in a temporary location called 

the clipboard. 

D 

Data. The information that have been gathered and translated for some purpose, 

usually analysis.  It can be any character, including text and numbers, pictures, 

sound, or video 

Delete. Refers to the act of eliminating a file, text, or other object from the computer 

hard drive or other media. 
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Desktop. Refers to the desktop environment, which is a Graphical User Interface 

metaphor that allows for interaction between the user and the operating system. 

Document. Also known as document file, is a description of an electronic copy or 

hard copy of reference material for a product. 

F 

File.  Is an object on a computer that stores data, information, settings or commands 

that are used with a computer program. 

Find.  Is a term used to describe a process of locating a specified text, file, document 

or other object on a computer or the internet. 

Flash Drive.  Is a portable storage device. 

Font Size.  Is the overall size (generally height) of a font shown on the screen or 

printed on a page. 

G 

Graphic.  Any image media, usually movies and pictures, which are created through 

the use of hardware and software.  They are often referred to as computer-generated 

imagery. 

H 

Hard Copy. Is anything that that has been printed on paper.  It allows data to be read 

without the need of a computer and are often required when someone needs to sign 

a document. 

I 

Icon. Is a small graphical representation of a program or file that, when clicked on, 

will be run or opened. 

Indention. The action of indenting or the state of being indented. 

L 

Landscape.  The orientation of a page that prints the image horizontally across the 

page instead vertically. 

M 

Memo.  Message or information in writing sent by one person or department to 

another in the same business organization. 
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Menus.  Also referred as file menu.  It is a list of commands or choices offered to the 

user. 

Microsoft Word.  Is a word processor that allows you to create a professional 

looking document, report, letter, and resume. 

MS Office.  Is a collection or package of software programs commonly used in an 

office environment. 

O 

Objects.  Refers to an item within a graphic, such as graphic circle or a square. 

Orientation.  Is a term used to describe the positioning or overall layout of an item in 

relation to other items. 

P 

Page Layout.  Refers to the placement of elements within the page and their spatial 

relation to one another. 

Paste.  Is an operating system and programs action that allows you to copy an object 

or text from one location and place it to another location. 

Portrait.  Is the orientation of the page that prints the image vertically across the 

page instead of horizontally. 

Pre-Existing Templates.   

Preview.  Refers to the feature that allows you to glimpse or view something in part 

or whole without it being opened. 

Print Preview.  Shows how a page or document looks when printed. 

Q 

Quick Access Toolbar.  Is a toolbar menu that appears in MS Excel, MS Word, and 

other office 2007.  It gives you quick access to commonly used features such as the 

Save features. 

R 

Redo.  Is a function performed on a computer that does any undo function again. 

Replace.  Alternatively referred to as Search and Replace, Find and Replace or 

Replace is the act of finding text and replacing the found text with an alternative. 
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Report.  Is a concise summary distilled from a larger set of data intended for a 

specific audience. 

Resume. A brief written account of personal, educational, and professional 

qualifications and experience, as that prepared by a applicant for a job. 

Ribbon.  Is a feature in MS Office that replaces the traditional File menu.  

Rows.  A series of data banks laid in a horizontal fashion in a table. 

Ruler.  A measurement tool found with some software programs that allow the 

program’s user to align graphics, text, tables, or other elements on a page. 

S 

Save.  The process of writing data to a storage medium such as hard drive. 

Soft Copy.  Is a copy of text stored on the computer and only accessible through the 

computer. 

Software.  Software is a collection of instructions that enable the user to interact with 

a computer, its hardware, or perform tasks. 

Spell Checker.  A program or program feature designed to locate misspelled words 

and notify the user of the misspellings. 

Storage Device.  Alternatively referred to as digital storage, storage media, or 

storage medium.  It is any hardware capable of holding information either temporarily 

or permanently. 

Strikethrough.  Is a font effect that causes text to appear as though it is crossed out. 

Subscript. Is a character that are half the height of a standard character and printed 

lower than the rest of the text. 

Superscript.   Is a character that is half the height of a standard character and 

printed higher than the rest of the text. 

T 

Table.  Is an arrangement of information in rows and columns that make comparing 

and contrasting information easier. 

Tabs.  It is an indention at the beginning of a line of text to signify a new paragraph in 

a document or to help create equal spacing between multiple lines. 

Tabular Stop.   
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Task Bar.  A bar located at the bottom of screen that allows the user to locate and 

launch programs through the Start button or view any program that is currently open.  

It also allows them to check the date and time. 

Template.  Is a file that has been created with an overall layout and format to be 

used for a group of documents or generic document. 

Text.  Is a collection of words or letters that are understandable by the reader. 

Thesaurus.  Is a software tool included with some word processors that provides 

synonyms for selected words on command. 

Tool Bar.  Sometimes referred to as a bar, the toolbar is a row of boxes, often at the 

top of an application window that control various functions of the software. 

U 

Undo.  Is a function performed to reverse the action of an earlier action. 

V 

Virus.  Is a program, script, or macro designed to cause damage, steal personal 

information, modify data, send e-mail, display messages, or some combination of 

these actions. 

W 

Word Processing.  Describes the process of creating or editing a document using a 

word processor such as Microsoft Word. 

Word Processor.  Is a software program capable of creating, storing, and printing 

documents. 

 


