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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:

Topic1:  Word Documents

Topic 2: Formatting Documents

Topic 3:  Editing Text And Desktop Publishing
Topic 4: Using Word Processor In Real World

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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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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.

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.

2

\35 2 Lesson Introduction @ - All other Activities
@w}f- Lesson Objectives - Summary
b

-  Reading Activities

. L - Additional Information
- Practical Activity

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

Your Tutor
Information Technology Department

FODE
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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:

Lesson1 s 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.

Lesson4 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
Welcome to Lesson 1 of Unit 2. In this lesson you will learn to
% familiarize yourself with using word processing software called

PAaS s & the (Microsoft Word) and identify its different features.
OG-
LS
—

@

-G“]ﬁ';" o identify the steps in creating a document

. create a document

Your Aims:

. define 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.

% Snipping Tool
Devices and Printers

é@ Recovery Manager

Default Programs

CUZ Power Savi
wer Savin
e | b Help and Support

9 Get Online

All Programs

| |Search programs and files

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

» Intel

_—l— = = =
"

. Microsoft Office
i ccess 010
[35] Microsoft Excel 2010

[N] Microsoft OneMote 2010
O] Microsoft Qutiook 2010

|: Mobile Partner

| Morton Internet Security
I: Online Services

| PDF Complete

}+ Recowery Manager

|

||

@ Microsoft PowerPoint 201

P
W| Microsoft Word 2010
A [ ice 2010 Tools

TOPIC 1 LESSON 1

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

. Startup
. Windip
J Xobni
4 Back
5. Microsoft Word is now open.
W A9 0l Document. - MictosoftWord == |
Home \ Insert  Pagelayout  References  Malings  Review  View  PDF a 0
&t y .. @ = . HFind
E QE:’ L I WA A 39 uambccne | mssbecne AaBbCe aaBbce AQD tasbee. aosocen ‘ % i :l:‘a('
Pa-slz Fromatpsinter BIUraex o [P A % -z Thomal |THoSpad.. Headingl Heading2 — Thle Subtitle  SubtleEm.. 05(1;;?5 :Sele&'

Clipboard T Font A Paragraph Styles o Edting |
"'Z"'l"'é"'rll‘zl1‘!"‘."“5."'6‘."7".'!”'.""!']f"u‘r"u"ful"1.4"‘5:'%""7"'“" @
: The Microsoft Word Screen
) ‘0
B ¥
PageLof1 | Words0 | <J | [HoRas ws O0—0—0

N e . T 20 ||
Ge[so ¢ ® o a30

6. On the upper left side of your screen, click the File tab.

7. Choose Exit to close your MS Word Program.
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9- 0=
6 rt Pag
£ Inf
nrotj
SaveAs. 0| 0 wiisEnE
= Open
B Close ‘ é
Prq
Docu
Recent | TTTTYTCT
New @
Print Che
Issy
Save & Send Seeeaeae
Help @
iQns Ma
< & et 7 Vers|

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

dk Do you want to save changes you made to Document1?

Save Don't Save Cancel

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

ext exercise.

Word Icon
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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.

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.

nsert Pagelaout  References  Mailings  Review  View

A A |BoEE s EEA(T o

w7 Save

’_“\:_, Save As 4

7 Open

__? Close 3

Info

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

Words:0 | [EEg == s O———)

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.

F—+‘ — r R ’ ] Review View
i%ﬁ Paint =

- 3 e A0
. o
@ Microsoft Word 2010 P] - & e = :Ev [ ‘Qv s
a Yahoo! M Paragraph 5
v!aoo essenger o e
@ PCMan| 2
Adobe Reader 9 N T
5 sy g MS Word icon located in
CEPLS NOLOGY 13 the Start menu
Calculator
I—'\ Getting S d
Eﬁr etting Starte - (-
@ Windows Media Center Default Programs rogram, locate and click

% Snipping Tool A S
o Wi -
Q\“ r - — [ ‘rlm to close yourdo

> ms

I Sel:h brograms and fites pel I [1\' ne """"I D ]
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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.

Activity 1: Opening MS Word Program

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.

WiH9- 0|+ Documentl. - Microsoft Word = G )
Home l Insert  Pagelayout  References Mailings e o @

& cut = m o m =, 5= (A - &4 Find ~
ﬂ b oo CalibriBody) ~|11 | A A | Aav [B)| =+ =2 |24 | 1 || papboenc| asBbeede AaBbCi AaBbce AAB 4aBbce. acsbecod | & recince
B3 - &,
Paste _ - : ~B2. A - | - - — Change |
S Format Painter B 7 U-abex, x*|A--A % 5] T Normal |7 NoSpaci.. Headingl Heading2 Title Subtitle  Subtle Em... [ Sm“g_ B setet v
Clipboard [} Font [} 5 Styles | Editing
P 2 O W N K - K S NI N I S T K TN S O . S R R R =
-

]

Page;10f1 | Words:0 | ¢S |

& AEIREEC
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TOPIC 1 LESSON 1

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.

|@|¢z]-ov

O I=

Home

== |
=L
=
(-
Info
Recent

New

Print

Help

B e

Save

Save As
Open

Close

——

Save & Send

23 Options

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.

GCLCE LGS

The cursor indicates
where the typed text
will be placed

paper

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

NEE
e (W]
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.
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Wil 9~ 0l= ' Documentl™= Microsoft Worl
I_ fil Haome | Insert Page Layout References Mailings Review View I

u}“"“ Calibri (Body) ~ 11 ~ A® a7 | Aa~ | By =~ 3=

B Tab or Menu
Paste - z . a =
ste 4 B I U - dbe x x 57« A - .=

Clipboard Font ] Paragraph |
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.

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

w ot Pgeloveddt  Reforences  Mallngs  Review  View  POF mﬂl

du C T EE( ‘% B
By e EE | Aabbce | Aatbecd: ARBDC: AaBDCe AHB daBble, Asghced b i
Sl
Pase N NEEEESE Wi - ‘ i
" ity BIUdexx a === e @ it || Tomal |ThoSped, Madngl Hedng?  THe  Subtfe Sufefn, Hm“ﬂ' | st

\ Oped & Font i Paragragh h Shles 5| Eting

Paragraph

General
.- ©
ueret

Left: Spedal: By:
Right: oan E [Hanging [+] [Lzsank]
[ Mirror indents
/ Spadng
. . Before: = in ing: At:
Click Display e ki
. . After: 6 pt |Sinde |:| I ﬂ
Dialogue Box icon to [ Don'tac yrage between perogaphs of e same sty
open the dialogue box

Preview

[ mbs.. | [setaspefour | [ ox IICancEII

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.
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10.

N
Quick Access MR 92 - O)l= Docume
Toolbar ome| Customize Quick Access Toolbar  ken
r,': nz MNew Pi
=_’ Open ot
Tick and/or untick to Wr save pr
customize your Quick | — E-mail )
Access Toolbar Cuick Print b
Print Preview and Print L
] Spelling & Grammar
r; Undo
v Redo
g Draw Table
; Open Recent File
. More Commands...
‘; show Below the Ribbon
_'—‘

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).

Vertical ruler T

/ Horizontal ruler

Minimize, Maximize/Restore, and Close — adjusts the size of your document
screen and closes document window.

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

e Maximize- enlarges the screen after it is minimized.
e Restore — will return your document to its previous size after it's adjusted.

e Close — will close the program from the desktop.

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.
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: Minimize o @
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Activity 2:

Moving around the Word Environment

Answer the following questions. Answers can be found by exploring the Word

Environment.

A. What tab or menu displays the following ribbons.

EE I colors - @ @ IE % = Breaks ¥ Indd
1 fontse §B Line Numbers - - iE

T Margins Orientation Size Columns , Watermark Page Page | _
pereffeds™ | - v v v b Hyphenation* | v Colorv Borders | E¥

Themes Page Setup M Page Background
@ Ruler Q Dne Page
" - [ Gridines | Y = 4 @3 Two Pages
Screen Web Outline Draft m— Zoom 100% i
i ading  Layout [ Navigation Pane Page Width

Dacument Views

Show

Zoom

ELEDPR D o

Table | Picture Clip Shapes SmartArt Chart Screenshot
- Aﬂ - -
Pages Tables lustrations
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B. Using the Home Ribbon, identify what type of dialogue box is displayed
below.

Fent | Advanced Indents and Spadng | Line and Page Breaks

General

e g v
- -
8 -
9
10 D Ar 1
11—
Algerian - L~ Left Spedal By:
Font color: Underline style: ~ Underline color: Right: e B I{"""E} E“ S

O] Mirror indents

[ Automatc  [+] |(none) E|| Automatic ||

Effects Spadng
[ strikethrough [ smal caps Befores oot L oacing: At:
[ Double strikethrough 1 [ &) caps - = 2 | i =
[ supersaript [ Hidden After: oot EE
Subscript O] Don't add space b - f the same style

Preview Preview

+Body e
PR —
This is the body theme font. The aurrent document theme defines which font will be used. v vty
[ setas Defaut | | TextEffect... | [Coc J[ camed | |[Lz2bs- ] [setmspefour] [ox ][ cancel ]

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.
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Activity 3: Moving around multiple window

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.

(W90l Document2 - Microsoft Word (=] b
Home | Insert  Pagelayout  References Mailings o @
= | 4 cut

4 it AN A & &= s ﬁr d -
‘B Coibi(Bocyl ~[11 - AT AT | Aav | &) 1201 T | aspbeenc| aagbcede AaBbCi Aa AAaB aasbec. aosvcen: |, %
paste Fromatpainter| B 1 U ke x, x| AW - A= - §3 THormal | THoSpaci.. Headingl —Heading 2 i Subtitle  Subtle Em... | M ¢ Select =
7 e———
Paste (Ctrl+V) 1-7‘,@' FACNIS KNI KA NI SRR SR AN KUK KIS R t KR * KRS * KR C KRR G, SR va. S LI |
£

Clipboard.

Document? - Microsoft Word

az
E—— ]

o

K
qull\wun 3| [Elesz2=s wO—0—@

@ [=]o == 20040 F
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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.

Two documents currently open

; A4 U Task Bar

)
Page:1 of1 | Wort e ||E] ME 2
o ! i '

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.

CIEERCEE
Home | miit  Pugelmeit  Refimcs  Madingh  Ravie

Documentl - Microsoft Word o |6

- @
(= e @ = &4 Find ~
B T L@ = z

&) CalbriBody (11 *| AT AT | Aav &) = AaB aesbce. acsveeo. M & Replace
Pas matpainter | B £ U v he x, ' | A~ W~ A - | [S v || 1Normal 0 Spaci.. Headingl  Headin e Subtie  SubtleEm. o CaNOE | o o
........ & el

7 =

3 / o .*m & |

Pageilof1 | Words:io | S |

(@) SEIEERIC]

Move your mouse pointer to the Word icon located on the task bar. A preview
of the two documents appear.

Move your mouse to Document 2 and left click the mouse to make it the
active document.

Close the two documents using the steps you have learned from the earlier
part of this lesson.

Click Don’t Save if the computer asks you to save changes to your work.

Microsoft Weord

& Do you want to save changes you made to Document2?

| save ]QDon'tsave)[ Cancel
& S —
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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

1.

Al e A

A. Identify the icons below and write your answers on the space provided.
1 2
3 4 5
4.
5.
B. Label the parts of the MS Word Screen
n umen ‘Mkrosm
Home ‘ Insert Page Layout References Mailings Review View 4
) : @l iz, 4= LA, | G5 SE i . @A Find ¥
E i GletRom =t ¥ 5 | W E-E-TEEU T | asaboon| asebede AaBbCi AaBbCe s % o ::,m
Pa'ste g B I U~ e X, Xt vAv‘E =EE :g- ‘Qv - ‘ fNormal |7 NoSpaci.. Headingl Heading2 |- (S:?yalzsgf L;‘Select'
lipboard ﬁ; Font | ParagTaph | Styles Ar.; E&Tﬁng_H
(RS E ------- £ b= s bigs 20 0= EUh =0 0= ligee [Vh= ) R f:f’(,A7) )
1
1D
3
2. 5.
C. Write True if the statement is correct and False if it is incorrect.

The long strip of icons is called the Tab.
Double-clicking the Start button opens up MS Word.
Clicking the X button closes the Start menu.

The tab contains similarly used command.

Document 1 is the temporary name given to your work before you save
your work.

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.
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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.

d,l A 7 ‘

Y.

; A i

iy oo dji 44 Find -
Bh( BhieD o

Ak AN RkBbC: AaBbCc Aa]j 4aBbCc. AaBbCcDi
e gl Headingz  Tte | Click to close button to
1!

Ey=x=|

Styles close MS Word

f12- 113 0140 10150 1 o AN

» [&5

| Double click Word icon
located on the desktop

i O]

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

@ (= R L S Documentl - Microsoft Word
W Microsoft Word 2010 Malings  Review  View  PDF
<Home 3 hsert
[ Aa- (B =- = [ EE AsBbCeD: | AaBbcee AaB]
Caleulator = save 1 A Thormal | 1No Spaci.. Head
T Paragraph T
@Wind:\wsMgdngntgr SaveAs IF Y, NS SRS ENEE KN N KN AN NN R AN AN KNI KRS (NS (RS
= Open
\_—i Getting Started -
- £ Close
Mobile Partner
Info
» — 4
l: Microsoft Excel 2010
Recent
| Sticky Notes
b . New
% Snipping Tool s
Print
N

% Recovery Manager
Power Saving
[===]

¥ Get Online

Save & Send

Help 4

=] Opticy
[ B3 edqt ] |

| P All Programs

| Search programs and files
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C. Open MS Word from All Programs and close the document only and not the
MS Word program.

» ‘JQ Windows Update ~ | € Windows Update -
A XPS Viewer o XPS Viewer
)i Accessories 1 Accessories
L AVG i AVG
b AVG 2012 Ji AVG 2012
\9 Geting Started . Ju CyberLink YouCam i CyberLink YouCam
. JJ Energy Star )i Energy Star E
@ Mobile Partner JJ Evernote ) Evernote
o  Excel 2010 , )i Games [ ) Games
vs, Microsoft Excel i He ) e
‘- Sticky Notes b Intel L Intel
)i Maintenance 3 JJ Maintenance .
% Snipping Tool 1. Microsoft Office é §| Ji Microsoft Office
B Recovery Mansger )i Mobile Partner - [El M!crosoﬁ Access 2010
‘a@ JJ Norton Internet Security £ Microsoft Excel 2010
Power Saving )i Online Services [N] Microsoft OneNote 2010
e ). PDF Complete [g'l Microsoft Outlook 2010
i Get Online )i Recovery Manager [E Microsoft PowerPoint 4 M
2 ) Startup Microsoft Publisher 2010
| » Al Programs K :I ) WinZip @ Microsoft Word 2010 I
| Search programs and files L,.ﬂ.‘o“ns 2 Ji Xobni | Ji Microsoft Office 2010 Tools
| )i Yahoo!7 Messenger - Ju Mohile Partner -
Cl Al e 1 Back

- |- Docurnentl - Microsoft Word

met raod (W | G 2~ O | = PDF
éﬂﬂ 5 nsert [ %% [ T || aagocenc| asebcene AaBbCe aaBbce AADB 4azbee.
aste. I

St Format Painter B | & fiNormal |1 No Spaci.. Headingl Heading 2 Title Subtitle
Clipboard ~ Q Save n Styles

Save As
5 Open

Cd' Close

Recent

New
Print
Save & Send

Help

(3 options

[ B3 Exit ] |

Pagei1of1 | Wordsio | <& |
A
&l E Cr— T

Answer to Activity 2

A. What menu tab displays the following menu options?
1. Page Layout

2. View
3. Insert
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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.

A
TR Documentl - Micrasoft Word
Home Insert Page Layout References Mailings

_;] _J::; GalipriBody) =11 - A A | Aa- [ PSS -tE | E L AaBbCcDe | AaBbCcDe A,

Pa_ste }Fm;at Bl JL ~ abe o o | 0 3bF . A L = T Mormal |71 Ma Spaci.. H
Siocard The active document is g =

. . . [FCTRFF AR NN, O FE

- displayed in the title bar

. Click to make Document 1

| the active document

CITTIE C———

O o o & |w

3. Click Document 2 in the taskbar and it will maximize the document.

|@I| FIGEEEE .

r:iil -'f‘ E”t Calibri (Body) ~ 11~ A" A7 | Aa- | B, = - i= - 4z L q A

F’afte jF:‘:‘:at Bl b L e ] =] - B T rHormal [T
= T.he active.docun!ent is 7 e

] displayed in the title bar

= Click to make Document 2 the

= active document

(ISR = £ e

:age‘lnfl | Work, .- —

R = o = (W]
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Lesson 2:

26

Intended Uses Of Document

TOPIC 1 LESSON 2

Welcome to Lesson 2 of Unit 2. In Lesson 1 you have learned

ot

@)

%

Your Aim:

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.

e identify and define the intended uses of a
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.
2.

4.

Click File.

Select New, the New panel will appear.

Wlg - 2l=

1

Save

Page Layout References

Mailings

Review View

e—————
I e e s Gradea O 29 e T ——
Computer Studies Grade 9 Unit 2 - Microsoft Word

e T 2
& (g

pailable Templates

Save As
| (3 open
[ Close

Info

Recent

€ % {2} Home

]

Blank Blog post

document

Recent
temnplates

Mew frarn
existing

Sample
templates

My templates

I¥]

Office.com Templates € 3 arch Office.com for templates ‘Li]
peve ; Ty o s Iy oy
| | | | | |
=5 LB e =
2 Agendas Award Brochures Budgets Business Calendars
Help certificates cards
Dptions ¥ E_ﬁ 7 % T Dy T H T
= | "o | o |
[ Bt o, PN |T] =
- —== = E T o=
Contracts Diagrams Envelopes Expense Faxes Flyers
reports
L |* N |:_ﬁ
I N e O™

Click Create.

Blank document

Bk
Create
P —

DB o 2B

e |

)
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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.

o Curriculum Vitae
o Award Certificates
o Calendars

o Newsletter

. Report

Curriculum Vitae

T TR R

ﬁ Home Insert Page Layout Referances Mailings Review View Design Layout w G
[ERRNERY ERTRRE T T EIRETEEE) 4 ERNEERT. TN 7o 7}

[e] [ERELERY CSIETIXED RN RERFEEREEREF IR IR IERRER: S SR A B

4

= o A, (2, 57 T Co e

B [Your Name]

=

frr s 5T

B i, 511

=

=l i 5T]

™

M| s 5T

= [N —— [5ehast Name] s, 3T

= [Dearee Otkained]

= + Iipecial sward acen gt dprs ]

[l References

= [T R—

B

| o | _ _ _ ST e S —)
; o o 10:27PM
LA l"‘ /32012

Award Certificate

Wid - s diploma - Microsoft Word =
Home Insert Page Layout References Mailings Review View @ @

PR, SEEN KRS SN KREY KRN KRS TRRNKREY SRR KRR TR KRR SXRN KXY AN KRR SOOI KRR K Ui Ul A
G R Vi i e VA, S YA kL s i i Vs iy Gt | &
y

YOUR HIGH SCHOOL

THIS CERTIFIES THAT

[Name]

Ras suocessfillc complated the zaquized couxse of study approvad br the
Boud of Eduaation for the State of [State], 2nd is therefore avasdad this

DIPLOMA

Greemthis __ divof 0,
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C.

D.

Calendar

Wl

~ ol

ﬁ Home Insert Page Layout References Mailings Review
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Design Layout
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Documents are available everywhere. The following activity will help you further

Activity 1:

30

TOPIC 1 LESSON 2

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

understand the advantages of using MS Word documents.

1.

3.

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.

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

Template | Text | Text | Text Pic- Co- Rows Borders
Type | Size | style | tures lumns

CcVv

Certificate

Calendar

Newsletter

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.

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.

Internet is the only way you can use a template.

o

Templates are patterns of documents you can use to create other
documents.

New Blank Document is an example of a template.
Templates help users to quickly create documents.
Templates cannot be changed by the users.

© ® N O

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

32 TOPIC 1 LESSON 2

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

Template | Text | Text | Text Pic- Co- Lines | Borders
Type | Size | style | tures | lumns

CVv 4 v v v

Certificate 4 4 v v v

Calendar v 4 v v v v

Newsletter 4 v v v v v v

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
Welcome to Lesson 3 of Unit 2. In Lesson 2 you created a
@ document using the traditional way. It is time consuming expecially

\WO~—° to it. Saving your work and retrieving your files for editing is a
feature of word processing that makes working with documents
easier.

) i £ if you have to revise your work again when making some changes
N

Your Aims:
e correctly use Save and Save As commands.

v e identify the procedure of Save and Save As
‘]F.I-:-' commands

o differentiate the uses of “Save” and “Save As”

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

&0

Stored document can be used again and again.

RO

Copies can be made which leaves the original document untouched.

&0

Allows you to share your work by saving it in a saving media.

=0

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.

o Press the Caps Lock key to type your text in capital letters.
o Press the Space bar once to add space between words in your document.
o 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.

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

o 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.
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o 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.

o 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.

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.

After typing, click the File menu tab.

2.
3. Select Save As. ‘@
2 Home Insert

il Save

D

7 Open

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.
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W] Save As )
- | & » Libraries » Documents » - |4 Documents 2
LR library
Organize « Mew folder =g ©
Ef videos < Documents Iibra Rk .
f.?, Homegroup B
1e Content of -
i 1
& Computer Far Documents library
£, Local Disk (C:) a My Music |
o KINGSTON (D:) 7 My Pictures [
. A My Videcs |
M Metwork Scanned Documents 1l
sSid syplsitation r -
_ |
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.
r@ Save As &J
::___/,vl = » Libraries » Documents » vIVfI 0
Organize - Mew folder - (7]
|
o Documents library N .
i Libraries Includes: 2 lecations - -
= Documents
J Music Marme ate e Type -
| Pictures 3 My Pictures 4,072
a Videos @5 My Videos 7
a3 My Videos
~5G children in sex work.docx Cl =
& ICoNS.docx ac (N
#1] PNG children in sex work.docx iC -
6 -
Authors: Demas_Tongeogo gs: Ad g
Save Thumbnail l
“ Hide Folders Tools - Save | Cancel |
7. Observe that the word Document 1 in the title bar was changed to PNG
children in sex work.
/\
@' H9-0ls PNG children in sexworkidocx - Microsoft Word
Home Insert P:Fe Layout References Mailings Review View
B Title bar TAN A ECECE AaBbCeDc | AaBbCcDc AaBbCi A
Paste ) B 7 U~ x ¥ R W= = Sllcsal o Siatozd, Headingl H
+ f Format Painter = K
Clipboard ot The new title of the document

L N D O
T T T T T T T

[EEV IRV EN S L
T T T




GR 9 D&T — COMPUTING UNIT 2 36 TOPIC 1 LESSON 3

Activity 1: Follow the steps below to use Save and Save
As command

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..

@ Save As &J‘
:_ » :_/ |5 » Libraries » Documents » - ".. Se rents 2
_ C;rgani:e - MNew folder B - = - o |
Templates Documents library . .
- Favorites Includes: 2 locations
MR Desktop ditied
4. Downloads Atheros 12 2:40 £
- Recent Places Bluetooth Fadal 1212
7 My Music 4 12 : E
Libraries ) My Music )
</ Documents 7 My Pictures 12 : E
»' Music 1 My Picturg - -
| Pirture= 1 5 ’
File nam -
Save as type: | Word Document I .docx) -
“ Hide Folders Teols = Save Cancel

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.
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> AutoPlay |@
[ ~——1

| USBDISK (G)
-

| General opticns
|| Open folder to view files
.:-.‘;t‘usemd'ivefqrbadum
P .:.ﬁ_l using Windows Badkup
7 i\, Speed up my system

View more AutoPlay options in Control Panel

3. Click the File Menu tab and sect Save As.

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') m— ——
Organize = New folder
(W] Microsoft Wo Documents libran
Templa Includes: 2 locations

Namd  Scroll bar
Scroll ..<_

= F
button a My Music
: Pict\res & My Pictures

g My Videos

Scanned Documents

] Chid exploitation

4 Libraries

¢ Docume

J) Music ) PNG children in sex wor
b=/ Pictures
B Videos

@.

Eile g hid Lok

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.
r@ Save As @
@lejﬁ » Computer » v{q” Search Compute §el
Organize| o (7]
45 - |
= T Hard Disk Drives (2)
B videos

4 Devices with Removable Storage (2)

DVD RW Drive (E:) /
Removable Disk (F:) / ]

4 % Computer
&, Local Disk (C:)
= RECOVERY (D)
e Removable Disk | ‘

€ Network
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7. Click Save. A copy of your Child Exploitation document is now saved on
your flash drive.

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:

o Keep away from heat, water, and magnet.

o 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.

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

o 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.

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.

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

1. Use the file from Activity 1. In the next paragraph type the following text:

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”.

2. Click the File menu tab.
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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.
@.

Save button

Home
<: ;j Save ’d

@1 Save As

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.

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.

6. Click the Save button in the Quick access toolbar located at the upper left
corner of your screen.

Quick Access Toolbar

7. Type the the following text in a new paragraph

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.
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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.

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”.

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.
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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.
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.
she sells see| sells from thesea shore
1. To make the first letter of the word “she” uppercase.
To make the second word all capital letters.
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 4" 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.

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

CHECK YOUR ANSWERS AT THE END OF TOPIC 1

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.

Recent Places

Libraries
=/ Documents
2 Music
k=| Pictures

ﬁ Videos

1% Computer
£, Local Disk (C3)
. RECOVERY (D:)
2E DVD RW Drive (E) &

2] My Videos

2 My Videos

BEE)
1
| . . 17
AT, | » Libraries » Documents » - |4 D
Organize ~ Share with + Burn Mew folder = - Il @
¢ Favorites Documents library .
Ml Desktop Includes: 2 locations c -
opy of the original

& Downloads py g

document saved under
a different filename

Youcam

e

A arrr e —
K Child exploitation.docx

desktop.ni

desktop.ini
@ Draft.docx

- al Uraft.docx
ol | PNG Children in sex work.dogy

Original document
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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.

— S i W h‘
W:] Microsoft Word 2010 »

| Getting Started >

Click to open the
computer dialogue
box

Sticky Notes
Computer

E\:QQQ Snipping Tool
Control Panel

C Recovery Manager
i Devices and Printers

ﬁ Power Saving
Coay Default Programs

" Get Online

’ AVG User Interface

All ngrj Start button

e "'Jo 3@

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

U A A 2A
S
~ - [Cs G |
OlC; |/% » Computer » v l‘, || Search Computer 5ol
Organize v System properties Uninstall or change a program Map network drive Open Control Panel g~ @
W Favorites 4 Hard Disk Drives (2)
B Desktop Local Disk (C:) RECOVERY (D:)
& Downloads o W S J >
%5 Recent Places 415 GB free of 450 GB 'V 1.86 GB free of 149 GB
4 Devices with Removable Storage (2)
w4 Libraries . DVD RW Drive (E:) AVG 2012 - USB DISK (F:)
<] Documents b1831 = .l —
J‘ Music 0 bytes free of 3.40 GB S 1.72GB free of 1.86 GB
1
b=/ Pictures
a Videos

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

| IN=H
~ The name of your flashdrive
@'u'l- » Computer » USBDIK(F) > € must be displayed in this
: window
Organize »  Sharewith v Bum  New folder
3 Favorites Name ’ Date modified Type Size
M Desktop  fodev2 12/02/20133:28 PM  File folder
it & fod Document saved inside
. Recent Places #] Child Exploitation.docx the flashdrive ... 13KB
Lihrariec

4. Click X to close the dialogue box.
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Answers to Activity 2

A. To check if changes done to your document were saved.

Click Start and choose Computer.
The Computer Dialogue box appears.
Double click the flash drive icon.

W N =

Check if Child Exploitation document is saved inside your flashdrive. Revise
on Lesson 3 if your document is not saved inside your flashdrive.

Double-click Child Exploitation document.
Your work should look like the example below:

W d9- 0= Child Exploitstion.docy - Microsoft Word =
Home Insert Page Layout References Mailings Review View PDF @ )

L EF T

&

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 fo 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 Lamofte said sex work by children aged below 18 was caused by
poverty
2 In a statement, Labour and Industrial Relations Minister Martin Aini said the
B governmentwas not leftwith the challenge to prevent child labour especially with the
™ economic boom inthe country
- He said the statistics of child labour ‘makes it crucial to plan a way forward to
= address the issue’
- The report states that about 175 sex workers interviewed were all females
o and fwo 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
E school
E Lamotte said that the ILO was working closely with trade unions, YMCA,
= education deparimentand police to draft a childlabournational policy to stop child
- labour
o He said children often looked forwork because their parents could not afford
N their needs and wants or because they came from broken homes
of He said once a child started working at the early ages of 13, 14 and 15 heor
N shewould remain poor for the rest of his or herlife
I He said there were also other means of eaming money by school-aged
B children who were not at school because they just hadto eam money fo make a
living
N Lamotte said the research was conducted in Port Moresby because of the
5 accessibility and the fact that child labourwas an issue that arose in urban areas

Ll anid ifiarhan aennn o fho o raealod andose ahoan of abildeeo ek

Page:10fl | Words: 372 | 8 BER =

&3 2 p o | wi o @ @ o)
A g

B« om 4

100% (=,

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

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

Q)j; changes to your existing document. You will also use the saving

techniques you have learned from the previous lessonto save
your work.

@

-G{]ﬁ';'r e open documents saved from different locations

Your Aims:

e identify the steps in opening a document

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.

ok~ wDbd

Open MS Word program

Click the File Menu tab.

Click Open and the Open dialogue box will appear.

The computer automatically goes to the Documents library.
Click PNG children in sex work to select the file and click Open.

——————————————————— -
- < » Libraries » D ts (i
e~/ ibraries ocuments 3 o
Organize - Mew folder : - ] (7]
(W] Microscft Word Documents library . Folder =
Templates ' esi 2 locations
Fawverites
FE Desktop Fax
& Downloads My Music
= | Pictures My Pictures
My Videos
. . Scanned Documents
Libraries
60 Chad et 5
« Documents /
_ . ] PMNG children in sex work
o Music
e=| Pictures
B videos
- \
File name: Chid expleitation » | Allwdpd Documents -
Tocls - Qpen - Cancel
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6.

9.

10.
11.

12.

The PNG children in sex work document is now open. Let us open
another document.

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

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

[ (W] Open ﬁf
YA Computer » USB DISK(G:) » v | %3 || Search USB DISK (G e
Organize New folder =~ 3 9

& Downloads a Mame . 9

. RecentPlaces

2 | Child Exploitation.docx

= Libraries

:| Documents

b 7
W
&, Local Disk (C)
= X 10
ca RECOVERY (D:)
- USE DISK (G:)
- 4 m »
File name: - All WoW)ocumenls (*.doog™x »

Teols ~ I QOpen |VI Cancel

Select the file named Child Exploitation document.
Click Open. The document should now be displayed on your screen.

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

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.
2.

Click Start button
Select Computer. The Computer window appears on your screen.
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Getting Started
|

U Mobile Pagtper
m Window: 2 Inter

| Calculator

Sticky Notes
i —53 Snipping Tool

C“ Recovery Manager
r

- 1 5
# AVG ffser Interface
»  Alfrograms
[15eafh orog ; file L
Ele - o & [™

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.
Click to close the AutoPlay dialogue

o

The USB icon will appear
when you insert your

flashdrive.

Open Child Exploitation document saved inside your flashdrive. This will

open your document.
F
@.:_/, =|= » Computer » USBDISK (G:) »
Organize « Share with « Burn MNew folder
p =

i Favorites Mame
Bl Desktop . latest
& Downloads @ Exploitation.docx >

= Recent Places 0 taebo advance.DAT

. Libraries

EE Documents
4‘- Music
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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.

Activity 1: Follow the given instructions to open a
saved 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.

D eSS ST g

(7] Child Exploitation.doc - Micios. @m"‘cr‘ﬁ’“‘h‘r*r“r%‘]
T — e 1 . ~— |

111 101 9 -1 -8t -7

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.

F e T

Microsoft Word - —- . — s

Word cannot give a document the same name as an open dooument.
,?! Type a different name for the document you want to save.
{C:\.. \PNG children in sex work.docx)

[ Show Help = ]

Lok | [Lheo |
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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.

Microsoft Word li'ﬂ

The file Child exploitation already exists.

Do you want to:

0 Replace existing fie.

() Save changes with a different name.
Il (7) Merge changes into existing file.

OK Cancel

L —

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.

2
m Insert Page Layout Ref]
= save y
| I Information a
B} save As
[ Close S ny|
Protect
Document ~
Recent
i Pre
New J 3 ﬂ Bef(
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
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] open - - -
=, [T —
@wc' EC Libraries » Documents » :l"y” Seorch Documen
Organize ~ New folder =
: ments libr
4 o Libraries Docume tS b any Arrange b
o4 Includes: 2 lecaticns
b :,:' Documents .
b fj" Music MName Date medifi
> e Pictures |, Fax 9/3/20109:2
> & Videos a My Music 7/14/2008 24
a My Pictures 6 771472009 2:
a My Videos 7/14/2009 24
= |. Scanned Docum 9/3/2010 9:2
&) Child exploitatio 42712012 3:
&) Nactus Kunan 472872012 34
" ey KINGSTON (D:) & PNG children in sexwork 1227301 7 0
) ] Quotationg—-I 12 o
B QI‘-I Network - ¢ 9
File name: * |Al Documeg

@ Open

v@v B Desktop »

Organize ~ New folder Organize » New folder g
: = — C 10
4 (W] Microsoft Word  [— == (4 Nome Date mody
| Librari -
| Templates = J 3 E D"'"B &) Child exploitation 411202
_ B -
) . ou:lmen Nactus Kunan 4/28/2012
4 3% Favorites 3 % ! o s ) PNG children in sexwork 42172012
S5t 4 ¢
B Desktop €—4=H = Pictures < -I ren in sex wo
 — Lad
e ) E e Quotatio 4/28/2012 4
[e=] Pictures ) % 9
«
) m & Homegroup 4 8
4 3 Libraries ' / q
> [ 5] Documents €——— 7 [ g 1% Computer 1
L ) i
> & Music O &, Local Disk (¢}
> | Pi | A =
> \.E] ictures LI' B - KINGSTON (D)
> [ Videos <
- N o 1
€ Network
File name: EI I . [ -
File name: | vl All Docum|

o * Computer » KINGSTON (D:) S Search KINGST!

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.

Wid9- G- Child Exploitation.docx - Microsoft Word =@ = |
Home Insert Page Layout References Mailings Review View PDF & o

# cut PO o &4 Find -
o cony ial ERMEN S ERSE AzEbCel | ABOCL AaBbCi AaBbce AAD 4aspee acsbcco & reptace
= - B
Paste - : cEP LA i i Change
€ Format Painter B 7 U -azbe x, x| A-¥-A TMNormal | WMo Spaci.. Headingl  Heading 2 Title Subtitle  Subtle Em... Hsmﬁsv s Select -
Clipboard & Font 5 Paragraph & Styles 5| Editing
E N R S W K R R R N A AR - KON K N KA F N v I = TR XIS X s - AR S T

| » [t

PNG children in sexwork
- CHILDREN are beingdriven into sex work in Papua New Guinea because of
paverty, a damning report by the Intemational Labour Organisation (ILO) said.

The report, released inthe capital yesterday, says there is child trafficking
invaolving 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 cc comprising ~
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 Lamgfie said sex work by children aged below 18 was caused by
poverty.

In a statement, Labour and Industrial Relations Minister Martin Ajni said the
govemnmentwas not left with the challenge to prevent child labour especially with the
economic boom in the country.
ics of child labour "makes it crucial to plan a way forward to

B 1413 132

B 7 16

] PNG children in sex work.doa

at about 175 sex warkers interviewed were all females
r sex workers — boys who were paid by men for sex.
f children interviewed on the street had never been to

|| lhe ILO was working closely with trade unions, YMCA,
I [ police to draft a child labour national policy to stop child

A w9

Page: 1 of 1 | W

IEEE

= aEEEAE) SECE L |

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
@ Welcome to Lesson 5 of Unit 2. In Lesson 4 you were asked to
/\%5' ~open your saved document, make changes to it and saved your

X # ¢ work again. This lesson will teach you how to view your work
'\)\' ;WQ‘ before printing it.
Your Aims:

e defines the meaning and importance of print
preview

¢ identifies the process on how to use the print
preview

e uses the 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:

o Printing unnecessary pages.

o Printing the wrong pages.

o Printing blank pages in the document.

o Printing multiple copies of the same document.

o 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:

o Saves paper.

o Saves toner or ink.

o Mistakes are immediately sighted and corrected before printing.
o 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.
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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.

@‘ = hid exploitation - Microsoft Word -._‘ =] |
Hame Insert Page Layout References Mailings Review Wiew _
= save 1
1 Print
[ save As : =
1 ’:PJ Copiest 1
; Open
~ P : Print
_T Close 1
I ry
1 .
Info H Printer
1
1 CutePDF Writer .
Recent 1 b Read
1
1 Printer Properties
New 1
! Settings
J- Print All Pages .
Save & Send : S
| Pages
1
Help 1 | Print One Sided
1
2 options 1 Print Settings .
H Preview
& et I W WERS W
1
1
1 j Partrait Crientaticn -
1
1
1 Letter
1 J 85" x1l
1
1 " L -A
—— S5PM [
- [ )%
a0 o

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.

NG chldron - ex e
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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.

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.

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

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

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

W N =

11.

12.
13.

Open MS Word and create a blank document.
Type your Name on the first line of the document.
Press Enter to go to the next paragraph.

Type the following quotations. Press the Enter key on the keyboard at the end
of each line to type the next line of quotation.

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.

Position cursor before the word “Never” in the first line of your quotation.
Press Enter to move the quotation down to the next line.

Continually press Enter until there is a noticeable distance between your name
and the first quotation.

Do the same thing for the other quotations.
Click the File Menu tab and choose Print.

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.

Spread the quotation evenly over the entire page. Use Enter, backspace
and/or delete key to adjust space between each sentences.

Preview your work again and see if the distances are even.
Do steps 9-12 until your work looks like the example on the next page.
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WiE9~- = Quotations.docx - Microsoft Ward
Home Insert Page Layout References Mailings Review View PDF
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Never give up on anybody. Miracles happen every day
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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.

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.

Begin typing the article in a new blank document.
Start by typing the title of the article 7.0 Magnitude quake hits off Lae.

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.
Use the filename Earthquake.
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.
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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.
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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.

To know what page is currently displayed.

Uses the click, hold and drag to move from page to page
To increase the view to 80%.

To display the next page.

To zoom out the display of the document.

You will click here to display the previous page

Displays the total number of pages the document has.
How many pages does this document have?

© ® N O R N

What page is currently displayed?

CHECK YOUR ANSWERS AT THE END OF TOPIC 1

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.
Wi H9- 0= Documen 15 = Microsoft Word =
Home  Insert  Pagelsyout  References  Mailings  Review  View  PDF o @
[ save
Print
Save As @ CDP‘ESIC
& Open Print Your Name
£ Close
Info Printer (6]
/7 Send To OneNote 2010
e @ Ready MNever give up on anybody. Mirscles happen every day
New Printer Properties
P '\ Print All Pages
Save & Send ||=. p‘""tmem””nmmm - Be brave. Even if you're not, pretend toibe. No.one ean tell the difference.
Pages: ®
Hel rint One Sideq
Bp B o -
@ et f;jl;(if’zj 123 "/ “Think big thoughts, but relish smal pleasures
Portrait Orientation
D ﬁf‘"‘xnh"‘ Leam to listen. Opporturity sometimes knocks very softly
E Normal Margins
Left: 254 cm  Right: 254 cm
D lpagEPerSheEI Become the most posifive and enthusias e persan you know
Page Setup
. g
a1 lof1w 4% O—0———@ 8
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Lesson 6: Printing Selected Parts

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:

N

¢ identify the process on how to print a document

e print whole document or selected parts of a
document

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:

o The number of copies to be printed
o Printer to be used to print your work
o 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.

Sends our .
work toythe @ Click up or down arrow to
printer for orint increase or _decrease the
I number of copies you want to
printing. ]
print.
Printer
.. ;}S};:: To OneMote 2010 To change
: A orimter p _ the name of
Printer Properties i
nnter Properties the prlnter
attached to
~— ? your
& Print All Pages - t
Print the entire document computer.
Pages: 6]
Printer Print One Sided -
settings Cnly print on one side of the page
applled by ' Collated -
the users to =123 123 123
the B
document Portrait Qrientation -
be_f0|_'e A .
prlntlng' 21 cmx 29.7 ¢m
Mormal Margins -
; Left: 2.54 e Right: 2.54 cm
D 1 Page Per Sheet -
N ——
Page Setup
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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.

Activity 1: Printing Multiple Page Document

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.

In the Pages window, type 1. This will print only Page 1 of your document.
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..
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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
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Practice Exercise 6

A. Write T if the answer is TRUE and F if the answer is FALSE
Documents can be printed without using Print Preview
You can print selected pages of a document.

Only a two page document can be printed

You can print multiple copies of your document.

Preview is on the right side of your print panel.

You can change the printer to another one.

N o ok w0~

You can have a hardcopy of your document without
a softcopy.

You can print many copies of the same page.

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
Your document may or may be more than a single page.
5.  Preview your work and Print all the pages of your document.

CHECK YOUR ANSWERS AT THE END OF TOPIC 1

Answers To Activity 1

Two copies of Page 1 will be printed.
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.
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Answers to Practice Exercises in Topic 1

Practice Exercise 1

Start button
Close button
Blank document
Word icon

More options

Ruler

Minimize, Maximize/Restore, and Close button
Cursor

Tab

Ribbon

False
False
False
True

o022 000N DaOrE N>

True

Practice Exercise 2

True
False
True
False
True
True
True
False
False

= © ® N o g s~ 0N 2>

0. 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.
Pictures and objects are limited to what you can draw or paste.

Practice Exercise 3

Save as
Save as
Save as
Save

Save as
Save as

Shift + S
Caps Lock
Back Space
Enter
Space Bar

False
True
True

PO 2O 2D O R ON 2>

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.

%—“:_?I » Libraries » Documents »

A

. e e—— |

= Computer Microsoft Word Decument
E7 | ocal Disk (C: uthors: kkss
e Local Disk (©) Size: 126 KB

= RECOVERY (Dx)

Date modified: 13/02/2013 10:03 PM

Organize = Share with - Burn Mew folder
¥x Favorites Documents library
B Desktop Includes: 2 locations
g Downloads Name . Date modified
%5l Recent Places
| My Videos 26/07/2012 2:33
Bl Libraries a. My Videos 14/07/2009 3:08
E [ Documents Ju Youcam 13/12/2012 8:45
: J) Music ] AtherosServiceConfig.ini 13/02/2013 8:00
é"l 5 Pictures 4| desktop.ini 26/07/2012 2:40
B¥ Videos #7 desktop.in 14/07/2009 2:54)
@._] Draft.docx 13/02/2013 10:0
@] Final Draft— *=402/2013 10:0

B DVD RW Drive (E:) &

3. On the left side of your window, click Computer. This will display the content.

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.

:
) . —
@Ov'_ » Computer » USBDISK (G:) »

Organize v Share with v Burn New folder
ﬁ’ Favorites = Name
B Desktop Ju latest
8 Downloads &) Child Exploitation.docx
%1 Recent Places 69) Exploitationdac
3 Libraries o] TaesoTdvantE U7
E] Documents L
J Music 1
&) Pictures
4 videos

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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PNG children in sex work.doox - Microsoft Word

CHILD EXPLOITATION: A growing concern in PNG

poverty, a damning report by the Intemational Labour Organisation (ILO) said.

involving parents and guardians who sell their children to clients
It classes children forced into sex work as the worst form of child labour.

of the PNG Trade Union Congress, Young Women’s Christian Association and
stakeholders.

poverty.

exactly the same but with a different name.
Close your documents.
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CHILDREN are being driven into sex work in Papua New Guinea because of

The report, released in the capital yesterday, says there is child trafficking
The report was based on findings by a joint committee compnsing members

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

In a statement, Labour and Industrial Relations Minister Martin Ajni said the

other

Open the document you saved in your flashdrive. Both documents should look

11

11
12
12
11

11
11

Practice Exercise 5
A.
1.

2. Your work should look like the example below.

Save your work as Earthquake inside the Documents Library.

Wi d9-vl- Earthquake.doc - Microsoft Word
Home | Inset  Pagelayout  References  Mailings  Review  View  PDF

=

> @
%t . v . s N A Find -
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7.0 magnitude quake hits off Lag.

A 7.0 MAGNITUDE earthquake struck off the thg northeast of PNG yesterday,
the US Geogological Survey said, but there was no stysnamj waming issued.

The quake hit at 5:13pm 141km north of L.ag 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 Waming Gentre said in
a statement

Geoscience Australia measured the quake at 6.8 magnifude 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 acfivity due to friction between tectonic plates.
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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.
= ANCAE: Earthquake.docx = Microsoft Word =
Home Insert Page Layout References Mailings Review View PDF a 0
o | @™ :
5 open orint i =
O Close 7.0 msgnitude quaba hite off Lsa
Info Printer (0]
Recent ﬂ@/ :::Jo OneNote 2010 -
New Printer Properties
Settings
md B e ©
Save & Sen Pager r ‘O
Hel Print One Sided =
a ;nm Only print on one side of the page =
& bt BB v
Portrait Orientation -
D Qfmﬂth.?(m -
[0 et astem - Zoom in or Zoom Out to change the
[F] 1rsseperses . display in the Preview panel
— [~
o] = |
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.

Reduces waste and clutter.

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.

© O N o O h W N D
MM TOE > MO @
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Practice Exercise 6
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Use the illustration below to answer the following questions.
o

Home Insert Page Layout References Mailings Review View o g

Save

Print E
Save ks @ e To increase the
d - N .
(5 Open it number of copies
e
£ Close - 3 e .
Printer ™ e AN
Info . e
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Recent ) ready document s el
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To change the type of
printer

//
B
|

Print the entire document
Save & Send

|i Print All Pages .

Pages: 6]

Help Print One Sided .
) Only print on one side of th..,

Options

||=|r— Collated
B et 1,2,3 123 123

[
Portrait Crientation r
Letter .

§5"x11"

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.
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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




GR 9 D&T-COMPUTING UNIT 2 74 TOPIC INTRODUCTION

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

Lesson 8

Lesson 9

Lesson 10

Lesson 11

Lesson 12

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

centres on applying word spacing and indentions to your paragraphs.

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

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

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

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

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

X Z
- Your Aims:
@, o identify font styles and sizes

':\L‘]Ff_: o use appropriate font styles and sizes

Y.

o recognize the importance of using appropriate
font styles and sizes

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.

Font option can be found in the Home tab
| File Inserr Fage Layour FETeTElLEs TTammgs e View PDF

SRR E
(w]| = Ry -

o Aral 12 AN A B ELEE EE Y
23 Copy
Paste B 7 U ~abe x, X* | [\~ ahr . A -

= =|=| 4+=. -
- f Format Painter = =El = Q

Clipboard F Font Font Option

EI |-2-|-]:-|-ﬁ-|-1-||- -|I-'_l,-|-l4-|-5|-|

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 size Font colour

\ 4 // . /

L

TimesNewRom = 12 * A A

Opens up the
font  dialogue

-HIL'I',,?.,. A‘ - box

Font style Fl:l ﬂt C
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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.

Font Style — are the additional style added to your text. Bold, Italic, Underline
are some examples.

Font Size — the physical size of your text and is measured in points (pt.).
9 pt., 12 pt., 14 pt.are some examples.

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.

Font B
Foot | Advanced _~] Fontstvle
Font tvoe > Font: Font style: Size:
Arial Reqular 12 \\
N
Angsana New ~| [ETE - | |3 . N Font size
AngsanalPC M Italic 9 "
Aparajita —| |Bold . 10
Arabic Typesetting Bold Italic | | 11
A . o -
Font —“|-9 Font color: Underline style: Underline colar:
Automatic EI (none) B [ Automatic |+
Effects
kethroug mall caps
|| [strkethrough [] smal
ouble strikethroug Al caps
[7] Double strikethrough [Tl
|| [7] Superseript [7] Hidden |
|
[7] subseript b
Preview

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.
2.

Open the Child Exploitation document saved on your flash drive.

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

PNG children in sex work

CHILDREN are being driven into sex work in Papua New
— by thel :onal T abour Oreanisation (ILO) sa
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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.

Wid9-0l=
Home Insert Page Layout References Mailings Review 5
]

(=C 4 Cut Vs -
el . Calibri [Je=77 A =

=3 Copy LF Lioraiia Wert —A
Paste )
- j Format Painter

| () EBrowaliaUPC wind
Clipboard [ |0. Braod SMW'?

() Calibri

— ¢} Californian FB

f} Cambria

(} Cambria Math

() Candara

(} Centaur

) Century

&} Century Gothic

F Chiller

{} Colonna MT

) Comic Sans MS }( 7

f} Consolas

} Constantia
i el 1 1

Bl

il
N
[<}]

RN TN

TR
—

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.
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Calibri (Body)

2T

@ o

- Ll
- als b
10
11
12
14
16 2
18
20
22

N
N

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 (ltalic) and U (Underline) as your Font Style. You may use one
or all of the font styles at the same time.

Mare Underlines...

ﬁ Underline Calor L

ComicSansMS ~ 30— = A" .7 A.e &
The option is selected if
\ | the icons are in colour. A -
& —
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. 2
_ =
THE =
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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.

Calibri (Body) ~ 11 ~ A’ A" | Aa~ | &, =+ =%z IE 54

B 7 U ~abe X, % | /o~ ¥~

l gl‘l‘l .
1l
[
i
]
\
“«>
I
|

Font Automatic

2 11/ Theme Colors |
H EEEDEEN
Click the down

arrow and choose

any colour from 8 I i i 2
the palette of u I I I I I H

S

Standard Colors

BO EEEENE

%2 More Colors...

[ Gradient >
3. Your work should look like the example below.

PN& children fn sex work

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 TR
Chlldren In sex WOI"k ) Home Insert Page Layout Referg

2. While the text is still Eﬁj & Cut
selected, double click the la Comy
Format Painter icon in the
Home ribbon.

Arial 12 ~| A

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

W H9- 0=
Home Insert Page Layout References Mailings Review View
el
Cut P - - )
*u Arial *12 A A | Aav B IS 4= e tEe | 4
53 Copy
Paste - 2. A ggg.:'
- Jromatf Click to display

Clipboard open the Font. \ ] / Paragrag
s N Y- D SAEFTNEE THEN

' 2 ; ; ;

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

Font a==)

Font Advanced
Font: Font style: Size:
Arial Blade 10
Arial . m & 8 Fs
Itshc s
Arial Narrow ) {3old _ IJE-J
Arial Unicode M3 BoldItalc | |11 -
Baskerville Old Face > 12
Font color: Underline style: Underline color:
(| -] [ Avomerc 7]

Effects

[ strikethrough ] small caps

[[] pouble strikethreugh [] All caps

[] Superseript [] Hidden

[] subscript

Preview

Arial Black

This is a TrueType font. This font will be used on both printer and soreen.

Set As Default | [ Text Effects... | [ ok ][ cone |
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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.

PNé& children in sex work

CHILDREN are heing 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 Lamaotte said sex waork by children aged below 18 was caused by

poverty.
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.

The report was based on findings b Synonyms » pmprising

members _of the PNG Trade Union Congre B5 Tranglate ristian_Associatio

and other stakeholders. ‘ : Right click the
The researchers interviewed about4 _2ddtwaalddians g Moresby. Pacifid mouse will

ILO director David Lamotte said sex wo children aced helow 18 caused by, displav the font

poverty. Aral  ~|12 v A AT iE SE Isplay the fon

options to format
Ally with the] your text.

' In a statement, Labour and Ind
government was not left with the challe
economic boom in the country.

tﬁqg I U g?}.é- 7
WPrevernrormuiaoourespe,

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

o

© ®© N o

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

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

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

Click OK to apply changes to your text.

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

Your work should look like the example on the next page.
Create a copy of your document in the Documents library.
Use the filename Format font exercise.

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.
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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.
1.

Circle the letter of the correct answer

Times New Roman, Arial and Comic Sans are called Font

a. Type
b. Size
C. Colour
You can choose font and font sizes using the menu.
a. File
b. Home
C. Page view
What will you use to make your text appear like THESE.
a. Italic
b. Underline
C. Bold
is the additional style added to your text.
a. Font type C. Font colour
b. Font size d. Font style
What will you use to make your text appear like THESE.
a. Italic
b. Underline
C. Bold
The physical size of your text and is measured in point are called Font
a. Type C. Colour
b. Size d. Style
Pallete of colours applied to your characters is called Font
a. Type C. Colour
b. Size d. Style
What will you use to make your text appear like THESE.
a. Italic C. Bold
b. Underline d. Strikethrough

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:

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.

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.
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4.

Every time you see the word “dréam” or “dream$” change the:

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

Every time you see the word “dr'eaming’ change the:

Font type to ; Comic Sans MS
Font style to : Bold and ltalic
Font size to : 16 pts.

Font colour to : Blue

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

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.

Print your work.

Why is it appropriate to use font style and sizes.

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

Answers to Activity 1

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

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

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.

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

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.
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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.

PNG children in sex work

R S RIS SNSRI

The researchers interviewed about 400 children living in Port
Moresby. Pacific ILO director David Jamorte said sex work by children
aged below 18 was caused By poverty.

In a statement, Labour and Industrial Relations Minister Martin
Ainisaid 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 toplana way
forward to address the issue”.

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.
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Lesson 8: Word Spacing and Indenting

@ Welcome to Lesson 8 of Unit 2. In Lesson 7 you were introduced to
mq . different formatting techniques. In this lesson you shall learn how to
jg/ # change the distance between paragraph lines of your document.

-
E , ‘]ﬁ-;-, o identify appropriate word spacing and

N indention

Your Aims:

o differentiate word spacing from 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.

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.

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

3. Keep your file open for the next exercise.
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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 'z from the left margin.

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

Nactus Kunan - Microsoft Word

Home | Inset  Pagelayout  References  Mailings  Review  View 4] @
@y o éaF‘ M
r B eaiip ‘v B o=, is, s, (EE( A ind

Caliori (Bocy) * 11 = Aim |8 a-vi-vaer 428 Aabren o
0 |G i K o Y 2 1 Lo g AaBHG Aabce | AL -

& . L %

Paste s BIU ko ¥ A, First line indent marker. G, Headng L Hesding? Egalnge Mlm'
v "L

Clipboard & Font i Paragraph i Styles fi| Edting |

[EREITRRY S Y/€F 3 RN KXY EXKNRRS ERRNRRY EXXNRRRS SIXNRRRY EIX7 XKRS KX

]
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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.

First line indent marker

/ Hanging indent marker

/\\_I\

Left indent marker

L]

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.

@' B n-yls —— Nactus Kunan - Microsoft Word EE
Home Insert Page Layout References Mailings Review View [~) @
— . HFmd'
Calibri (Bod A = . . L . %
m“ R First line special indention. i AaBbCc | 3. Replice
Pastt ! i Ch
aje d B U dex, x| ¥ AT Heading 2 T:?e § selct~
Clipboard T )e(_\ & Paragraph K Styles n| Editing
7 =\ -
EI I € Y)-\--‘2--‘1-‘-3”-\‘--4--‘|-"5-‘-|‘--6‘-‘)\--‘?-“|
[ Li:andsthathe[ camouflage itself on the tropical forest floor, a

Jt measuresabout13 cm from head to tail, according to USGS herpetologist Robert‘
Flsher “We have officially named it Nactus kunan for its stnklng colour pattern- kunan means
bumblebeemthelocal Nalilanguage,” Fisher said,

N fIt belongstoa genusof slender-toed geckos, which means these guys do not have th_e1_
padded, walk-climbing toes ke the common house gecko.” Fisher found two of the bumb!ebeegeck@j
2010 and analysed their genetics to show that the lizards were indeed new and distinctive species.

I

: The research was done in concert with scientists at the Papua New Guinea National Museum. Ithas
m been ansx'ﬁfngvearforthe lizards and amphibians in Papua New Guinea.

3. Drag the First line indent marker to the left. The first line of your
paragraph is now located in the margins area.
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4.
5.

1.
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@“ Lg a- 0| Mactus Kunan - Microsoft Word EE
Home Insert Page Layout References Mailings Review  View [A] @

Clipboard &
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% 8 Find -

[

. 23 Replace
Paste v i v 8 . . . . . i i i Change
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... the margins area. Styles G| Editing
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dsthat help'itto carﬁouflagé itselfon thetrdpical forestflzor.

It measures about13 cm from headto tail, according to USGS herpetologist Robert Fisher, “We have officiaﬂ!]
Inamed it Nactus kunan for its striking colour pattern— kunan means bumblebaein the local Nali
language,” Fishersaid.

L

It belongs to a genus of slander-toed geckos, which means these guys donot have the padded, watl-climbingtoe_j
Iike the common house gecko.” Fisher found two of the bumblebea gackosin 2010 and analysed their|

| it 4 |
geneticsto showthat the lizards were indeed new and distinctive species.

Theresearchwas donein concert with scientists at the Papua New Guinea Mational Museum. It has

Return your first line marker to its original location on the horizontal ruler.

Now, click and drag the Left indent marker 1 %2 inch or use 3 cm. from
the left margins. The selected paragraph will now be left indented.

Clipboard &~

-PE'!h<y B I U -@ex x |4 T &

Font / ] \ Paragraph ] Styles IF] Editing

v Lt T =T Cnange
i TNormal | T No Spaci Heading1 Heading 2 H Styles h Selact v

A

-

@I I KRR | 5 P AN KON RO S RN S RN Y. SO
W Left indention

New geckospeciesfound in PNG

A new species of gecko was discovered in Papua New Guinea, the US Geological Survey
announced thisweek. The gacko is adorned like a bumblebee, rasearchers say, with black-and-gold
bandsthat help it to camouflage itself on the tropical forest floor.

>E|

it measures about13 cm from head to tail, according to USGS herpetologist
Fobel‘tFisher. “We have officially named it Nactus kunan for its striking;,g,!ggf‘
pattern- kunan means bumblebee inthe local Nali language,” Fisher said. |

Applying Indents Using the Paragraph dialogue box

Select paragraphs 4 and 5.

Click the display Paragraph dialogue box icon.

Type 2.54 cm in the Right indention.

In the Special indention, choose Hanging.

Type 2.54 cm in the By: window.

Paragraph EE 1

Indents and Spading | Line and Page Breaks |

General

awert: [t

Taash

Qutiine level: |Bod
Indentation
Left: 0an
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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.
2 M wag e
Pa'ste o B U-dex, ¥ |A-¥-A- E EE= | & || rNomal |TNoSpaci. Headingl  Heading 2 #Et';?g?f N\ select+
Qipboard & NG P : . . . syl n| Edii
e A N 1 First line indention |- =L
L] o J€—— Iocated text area. T
) v found two of t r genaticsto show -
that thelizards :
m :Theresearchwasdoneinconcertwithscientgtﬁt_thEPapmNmGuineaNgtmll‘;'luseum.lt'h?sj
' bean an exiting yearfor the lizards and amphibians in Papua New Guinea. ‘
LEarlier this year, researchers discoverad atiny frogin Papuz Naw Guinea, which is the smallast knowrnJ ’7

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

—r ’ ; TDUGT oooue T T E&RENECE
ey BT dex X QA [ & B || Mol Whosp Hetng! Hedng? {008t o

Styles
(lpboard f Font h Paragraph ki Sty\ef\ f| Editing
= 1 =
| @& e e
' ff  Rightindent ysed their gendgs toMow -

that thelizards were indeed new and distinctive species,
" The research was done n concert withscentists t the Papuz New Guinea National Museum, It:

has been an exiting year forthe izards and amphibians in PapuaNew Guinea.

arler this year, researchers dicovered atiny fog in Papua New Guines, which s the smallest
—_ i
known vertebrate species on Earth,

‘ |

9. Save your work as Nactus Kunan Indention.
10. Print your work.

11.  Your work should look like the example below.
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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 {ail, 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 belong 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 concert 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.

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

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

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. | 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.
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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.

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.

3
Arial ~l12 ~| A" A7 | Aa- Cj_ 4

B 7 U -abe x. X | A~ - A
Font m
3 2 1 i T 2 1M

Click to display Font /

Dialogue box.

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.

Font =
Advanced

Character Spadng

Scale: |iﬂﬂ"§ |Z|
) [ Spadng: |Ex|:landed |T| By: |5 pt I-i-il]
—
! [[] kerning for fonts: Points and above
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8.
9.

10.

11.
12.

Select Paragrahs 4 and 5.
Click the down arrow in the Spacing option and choose Condensed .

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

[ Font =)

Font Advanced

Character Spadng

Scale: i00%%

Iy [Sjacing: Condensed IZl By: |5 pt I-i-”]
! Position: By:
ll [ kerning for fonts: Points and above

Your work should look like the example below.

Save your work as Nactus Kunan word spacing.

New gecko species foundin PNG

A new species of gecko was discovered inPapua New Guinea, the US Geological Survey announced this wesk. The gecko is adomed like
a bumblebee, researchers say, with black-and-gold bands that help itto camouflage itself on the tropical forest floor

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

Open a new Word document and type in the text in the box below:

| Love
Papua New Guinea

Use the following formatting to change the appearance of your text:

Font : Broadway

Font size : 48 pts.

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.

Save your work as PNG Poster.

PNG Poster.docx - Microsoft Word L
r

- - 7935".‘1-
IR AaBbCcD¢ | AaBbCcDc AaBbCi AaBbCc AaB AaBbCc. AaBbCcD: | % 2, Replace
O e 1 Norm Y

... |=| Change
al | fNoSpaci.. Headingl Heading 2 Twle  Subtitie  Subtle Em. =] Soange | seiect>

ssssssssssssss

FEER Sy s |

H B e v«

 E—— ]

PapuaNew Cuinea
|
r"lgeziovl | words:s | S | Bz 2 = 100% Q) @
& AEIREEC] capa0 Aol
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
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(1)

(2)

()

(4)

L

L

l

()

(6)

(7)

(8)

.

L

v

L

B

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

© N o O

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

Deifckif ilfi dkfid, difilkifklif keifdifkoif diidifelkifel dKIfiit dkbioklifldififdifif ki ficlf
Fiflkif Ikcliflcifkelif AkGOififeif dkIFidifsif dkGOIUFdf Fokfi OKifdif KIdRdifkldifkaliff keifkdfkelf
fpeirneoira sirusiurkdifkldifldkif Ikcifkdifkdifkldif kdifkldifkdf dkikdif dkifdkfi

Dekidifkdlkf stk dkfakifdklf 1dbfldifa kb IkE 1akfldkfkf kdfdkfifdlkf
Usedfeedicfldlsief Lalkfelllcidllch 1 kfl b |dfdkfl dkfeoirpeoimdfiaosirfla; ldkdlk

Deifdkif idfi ki difdkifkldif kdifdifkdif difidifokifd dkifidif difidklifldififdifif fikidfidlfi ldkifdifclkif lkdifidifiedif
alifidififelif dklficifesif dkfidiflifclif ifdlf dkifdif kldfidifkiditkdliff kelifkfikdif kdifoeirneoira situsiurkdifkldifldkif
Ikedifkelifkelifkldif Ikdifkldifkdf difikeif dkifdki

Paragraph 1:
Paragraph 2:
Paragraph 3:
Paragraph 4:
Paragraph 5:

Paragraph 6:

(b)
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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.

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 Iletter
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 mv life.”

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

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

Paragraph 1

Left: 0 inch
Paragraph 2| pight: 0 'inch

Special: 1 inch (Hanging)

Left: 1 inch
Paragraph 3| pight: 1 inch

Left: -0.5inch

Paragraph 4 | Right: ~ -0.5 inch

Special: 1 inch (First line)




GR 9 D&T-COMPUTING UNIT 2 99 TOPIC 2 LESSON 8
3. Type your name.
4. Save your work as Steve Job Story 1

5. Print your work.

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

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.
Wi EH9-0I= Micheal Smith - Microsoft Word =
Home Insert Page Layout References Mailings Review View PDF & e
& i rial 2 A A A B E- - [EE( AaBbCel | ABbC AaBbCi AaBbCc || A aa:::ace
Paste o | B J U vabe x, | [Ar WA TNarmal || 1No Spaci.. Headingl  Heading2 || Change | ;:c Cect v
H Indenting the = Cregen - Indention is used [*—
E . |‘1-|‘ﬁ‘|‘l‘II-Z‘II‘J‘I-I4-\-5“\-6-I\'T'I"S'\'?'I'IOI'I'll"I'IZ'II'll‘I‘1I4‘ .
] text gives here to show 5
emphasis to Micheal Smith emphasize the
1234 Boroke -
the . National Capital Distnct, PNG date'
Educational 3235687 l‘l
information, Mig
\s
Lary School =
0 Boroko NCD
Primary School SY 2003 - 2014
P.0. Box 9684 Boroko NCD
Work Experience
Bomka Food December — January 2012 |
Cashier
Achievements

List academic and other achievements

Activities

List volunteer experence, 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

17+ 116 1150 1 d4 1 o131 12 1Al 110 109 B 1Pl Bl

“ 0 w4

List computer, language or other personal skills here
Page: 1011 | wordsio1 | < | [EmR=z= sox 0@

@ 2= o & W 50 o

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.
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Lesson 9: Margins and Line Spacing

@ Welcome to Lesson 9 of Unit 2. In Lesson 8 you leaned how to use
/ixq: ~, _ word spacing and indention. In this lesson you will learn to change
>) ;gf/ # the default Page setup and Line space setting.
\ &
\/ — Your Aims:
e identify the differences between margins and
line spacing

e use the appropriate margins and line spacing

e identify the importance of using 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.

w

Click Orientation in the Page Layout option.

e

Choose Landscape from the drop down menu.
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wWid9- 0l

Home Insert Page Layout éﬁ?e_reE Mailings Review

*,:_=.,' Breaks - :
’ Fe
3 | #tine Numbers+

5 o i Water
- be Hyphenation = -

Ef
Themes T ip r H
F'on‘.rait
21 11 -2 -1 314

- Landscape
<« 4

5. Click the Size option and choose A4 in the drop down menu.

CTEERECIE I
Home Insert Page Layout References

j B Colors - @ E 1 | Click to display types of
- T aper size.
Themes Fonts Margins Orientation Columns p p
[O] Effect: ;
- ects ™ - - -
Themes | Letter ]

21,59 em x 27.94 cm 3

,_EJ |-2-|-1-|-

Tabloid
2794 em %4318 cm

Legal
21.59 cm x35.56 cm

Executive CieS f

18.41 cm x 2667 cm

A3
29.7 cmx 42 cm Pf ge(

. ced th
~| Choose A4. ﬂ S 'and-g

B4 (JIS)
25,7 cmx 36.4 cm

Do O Ooprsut

B5 UIS)
w2zemx2s7em JUt 13

N |

Envelope #10 /e Ofﬂ

10dacme2ddsem |

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

W Hd9- 0=

Home nsert age Layout References Mailings
B colorf~ @ 3 Iﬁ =, Breaks ~
- Fontq~ #5) Line Numbers

Themes Margins| Orienjfation  Size  Columns

- @ Effects =’ - - bE~ Hyphenation
Themes 7 Last Custom Setting
m T - Top: 15em Bottom: 1.5 cm —
L= 3 Left: 249 cm  Right: 249 cm ——

Top:  127em sowems127em 2CI§ | The following options are
o LAem Ree nAen - templates with fixed set of

#’:?erat;“ cm Bottom: 2.54 cm Of margins.

Left: 191¢m Right 191 cm ced

= Normal
g Top: 254 cm  Bottom: 2.54 cm
- Left: 254 cm Right: 254 cm
— MNarrow
[E==|

Wide —an
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7. Your work should look like the example below.

TOPIC 2 LESSON 9

Wi d9- 6= Nactus Kunan.docx = Micrasoft Word =
Home  Insert | Pagelayout | References  Mailings  Review  View  PDF & @
[ colors - by = =] Breaks + N Indent Spacing = |2 Align -
[A]Fonts - E ]D % $3 Line Numbers ~ : loem : DJ E‘ I8 Group -
Themes Margins Orientation Size Columns =~ Watermark Page  Page | Position wrap  Bring Send  Selection .
~  [O]ereas - - - - ~ ¥ Hyphenation v Color~ Borders | S Right: 0cm H +  Text~ Forward~ Backward~ Pane ik Rotate ™
Themes Page Setup n Page Background Paragraph 5 Arrange
I NS AR W KO KN NRN-EN RN SR KK KRR KRS TR RS AT TR MRS MRS SRS NS MRS TRF TR Y CHRF TR TRF M. S RE TN
[] 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 adomed E
- like a bumblebee, researchers say, with black-and-gold bands that help it to camouflage itself on the tropical forest floor.
N It measures about 13 cm from head o tail, according to USGS herpetologist Rebert Fisher, “We have officially name it Nagtus Kunan from
T its striking colour pattem — kunan means bumblebee in the local Nali language,” Fisher said.
N “It belongs to a genus of slender-toed geckos, which means these guys do not have the padded, wall- climbing toes like the common
N house gecko.” Fisher found two of the bumblebee geckos in 2010 and analysed their genetics to show that the lizard were indeed new
b and distinctive species.
2| The research was done in consent with scientists at the Papua New Guinea National Museum. It has been an exciting year for the lizards
N and amphibians in Papua New Guinea
B Earlier this year, researchers discovered a tiny frog in Papua New Guinea, which is the smallest known vertebrate species on Earth.
? EY
B o
= £
Page:1of1 | Words:184 | <X | ‘EEIE& z = w00% (0——U—®
\ 7] 247 PM
[ERe =0 < (@] B b
B. Changing Page Setup using Page Layout tab
1. Click the Page Setup dialogue box icon.
WiHd9-0l- .
Click to open the Page
Home Insert Page Layo P v
gelayal Setup. ..dialogue box
A n Colars = 3 - _h'
ol l | . A
3L B

Fonts =

Themes Margins Orientation Size Columns
- [O]efets = . . .
Themes Page Setup
T ¥ 1T “FL 1 R 1
(i | T

The Page Setup dialogue box will appear.

F
Page Setup M
Margins | Paper ILaw:I.lt !
Margins
e 1=
Top: |254am | Bottom: 2.54am
Left: : 1.9an
Gutter: 0an k|  Gutter position: Left |:|
Ul
Orientation
A
A {
Portrait Landscape
Pages
P
[
Preview
Y |
R
L]
Ao to: [Whoke doosment 7]
Set As Default Lok ][ cance |
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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”.
ge Setup )
Use arrow keys up or down to [ fp——————— |
change margins. Type directly inside to
change margins.
Margins
Top: |1.5' g Eottom:

L3

Left: 15" = might | B
" | I"I it 'l |
Gutter: 0 cm | Gutter position: _Leﬁ: E
L]
4. If your computer measures in cm (centimeters) your computer will

convert the inch value to centimeters.

Page Setup M

Margins | Paper | Layout ‘

Maragins

Tep: Bottom: :i.ﬁlﬂ'n '%'
Left: 381an [ might 381an |
Gutter:  |0am ~ Guiter posibon:  |Left E|

5. Change the Orientation to Portrait by clicking on Portrait.
Page Setup M

Margins | Paper |La\roul ‘

Margins
Top: 38tan [ Bottom: 381an [
leftt  [381on [ Rioht 381an &
Gutter: Dam -% Gutter position: :l.e& E
l( Orientation

Portrait Landscape

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.
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TOPIC 2 LESSON 9

Page Setup

-9 [ |

Paper tab

display option.

| Click down arrow to

Click OK to apply changes to your document.

Save your work as Nactus Kunan Page Setup.

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

Home

Inset  Pagelayout  References  Mailings  Review  View

PDF

Nactus Kunan.doox - Microsoft Word

Wil - o=
| File
E sz X

1313 14 151 6 i 7 181

D I T PO V. O T I G il

=

16+ 1151 L4 113012 0l g0 19

New gecko species foundin PNG

A new species of geckowas discovered in Papua New Guinea, the US
Geological Survey announced this week. The gecko is adomed 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, accerding to USGS
herpetologist Robert Fisher, “We have officially name it Nactus

from its striking colour pattem — kunan means bumblebee in the local
MNali 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

)y [ ©

“« o w4

efe =0

;ag::lofl | Wordsi184 | <3 |

[Eumszs 8% O 0D

s (]

= @b Ah ;@

Margins

Orientation

Activity 1:

Change the Page Layout of your document as follows:
Wide

Landscape

Changing the Page Layout of the Document

Open Child Exploitation document saved inside your flashdrive.
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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.

W L . - s
Click to open the
Home Insert Page Layout References Mailings Paragraph dialogue box.
= : t » v A . i 'y
& Arial Black 10 * A A | Aav -'/ e %
B p 7 u| Line and Paragraph

J Format Painter =| Spacing
Clipboard Font

)

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

L O O, S S A T S O S S I A I KO (I

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.
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Paragraph il N M
Indents and Spadng | Line and Page Breaks |
General
Alignment: Left

Qutline level: |Body Text

Indentation

(e ] [setasosout] [ox ] [oconcd ]
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.

D¢ satl st TTX of it temtmad s e vt b s b & o,

PNG children in sex work
—mﬁn

1RIARANSIRLLA AN QB AEAtCL QLRI P " 4 e

o fiamecn sast s e $.20 mas meebing dlnads ot rads st YLLK akmmacioe Sspantnnt and pliin & dosl
MRS AN LK CABIIS IS SHerss,

SRt & itttk et pelig & atnt il kome.
e Foatie. Pt snst it sl okt e ek beomssn et pmects ool et oot chts st e mets o biranan oy
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He said if urban arecs in the city revealed serious abuse of
children through child labour, it can be said that such is

experienced throughout other centres”,

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.

What kind of dreamer are you?

Are you dreamfng your life away or are you using your ireams to get the most
out of life? Cur dreams tell us whatis neededto restore a balance in ourlives; to

become whole, not perfect. Dream:’ng itself can slowly change our attitudes. Over

a long period of time, a personal pattern becomes clearer and these dream-patterns
can give us insightintoc the neglected parts of curselves.

Every dlream 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
innerlives, 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 dlreams fourtimes each night. Researchers

have discovered that people who normally cannot remember dream.«'ng are able

to recall Hreams if they are woken during those periods of sleep that are
accompanied by rapid eye movement (called REM sleep).

Almost anything can stimulate dream.r'ng', especially unusual events that take
place during the evening — but remember that a regularintake of alcohol depresses
REM sleep and may deprive you of essential lream periods.

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.
Paragraph li‘é
Indents and Spadng [ Line and Page Breaks ‘
General
Alignment: Left n
Qutline level:
|| | Indentation
Left: 0 an H Spedial: By:
|| Rt [oam H |tnone) [=] | B
/ I
k Line spadng: At: |
I Single i [%]
) en paragraphs of the same style
Preview
o |
[ mbs.. ]| [setmspefaur| [ ok ][ cancel
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What kind of dreamer are you?

Are you a’reaming your life away or are you using your fireams to get the most
out of life? Our Hreams tell us whatis needed to restore a balance in ourlives; to
become whole, not perfect. Dreamf'ng itself can slowly change our attitudes. Over

a long period of time, a personal pattern becomes clearer and these tiream-patterns
can give us insightinto the neglected parts of ourselves.

Every iream 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
innerlives, akin to intuition, fantasy imagination and those innerurges, desires and
needs of which we may only vaguely aware.

It is said that, on average, everybody flreams fourtimes each night. Researchers
have discovered that people who normally cannot remember dreamf'ng 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 a"reamfng', 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 ream periods.

Activity 2: Change the Line and Paragraph Spacing in a

Document
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.

@‘ Ho-U= My CVv2 - Microsoft Word

| Home | Insert Page Layout References Mailings Review View & e

% B4 Find ~
paBbCcD AaBbCecl AaBbCcl AaBbC

- 2c Replace

= | t=- - LN i i | Change
= | = Q iy NBusiness.. TMNormal MNoSpac.. Headingl - Styles » [}SE\Ect'

Stylas Irl Editing |

W
F o CalibrifBodyl - 14 - A A7 | Aav B, = .=

=)

Paste 2 | 2 . 3bF . .| =

we (B2 (@ x o A w-A- =

Clipboard Font I?.| Paragraph

\ Show paragraph mark
and other hidden
formatting symbol.

[ v[@h

Your Name€
Street Address{
City, State, Zip Code
Phone Number{
Email addressq
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3.
4.

6.

Select all the paragraphs.

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

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.

Spading
Before: Auto 5 L(I'_iespau'ig }t:
After: Auto [ Exactly [=] [p2et =
[ pon't add space between paragr ?‘;ﬂ:ﬁ \ :
Double Click the arrow
Prev: At least to change the
; line spacing.
|Multiple |
o Nams /
[ Tabs.. | [setaspefout] [ ok ][ canca |

Open the paragraph dialogue box and locate the Spacing option.

(| spacing
Before: opt o Line spading: At:
aer: [ept B [snge  [][ H

[7] Don't add space between paragraphs of the same style

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.

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

1]!-_

L4




GR 9 D&T-COMPUTING UNIT 2 110 TOPIC 2 LESSON 9

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 humbered 1-7 in the spaces provided below.
1 2 3 4 6 7
| E—
* b= A |
— [’bl ID E =
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.
2.

of each day.

Type your Name on the document.

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

Use tab stops to centre the tab stops so that the text will be at the center

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

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.
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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 I
i Page Setup &lﬂ
C. Paper size [rore | Foer T Tiarout ]
Paper size:
etter  [~] C
) Weth:
) Height: |21.59am
A fup /4 i Paper source
g"]g pm LaﬂJ/ Eirst page: Cther pages:
( Margins
Top 5.08 am |  Bottom: 5.08 cm =
Lok one
0an I-i-l Gutter position: Left ﬂ
Orientation
4\ B
I TH
Portrait  Landscape
Pages
Multiple pages: |Norma] B =
Preview
Apply to: |U|mndedommant B
Set As Default [ o ][Canr_el]l
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.
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Micheal Smith

1234 Boroko

National Capital District, PNG
323-5687
Micheal.smith@yahoo.com

Education
Kilakila Secondary School SY 2012- 2015
P.O. Box 3990 Boroko NCD

Babaroko Primary School SY 2003 - 2014
P.O. Box 9684 Boroko NCD

Work Experience
Boroko Food December — January 2012
Cashier

Achievements

List academic and other achievements

Activities

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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Lesson 10: Changing Case and Justifying Text

@ Welcome to Lesson 10 of Unit 2. In Lesson 9 you learned how to

Qq adjust margins, change paper size, orientation. You have also
/_ o~ A -~ . . . .

>\ # # applied line spacing to your paragraphs. In this lesson you shall
\)ﬂjj learn how to change text case and justify text.

Your Aims:

o differentiate between changing case to
justifying text

o demonstrate how to change case

o demonstrate how to justify text

o identifies the importance of 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.

Centre Right

=]

Left e —

Justified

AN

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.
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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.
Paragraph Alignment
Paragraph 1 -3 Center
Paragraph 4 - 6 Justify
Paragraph 7 - 9 Right
5. Use the example below as a guide.

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 Nalj language,” Fisher said

“It belong 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 geckosin 2010 and analysed their genetics to show that the lizard were
indeed new and distinctive species.

The research was done in concert 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 frogin Papua New Guinea, which is the smallest known
vertebrate species on Earth.

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

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

Activity 1: Changing Paragraph Alignment of Text

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.
FONT TYPE | FONT FONT STYLE FONT COLOR
SIZE
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
3. Select your name and address.
4. Click the Paragraph Dialogue box icon. The dialogue box appears.
- o — o — [ Paragraph
p| 1=~ 523 =T | EE EE | %'L 1 dialogue
box icon.
L == = = _ - DT -
=_ = = =" | Q i

Paragraph (P

4

In the Alignment option, click the down arrow.

o

Choose Centered and click OK.

F e =
Paragraph P I &Iﬁ]

Indents and Spadng | Line and Page Breaks |

General I

Alignm

Qutlifie level:

Indentation

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

Wid9-uvls
Home Insert Pane lavnut References /Mawngs Review Vie
%q Change  Case W()% i= - 1= -
Eaq 1con. —
Pasts x, &g:.lv Sentence case. =

aste ,
~ < Format Painter | =
Clipboard ) | Font lowercase 'arg

[z  UPPERCASE

| Capitalize Each Word

tOGGLE cASE e

-]

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.
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Changing case of word text

1.
2.

Open MS word.

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.

Papua new guinea

Select the phrase “Papua new guinea”.

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

papua new guinea

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

PAPUA NEW GUINEA

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.

Papua Mew Guinea

. 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.

pAPUA NEW gUINEA|
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Activity 2: Changing Case of Word Text

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.

Micheal Smith<—| Uprercase
1234 Boroko
National Capital District, PNG
323-5687
lowercase ——>Micheal.smith@yahoo.com

Education
Kilakila Secondary School SY 2012 - 2015
P.0. Box 3990 Boroko NCD
Babaroko Primary School SY 2003 - 2014

P.O. Box 9684 Boroko NCD

Sentence case

Work Experience <——
Boroko Food December - January 2012

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

ALIGNMENT

Justify
Centre
Left

Right

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

A B Cc D

E|= = =

SHORTCUT

ICONS

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

Page Layout References Mailings Review View
| D DY, U O SR D DD DN DR Y DO Y T DR, Xy 11 |
| p— T T T 0 T 0 T T T T
1 % JAMES KILAGI
P.O. Box 1265, .Bamka NCO
prd
May29,2012 <€ 3
MR. KEVINLIU
Manager
2 — iy Textie Comp
D
Objective: Ta acquire a position as [Position] b 4
Rear[RecipientName}
| amwriting in response to your advertisernent in The Kungdy newspaperas a
Sewing Machine aperstor. After reading your job deseription, | am < 5
confidentthat my skills and my passion fortechnology are & perfect
match far this pasttion.
| would bring to your company a broad range of skills, including:
Pattem making
Use of high speed sewing machine
Loga embroidery using sewing machine
| woukd wekame the oppartunity to further discuss this pasition with you. if
you have questons orwould like ta schedule aninterview, please cortect me by < 6
phane at 896-7635 ar by e-mail at jkilagi@hotmail.com. | have enclosed my
resure for your review, and | look forwsrd to hearing from you |
Sincerely,
— James Kiagi
Applicant
—
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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, ltalic, 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

Right tab

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
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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.

Micheal Smith
1234 Boroko
National Capital District, PNG
323-5687
Micheal.smith@vahoo.com

Education
Kilakila Secondary School SY 2012 - 2015
P.O. Box 3990 Boroko NCD
Babaroko Primary School SY 2003 - 2014

P.O. Box 9684 Boroko NCD

Work Experience

Boroko Food December - January 2012

Daaled

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.

MICHEAL SMITH
1234 Boroko
National Capital District, NCD
323-5687

micheal. smith@yahoo.com

Education
Kila Kila Secondary School SY 2012 -2015
P.O. Box 3990 Borgko NCD
Bavaroke Primary School SY 2013 - 2014

P.O. Box 9684 Boroko NCD

Work experience
Borgko Food December - January 2012
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Lesson 11: Selecting Page Orientation

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
e 4, & purpose. In this lesson, you will learn how to change the Page
)ﬁﬁ; setup options of an existing document and see how it affects the
\'/, ’ appearance of your document.

Your Aims:

e define and determine page orientation

- ‘]ﬁ?’ e use appropriate page orientation

¢ identify the importance of using the appropriate
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.

[E' H - 9= calendar - Microsoft Worg
Home Insert Page Layout Refarences Mailings Feewiew View

Aa1 HColon' | Mty j '=__'|Br=alu.' | j ‘K‘}q hj Indent 5p)
...... A __ | a
[A]Fants ~ s = ' A Line Mumbers - = Left 07 i
Themes — Margins Orientation  Size  Columns . Watermark Page  Page e o . <! wd
- Eff:d.s' - - - - b Myphenation = - Color~ Borders == Right @ - 43
Theme Fage Setup a Page Background Faragraph

(T 1 288 { S O RN KWK K ' . S SO I |

= - \

|

Left & right marg

n

Top margin is smaller

than the top margin. 2 0 1 !
{

July

: SUN MON TUE WED
- THU FRI SAT
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Change the Orientation to Landscape. Observe how the left and right

margins are wider than the top and bottom.

calendar = Microsoft Word S ——— o
View )
[ cotors + O [ indent spacing 3
[&]Fonts - ﬂ J 3= Left: 0" | 42 Before: 0pt
Themes argins Orientation  Size  Columns Watermark Page  Page Hlea | position wiso  8ring
- [O)ettects ~ . - Color+ Borders 53 Right: 07 S 12 after 10pt T
Themes age Setu Page Background Paragraph
“
q
. Left and right margins
N\ b |
SUN MON TUE WED THU FRI SATi
1 2 3 4 5 6 Z 4
8 9 10 1 12 12 1
15 16 17 12 19 20 2
:
5
Page:10f2 | Words:40 | ¢J | IBlEg 2= 5% (=) 0 @)
@_” CIRARCH W [ il Il klop et

6/26/2012

o

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.

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

Activity 1: Change the Page Set-up of a Document

Draw a margin in an A4 size paper.

Make sure that the orientation is Portrait.

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

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.
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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.
4.

Change the document alignment to Right align.

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

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

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.

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

@“ d9-0l= HAPPY BIRTHDAY - Microsoft Word EE

Home ‘ Insert  Pagelayout  References  Mailings  Review  View ~ @

Hn_j iz:;y Informal Romar * 40+ A & | Aav | B - = (40 nabcebe AaBhCi AaBbCc Aa]j AaBbCe, AoBbCeDl | % ?:::a;e
Pij“ 3metpmm‘ B 7 U-dex, x| WA - i ‘ Mormal |7 Mo Spaci.. Headingl Heading 2 Title Subtitle  Subtle Em.. |2 g:j:sﬂf gsmm‘

Clipboard & Fant & aragra) & Styles 5| Editing
SRR SR X AN RRKE Y ) AR s A s o Ot Iy T
= ' ‘ "

Imagine a line at the FHDPY BIRTADAY!!
center of your document. FATPY BIRTHBAY!
Us.e the rul.er as gwde. HAppy BJRIHDAy,’.’
Adjust font size when your
theﬁ goes begond thetother HADDY IR DAV
r ment. . )
&l of your docume TALPY BIRTHDASY i
TIHPPY BIRTHRAYN
HAPP Y BIRTHDA Y
HoAPPY TIRTHDAY!!
HAPDY BIRTHDAY!
HAPPY BIRTHDAY!!
_ | 1 .
Page:1of2 | Words:32 | <5 | \@Eﬁa EE e% (O—0——®

513PM | |

SO o L

ElLEnwE

On page 2 of your document, type your message.

Apply font, font size, color, alignment, line spacing and indetion to your
text. Use the example at the next page as your guide.
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Jaly 23, 2012

On your very special day let
me express my appreciation for
all the love and care you have
given me.

And for the best Mom in the world.

A thousand
|“}[ ugs and Kisses”
Especially for you!!!

Yoar loving child,

[Write your name]

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

TOPIC 2 LESSON 11

Laf: 1 inch or 2.54 cm

Top: 2inch or 5.08 cm

PORTRAIT ORIENTATION

w2 pS'g Jo youi L wbng

Bottom: 2 inch or 5.08 cm

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

Portrait to Landscape
Orientation.

Left: 2 inch or 5.08 cm

Top: 1inch or 2.54 cm

LANDSCAPE ORIENTATION

Top: 1inch or 2.54 cm

wo g0'g Jo yaur g ubry
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Lesson 12: Setting Tabs, Headers, Footers & Pagination

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:

e identify and define tabs, headers, footers
and pagination.

' ‘]ﬁ; e set tabs, headers, footers and pagination.

e recognize the importance of setting tabs,
headers, footers and 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. E

h__|__| b
Paste +# B 7 U ~abe x,

/Cﬂbs\nar-:l E) Font

=3
|E 1 il i i ] 1 1 .P_:l 1 1 1
\ E Tab Selector =

| s

4. Click the tab selector repeatedly and watch how the symbolson the selector

changes. Continue clicking until it returns to the default selector. E
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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.

Haome | Thaen Fage Layout RefMgs Teview Tew g () w
BN el EE Loy HFind -
p_TJ] > A.;I Tab stop selector g s é 8Bl Show/Hide icon | Zirepice
aste EEEE E A TNormal  TNo § Iy select -
mrd / Font | Paragraph I | Styles u|  Edting |
[ N N N O T N I R T B S N A &
(@fTabkey""""""
: markings
i <&—{ End of Paragraph
i AT[ONAL-BACKGROU =
. niversity of-Papua New Guinea2011-Present{
. =~ KilaKila-SecondarySchopl2007—-2010]
- N ngm-Pﬁmary-Sch (. ) Spacebar
- 1
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.
=r = A - o
-
/ﬂ'rpk@ard P Font
™ T
\ v Left Tab Selector =
I
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.

P = el e B LR B == v T Shlese | G select~
Clipboard a Font 1 Paragraph [F] Styles 1 Editing

(o T e R B R X R S R B

N

\

p—

‘i

g

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

i 1
] EDUCAT[Oh{AL BACKGROUND
IUniversity of Papua New Guinea 2011- Present

1

. \Kila Kila Secondary School 2007 — 2010
N :ﬂaaamkgpﬁmaw School 1999 - 2006
: \'4

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

d <—— Right Tab

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.

— T e
Clipboard 1 | Font M| Paragraph | Styles n| Editing |

i"‘l"'E"'"‘L"'I"'l"‘l"'l"'"‘4"'I"'5"‘I"'"'H\"‘?"'l

]
r=n A -
i |

|

|

|

|

|

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

7l EDUCATIONAL BACKGROUND

University of Papua New Guinea 2011- Preseni
. Kila Kila Secondary School 2007 -2010
i Babaroko Primary School 1999—2006:

A4

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

Center Tab

AN

4

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.
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17.  Your work should look like the example below.
Clipboard | Font | Paragraph | Styles H|  Editing | ]
ERENRREY RN EERS RN R KRN REES CERN KRR KRR RREE SRR KRN SR SR KRR
< N
~ P
B EDUCATIONAL BACKGRQUND
. University of Papua New Guinea 2011- Present
: Kila Kila Secendary School 2007 - 2010
- Bahamke Pnmary School 1869 - 2006
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.

2.

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

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

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

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

Save your work as Tab Practice.

Activity 1: Apply tabs to document using paragraph dialogue
box.

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
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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.
E—— B==)
Zoom to
© 200% ) Page width © Many pages:
9 100% © Text width
Q5% () Whole page ,
Percent: [100% 3]
| Preview
' AaBbCcDAEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
: —— AaBbCcDAEeXxYyZz ||
[ oK ]’ Cancel
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 247 247
Paragraph 1 (Header & Paragraph) 2.3 2.3
Paragraph 2 (Header & Paragraph) 2’ 2’
Paragraph 3 (Header & Paragraph) 2’ 2’
Paragraph 4 (Paragraph only) .57 1.5”
Paragraph 5 (Paragraph only) 1.57 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.

2.

D

Open your Word Tree document. Return your document view to 100% if need
be.

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

Word Tree.doox - Microsoft Word

BE BN

Pge Layout Review View

D EHRPRd L € |

References Mailings

|

ge Table | Picture Clnp Shapes SmartArt Chart Screenshol Hyperlink Bookmark Cross- rcf.-.r ce Headcr Footer Page
pak e Art - o Numbgr'
Tables Nlustrations Links Header & Footer

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.

/\
wikH9-ol= Word Tree.doex - Microsoft Word AT EnTs
Home Insert Page Layout References Mailings Review View P Design )
i B 5 BEREE OEID D e o iee B3
T b | e Pt " G| 2 e ko evous | B howDocument e 4 | iy
Header & Footer | Insert | Navigation | Options | tion Close |
¥ -1-1-5-1‘1- 2131 4" 'E'I'(z'l‘?'\'_{'I‘S'I'l‘)‘\'ll'l'lZ'I‘ll‘I'l4}W{\'IT'I'18'
9
fivetes ] €— 5
[eader | e T

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.

Footer | e ]
Tree 1
9. Click Close Header and Footer or click anywhere in the documment area.
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10.

11.

12.

Position your cursor to the last part of the paragraph. Press enter until you
create a two page document.

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.

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.

2
3.
4

Double click the Footer of your document.

Highlight the page number and press Delete.

Insert the Page number again. Go the the Header section.
Click the Pages Number and choose Top of Page.

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

| Navigation | CITl:ons

T I'a)

Plain Number 2 I%

Il

b AL

Plain Number 3

| Scroll down to l .
rage display all the page
Acent]  gptions.

i
:'h Save Selection as Page Number (Bottom)
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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.

Activity 2: Insert Header,Footer and Pagination in a
Document

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

Fonts Alignment Line and Paragraph
Spacing
Title Use your | Centre 1.5pt Line Spacing
own style | alignment

Introduction
Sub-topic Justified
Paragraphs

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

—
(WiH 9~ 0l - . Tree - Microsaft Word =
Home  Inset  Pagelayout  References  Mailings  Review | View o @

& @B &BEE RUSr™ g 58 =

B @3 ruro Pages
print [Full Screen Web Outline Draft 100% Amange Split Switch | Macros
Layout | Readin: & Page widtn Al A4 Reset Window Position | windows - | v

Do 5 Zoom Windaw Macros
[d — T I R S R S R N R S R S B S S A
! f : : ; : ; 3 ; : ; > : :

Ruler [} View Side by Side
Gridlines B! Synchranous Serolling

Zaom New
Navigation Pane Window

Shaw

2

TOP 10 REASONS WHY TREES ARE
VALUEABLE AND IMPORTANT

| T

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

TREES PRODUCE OXYGEN

Let’s face it; we would| not exist as we do it there were no
trees. A mature leafy txee produces as much oxygen in a season
as 10 people inhale a ypar is
the forest also acts as|a Make the formatting the | we
breathe. same in the entire sub-

topic.

TREES CLEAN THE SOIL

- The term phytoremediation is a fancy word for the absorption of 12
Page:10t2 ‘ Words: 547 | B | [Bwgz= v O—0—®

@ EERACIE]

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.
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6.

7.

W9~ 0=
Home Insert Page Layout Referg

i
& Cut Arial ~l1z - A

Clipboard |
Iral =3

Highlight the second sub-topic. Notice that the text changes its format like that
of the first sub-topic.

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.

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

Insert

Page layout  References

Date Quick Picture Clip
& Time Parts ™ At

3
[, Previous

=[G Next
i Hﬁ;;s‘:, FGHUH:: &R Link to Previous

£ HeaderframTop: ~ |0.5 : E
I Footerfrom Battom: 05" 1|

[B) nsert Alignment Tab

ifferent Odd & Even Pages
ow Document Text
Options

Navigation

|
’TDEI

Top 10 Reasons Why Trees Are Valuable and Important

TOP 10 REASONS WHY TREES ARE
VALUEABLE AND TIMPORTANT

Trees are important, wvaluable and necessary to our very
existence. It’'s not too hard to believe that, without trees we
humans would not exist on this beautiful planet. Use this to go to

i TREES PRODUCE OXYGEN the next page.

Let’s face it; we would not exist as we do it there were no

trees. A mature leafy tree produces as much oxzygen in a season \ -

as 10 people inhale a year. What many people don’t realize is E
7 the forest also acts as a glant filter that cleans the alr we =
Page:1of2 | Words: 547 ‘ 3 ‘ B |[Eer 2= 150 O—— &)
G ElENeT] el

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.
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n Home Insert Page Layout References Mailings Review View PDF
IEEEEERY = EEER
2 iog] g

Gridlines ‘ B3 sy

Print |Full Screen Web  Outline Draft o Zoom 100% '\ - New Arrange Split
Layout| Reading Layout Navigation Pane &) Page Width | window Al 14 Re|
Document Views Show Zoom Win

[F2 it i Y v il 2 13 1 4 1 5 1 6 1 7 1 819
- 5 F 0 0 0 0 0 0

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.

Tree - Microsoft Word
Home  Inset  Pagelayout  Refersnces  Mailings  Review  View Design
EE ﬁ ElE _L EPrevmus [] oifferent First Page B HeaderfromTep: 057, @
= B i - E,Next DDifferentUdd&EvenPages 'FooterfromBottom: 05 .

Header Footer Page | Date Quick Pidure Clip | Goto Goto . ) ! (Close Header
- v Numbarr | &Time Parse At | Header Footer %%\.II’]HOPI'EFIDUS Show Document Text InsertmlgnmentTab and Footer
Header & Footer | Insert | Navigation | Optians | Position | Close
] EEENEERY. SEEAERES SRRNEERS EEENEERS K S RERE EERN RS EEENERET ERY

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.

@l = R Tre . % all]
Plain Number 1

Home Insert Page Layout R < >

el [

Date Quick Picture

Tl i)

Ml o

Header Footer

2 v & Time Parts~ Plain Number 2
Header & F| y |
Top of Page - |
EI Bottom of Page » | L
” Page Margins » P

Plain Number 3
Current Position >

Format Page Numbers... g

PR EDBDE

Remove Page Numbers

Page X
= Pl | | AccentBar1

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

[
L

i




GR 9 D&T-COMPUTING UNIT 2

146

C. Apply indentions to the document.

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

TOPIC 2 LESSON 12

THE STORY OF DEATH

Steve said that he asks himself daily: “If today were the last day of my
life, would | want to do what | 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.”

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:
Right:

1 inch
1 inch

Paragraph 2
Left: 0 inch
Right: 0 inch

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

10.

11.
12.

13.
14.

Click Insert from the ribbon and choose Header.
Scroll down and click Titles.

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

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

Click [Year] and choose Today.

Insert  Pagelayout  References Mailngs  Review  View

ome orma esign
% 2 % EE [, Previous [0 Different First Page B
=5 oal EH = ) o, i
5 Next [ Different Odd & Even Pages | B Foater from Bottom: 0
Page | Date Quick Pidure Clip | Goto Goto _ Close Header
mber~ | &Time Parts~ At | Header Footer waLinkto Previous Show Document Text [B) nsert Alignment Tab nd Footer
Insert Navigation Options Position Close
[ AR T F NI T T T T A
[ g A ] 1
?' """"""""""""""""""" it L ———
H |
|
[l STEVE JOB STORY o
- I
| 0
N e, 2006 ===
[ O-————————————- 4 » fe]

Su Ms Tu We Th Fr Sa [_______|

CONNECTING THEDOTS PR

3
456 78 90
Steve Jobs dropped outof college. He was not interested intheformal| 11 15 13 14 15 15 1
expensive university his parents had senthim to. He didn't want to continue s 18 19 20 21 22 23 2
5% 278290
20345 6 7

Ra

money his parents hadsaved their entire e,

50 he tookoptional courses. When he was the beautiful alligraphy posters on
calligraphy class. He learned aboutserif and sans serif typefacs

5, aboutvarying the

amount of space between different letter combinations, about what makes great

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

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

Click Footer from the Ribbon scroll to find Newsprint.

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

Save your work as Steve Job Story 2.

Print your work.

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

TOPIC 2 LESSON 12

1. Your work should look like the example below.

IR

HH
?IE}IR?E!.II g

Hj

Y - N

VD AR I k)

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.

N
o

10. c
o} 11. b

W
o

12. a
b 13. b
b 14. a
15. a

W ®©® N o o0
o

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

A

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

3. Your printed work should look like the example below.
Wi Ed9-dl= REM sleep - Microsoft Word = 2|
i Home Insert Page Layout References Mailings Review View PDF 2 @
@J‘u‘ I [ SN B S S N -3 S B S S R B R v R R U 3 'IS:I'A'I'P.:J

What kind of dreamerare you?

| Areyou df’eaml'ﬂgyour life away or are you using your HTEAMS to get the most out of life?

Our HF@AMS tell us what is needed to restore a balance in our lives; to become whole, not perfect.

Df'eamf.ﬂgitse[f can slowly change our attitudes. Over a long period of time, a personal pattern

-| becomesclearer andthese l"eam-patterns can give us insight into the neglected parts of ourselves.

| EveryI'BAM has a purpose and is entirely honest. While we are awake we may pretend, but while

| we are asleepthere are no deceptions. ITBAMS 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 HF@AMS fourtimes each night. Researchers have discovered

that people who normally cannot remember d/’eaml‘ﬂg areable to recall HI@AMS if they are
woken during those periods of sleep that are accompanied by rapid eye movement(called REM

-| sleep). Almostanything can stimulate df’eamfﬂg especially unusual events that take place
°| duringthe evening—butrememberthat a regular intake of alcohol depresses REM sleep and may

-
| depriveyou of essential HF8aIM periods. :
= o
. ¥
4 [ m | »

Page:10f1 | Words: 1/205 | % | [Eme == 150% E—0—

ST Sl
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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- Mm @ @ @ 6 . (@ (@

[l || (]| o ([al] L] | (20 ) (S

—

Left tab
2. Decimal tab

Show/Hide

nal

Right tab
Center tab
First line indent

Bar tab

Hanging indent

W ® N o o

" Documentl = Microsoft Word
Home Insert Page Layout References Mailings Review J View { o e
i—i g5 = Ruler ‘ Donepage 5l ) View Side by Side
lj] g ‘3 B Gridiines Q @3 Two Pages i E E | @3 simchronous seralling | E g
print |Full Screen Web Outline Draft ) Zoom 100% New Amange Spit o Switch | Macros
Layout| Reading Layout [0 Navigation Pane Sl Page Width | window  All A4 Reset Window Position  \windows= | =
Document Views Show Zoom Window Macros
@ J EEENEREY; CERNNMEN EEENERER ERENERER EEEEEEEE EEENERES TRENENE KER YRS AEEN) &)
1. Firstline indent ; v
z if difikdif diafdkfi
H il Pkt ekt i Ikt kE .
: A e i 2 & 3. Left & Right
" dfick  alddeoireoialdiifcdifk  aldifidlfkdld  lakfidkfakd . =
. st Ladkofidk Wi Il indent
: Iekfuldifd) difkaid aldif
> : kit alriectingiros  ldkfdkteorienriowi  dlkfilf  osimesic  Kfdlkakt
4. Hanging Indent dlddkfherinsaitesior AMAKEIAE aldhtdcc kit o oeirenort ot
: dilkfdltisalk
H P saissa AT - ; - 5. Negative 1
: oirpesir Joi salif: i clfkdid .
: s escena Aol kbl Hanging Indent
; Deifdid idfi cifid afdifidit kafdfked okfiditdiitd dilfidd
- H difigkifiaitaitefkidfit lkutc ok s dhficifita diifiditdsd
5 dkfikdif diafdkti
‘:n Deiteiificfi difid ifkifiloif kedifdifidif dificifakifd dxifidif eifiklfaififaitf fkidfiaf idkifarfakit ldfldifidsf
- 7 iR skt i > RS : . .
: Sl i fstallshasinsnsrdidisd |7 No indention |
! | )
< *
Page:1of1 | Wordsi139 | ¥ | - [Euas 8% O0—0—@

(& BT




placement of the tabular stops.

Navigation Pane
Show

S page Width | wingow Al

214 Reset Window Position ' ywindows = w

| Zoom Window Macros N

4 —~ 3 y 4 A Y

[ W. NN RARY E '3'I'4'I'5'I‘6'I'7'I'S'I'9'1'10'!'ll'l'lZ'l'l}'l(M'lAIS'l'I'l
=] 0 0 o 0 0 0

Steve Jobs dropped out of
classes of the expensive university

to continue spending all the money

Paragraph 1

of interested in the fo%!/

sent him fo. He didn’t want
saved their entire life.

I [ \ Zoom T

‘Window

| Macros |

f"?‘l- I'll ‘56

'?'I‘S'I‘?‘

-10‘ 11 -12-|‘13-|-14‘|-15‘ + A

So he fook opt‘:omJr courses. When he was the beautiful camgraphy posters on his

campus, he joined a

serif typefaces,| abo

Paragraph 2

He learned about serif and sans
pount of space between different

letter combinations, about what makes great typography great.
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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.
(Wi |H 9-0l+ Steve Job Story L.doex - Microsaft Word =
h Home Insert Page Layout References Mailing: Review View PDF @
] El . SLgun @ BTN, B E
L:;Ign:t F:!;‘.r:;n L‘a"ji’it R [ navigation Pane — 10035 @Pagewmm Win :'WA i 4 Reset Windaw Position WSV:M Macr ‘
@ h‘z‘l‘l‘w‘u-l‘1“w-z-ll‘J‘w-Ia‘w‘sl-l‘s‘lw‘7-ll‘x‘w-Is-l‘ml‘w-n“w‘12‘w‘-11‘w‘1‘4-|‘15:w-A\-|‘U‘wm‘\
A 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’f want
f to continue spending all the money his parents had saved their entire life.
N So he took optional courses. When he was the beautiful calligraphy posters on his
' campus, he joined a calligraphy class. He learned about serif and sans
H serif typefaces, about varying the amount of space befween different
i letter combinations, about what makes great lypography great.
Ten years later, when he was designing the first
N Macintosh computer, Steve’'s calligraphy lessons came
i back to him. Had he never taken that single course in
" college, then Mac would not be what it is foday.
{ﬂ He said: “You can’t connect the dols looking forward. you can only connect them
- looking backwards. So you have lo lrust that the dots will somehow connect in your future. You
N 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.” =
Page:10f1 | W-urds:lﬁl \d ‘ \E’ﬂE Z = 150% @—'D—@
@@[Q]@ﬂ & (W] cafad o
2. Observe how the indentions were placed to the paragraphs by looking at the
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Show /\ Zoom Window Macros N
I P | y 4 \
vo1 oo - @ B0 4 - 1 v 5 0 & 0 F o+ 4+ B+ 4+ § 1 10+ t + 11+ t +13+ 1 - g W0 15+ 0

Ten years later, when he was designing the first
Macintosh compuer, hy lessons came
back to him. Had hd Paragraph 3 kit “single course in
college, then Mac woldid niot be wnal It Is today.

Document Views pallinN Zoom Window Maeros

@ \"ffa‘l\"\‘l\gL;/'Z‘I“J‘I“l“'S“\'G‘II‘7‘\“5‘\"9‘1‘101;‘1L‘_'\_‘12‘_I"_1!‘I‘EJ‘I‘IS_JLI‘I(I‘ng‘}‘ @
He said: “You can' connect the dots looking forward: you can only connect them
- looking hackwards. So you have to ehow connect in your future. You

Paragraph 4

have to frust in something - you qut
and it has mace all the difference in my life.”

approach has never let me down,

Practice Exercise 9

A. 2 3 4 5 6 7

B0 Ay)¢

Add space before paragraph

>

i

Orientation

Size

Landscape

Line and Paragraph Spacing
Margins

Portrait

B. Enumeration:

N s~ oNh =

1. Different types of Line spacing
Single

1.5 lines

Double

At least

Exactly

"o o0 T Qp

Multiple
2. Types of Spacing
g. Before

h. After
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C. Use the example here as guide when your creating your document.

TOPIC 2 ANSWERS

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.
o calendar = Microsoft Word
Home. IT Page Layout Fe';ven(e:r Mailings  Review  View 07707
R O B DI R BO e s IS R
m”[u:ma Marojny Onentasien S'v"' konans b2 Hyphenation ~ M cmf- ss?é’:.; £3 Right: 0" S 3Sater 10pt skl ‘ Forvad ( o S',’;,ﬁ:m “AR
?J :z; L’VA‘DL"'EL" 1.;7“..5‘)"5 KRR, % K s ‘ : ]
July
SUN MON TUE WED THU FRI SAT
8 9 10 n 12 13 14
15 16 17 18 19 20 2
2 23 24 25 26 27 28
29 30 31
Page:1of1 | Words:40 | < | BER 3= 75% (- 0 ‘+'
— 1025eMm ||

o, i

BloRE = E

L L)

626/2012 | |

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.
7.

C.

Justified
Left

Your work should look like the example below.

FUNDRAISING ACTIVITIES

The SAINVIAT PIKINING ORGANIZATION aims to help under privileged children
by conducting o weekly feeding program. As part of its program you
are cordially requested to participate in the upcoming event

WHAT : Charity Fundraizing

WHY : To raise funds for the feeding program
WHEM : September 17, 2012 12 pm anwards
WHERE : Ela Beach

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

PERISHABLE MNOM-PERISHABLE MEDICINES
Rice Clathes Antibiotics
Canned goods Mattresses Paracetamal
Flour Old Books Witamins
Sugar Soap

Coffee & Tea Blankets

Vegetables Maosquito net

Bread

Any contribution, bit or small, will be highly oppreciated.

Respectfully yours,

Ms. Lyn James
Director

Practice Exercise 11

A.

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.

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.

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.

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

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

-z‘*m BIBRTHDAY L

HAPPY BIRTHDAY!!
HAppy BIRTHDAY!!

Page 1

HAPPY BIRTHDAY !
Ilffz{iﬁﬁif BIRTHDAYY

HAPPY BIRTH®AY!
ﬂfrqppy BIRTHDAY!

HAPPYH TIRTHDAU!

| HAPPY BIRTHDAY!!
. HAPPY BIRTHDAVI!

Julyg 23, 2012

On your very special day let
me express my appreciation for
all the love and care you have
given me.

And for the best Mom in the world.

A thousand
|“_’)‘fugs and Kisses”
Especially for you!!!

YUoar loving child, Page 2

[Write your name]
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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

TOPIC 2 ANSWERS
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C.

CONNECTING THE DOTS

Steve Jobs ouf af college. He was nol inferss fed in the farmal
classes of he ex, wiversiy his perents had senf him fo. He didn veard
to continue spending & the money his perents hed seved their entire [ife.

S0 he look oplionsl courses. Whenbe was the besutiil caligraphy posters on hus
cmwa he joined a calligraphy class. He leamed about seal and sans
:yp'fm aboul vanang the amount of space between different

combinations, aboul whal makes grea! [ypography greal.

Ten years Iafer. when bhe was designing fhe firs!
Macinlosh compuler, Steve's callgraphy lessons came
back lo him. Had be never leken that single course in
college. then Mac would naf be what £ is foday.

He seid: “You can'leonmec! the dols looking forward: pou can only connec! fhem
Iooking backwards. So pw.hlwra frust that the dots will somehow connect in your future. You

have fo trust in something gui desting .l:ﬁ’n,kl.m Ths approach has never kel me down,
and i has mﬂrrm mhmym’l
THE STORY OF DEATH

Eteve smd thal be asks himself daly: "I today were the [asf day
of my Iife. wowkd | wanl todo wha! U am sboul o do loday 7~ Whensver
1he answer has been No® for foo many days in @ row, Steve would sel
1o change samething. The though! Biat be wolld die soon helpe Fum
make big choices in s e

Al gxtemnal expedtabon, alf . &l fear of embarrass ment or falure = (hese things
just a0 gway Mnfﬂm leaving only what is fndy importsnt
R huyaumga.ﬁ'gmdumr:ibla‘wqﬂmlmrm
frap of thinking pow heve somethng o lose. You are alresdy naked.
There is no reason nat fo fallow pou hear,” he sad.

About @ year #go, Steve was dizgnos ed with an incureble
cancerof the pancress and was fol he would ive no
langer than three fo six months He has & biopsy and §
tumed ouf that be had & very rare form of pancreabs
cancerihal i curable with surgery, which he had, Steve
saps: Noone wanls ko die. Even peogle who wanlf fo go
to heaven doan't wanl fo die lo gef there. And pel death is
the destingtion we & share. No one has evenescaped
&... Ceath is Life's change sgert. If clears oul the old 1o
make way forthe new.

“Fight now [he new is Bl someday not foo long from now, pouvwill gradusy
become the old and be cleared away. Your lime is Iimited, 50 dan? v b i somemne elses
Iife Dan?ﬂ”ﬂmhafﬂw:ammmm

1 'Jﬁ"uy.:mw ywmuyﬁn:w wihal

Trpavournamshan 1

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

TOPIC 3 LESSON 13

documents stand out and look better.

Your Aims:

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

g teaches you how to apply font effects which will make your

Q,_ e identify the steps to change font style and size
';\‘}ﬁ" e change font style and size appropriately

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.

N

A B C D
\\/ \/Z v v
.. | - -
(Arial 12 T A a | Aa~ |

B 7 U-~-ae x, x| A~ A-
AN\ A A A

E F G H

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

Superscript

A. Grow font

B. Shrink font

C. Change case
D. Clear formatting
E. Strikethrough

F. Subscript

G.

H.

Text effect

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

Save H20

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.

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. &

A Grow font

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

-'Illl Shrink font

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.

r‘..\n
A\
/ 72\

b
L
Ui
il
|
n

Text Effect

3. Keep your work open for the next part.
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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. HyO is the correct symbol for water so you have to use Subscript

Save H,O

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 this.valuable resources.
Using glass when brushing your teeth saves you hundreds almost K1,000 in a year.
So next time your using the fauscet, close the tap and do your small share in saving
the environment.

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.

- T
Times NewRom =12 ~ A A | Aa~
. @ i |

B 7 U-~aex,x|A-¥ A~ |

Clear format

3.  Click Undo button to return text to its original format.
4. Keep your work open for the next section.
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.
TimesNewRom ~ 12 = A" o | Aa~ | & #

B I U , | -+ A~
Strikethrough

1. Highlight K of K1,000 and select Strikethrough.
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br granted. Yet whi

2. This will turn K into currency symbol. his able resol

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.
“. Home Insert Page Layout References Mailings Review View PDF

i

Cut . i
(] - Times NewRom = 12 = A" A7 | Aav | %) 1=~ 201 M pambceo AaBbCe Ad
=3 Copy
Paste - - P i i
" jFormatPainter B 7 U ~abs x, X £ 5)‘ [ T Business.. THeading3 TH
Cliphoard I Fant Paragraph

1

. . [l )
Click to display the L2 i
Font dialogue box. Font | Adyanced
Eont: Font style: Size:
h‘lmes Mew Roman Regular 12
Sylfaen Nl Recuzr — INRE A
Symbol Italic 9 3
Tahoma — | |Beld 10 -
Tempus Sans ITC LI |polettale | ja1
Font color: Underline style: Underline color:
st 5] [ 7]
Tick bo_x to place a (0] Sl cops
double line across text (0] & caps
. [] Hidden
and click OK. O scbscrpt
Freview
Times New Roman
This is a TrueType font, This font will be used on both printer and screen,
[SetAs Default ] [Text Effects... J i oK I [ Cancel J

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.
Times NewRom = 12 = A" A" | Aa~ | '— 'EE.-?
-
B 7 U ~ae x, ¥ Qg, ._'

Text highlight colour

3. Let us remove the highlight by clicking Clear formatting. The highlight
still remains because it only works with font formats.
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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.

Activity 1: Change font style and size.

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.

E = mc?

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 = mc?. Some may know it having something to do
with the famous scientist Albert Einstein, but have no idea what it actually
means.

E = mc?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 ¢’ [c stands for the speed of light. c?
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 sauared per second sauared)

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.
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7. Highlight the formula title. Click Text Highlight Colour and select any colour to
emphasize the E=mc? 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.

x| |abe | | [A~ AN -&.' X, E:} Aav | | %2~
c H

A B D E F G

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.

B. Enumeration

Different types of Case (5 marks)

o~ 0N =

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.
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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)*3  b)(n 3)? c)6(n*3) d)6n?3

Answer: d)6n?3

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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.
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Answer to Activity 1

1.
2.

Open documents library to make sure that your file is saved.

Below are suggestions to improve your document. Your work will look different

from the example given below.

a.

b.

Apply text effect to the title.

Use Superscript or Subscript to your formulae.

Change the font, font size and style of your paragraphs.
Change the alignments of your text.

Change the line and paragraph spacing of your paragraphs.

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 = me® . Some may know it has something to do with
the famous scientist Albert Einstein, but has no idea what it actually
means.

E = mc*is a mathematical formula has something to do with mass and energy.
It simply states that matter can be changed into energy.

E [energy] equals m [mass] times ¢’ [¢ stands for the speed of light. ¢
means ¢ times ¢, 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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Lesson 14: Cutting, Copying, Pasting and Deleting Text

—

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
Q\' igﬁ'\ 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

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.

Paste

W9~ ™=

Hom Insert Page Layout

Cut
| E] % Cu Arial -
< 53 Copy

- ;anrrnat FPainter

Clipboard

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.
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A.

Using the Cut command
Follow the Steps on how to use Cut command.

1.

2.

Type the following text as it is set.

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.

Evaporation is the first step to Water cycle. Select the fifth paragraph.

Condensation. The yapor cools and tums into tiny water droplets that attach to each
other and form clouds.

Then the cycle begins again, as water from the earth’s surface evaporates into the

In the Home ribbon click Cut icon. Your paragraph will be removed from
your document to the clipboard.

Move your mouse pointer and place it in front of the second paragraph
until the mouse pointer changes to insertion point (I).

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 Water Cycle

Nature is always - — ———=rand land, so that the water we useis

constantlyrecyc] The cursor will be [these steps:
inserted in front of the

second paragraph. iown into the earth’s natural
erground red =



javascript:%20openWord('aquifier');
javascript:%20openWord('vapor');
javascript:%20openWord('evaporates');
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Click the Paste icon in the Home ribbon. Your paragraph will now be
located at the second paragraph.

TOTTOTT I TS T T T T oo T IO o I T o oo o

15 it into

Collection or Percelation. Other water seeps down into the earth’s natural
underground reservoirs called aquifers.

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.

Your work should now look like the example below.

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:

Evaporation. The sun heats watet in rivers, lakes, and the ocean and fums it into

vapor or steam, which then rises into the air.

Collection or Percolation. Other water seeps down into the earth’s natural
underground reservoirs called aguifers.

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.

Click the right mouse button or the secondary mouse button. A context
menu will appear on your screen.

Move the mouse and click Cut. Your paragraph is removed from your
document to the clipboard.

= g g T ==

-{5 Cut Short cut menu
';; i::t!fo ) e displaying the cut
e Options: and paste icons.
. FEIR ), "
Nature is always m airand land,
constantly recycled. T A | Eont.. esthese step
i ﬁ Paragraph...

Evaporation. The sun ;= | ;. [+ !ahﬁiﬂﬂﬂlh

vapor or steam, whic| s=| Mumbering >

Collection or Percolat & Sties * 5 downintoth

underground reservol @, Hyperink..

Look Up | »

rain, snow, s

Erecipitation. Water fz
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4.

7.

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.

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.

G, Paste Options:

& [S][Al

The paragraph is now inserted. Adjust the paragraph spacing between
the second and third paragraph. Your work should look like the example
below.

The Water Cycle

Nature is always moving water through the airand land, so that the water we useis
constantly recycled. The water cycle includes these steps:

Evaporation. The sun heats water jn.rive

mpm; or steam, which then nses into the ir o

Condensation, The yapor cools and tums into tiny water droplets that attach to each
other and form clouds.

Caollection or Percolation. Other water seeps down info the earth’s natural
underground reservoirs called aguifers.

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.

Locate the Ctrl key and the X key located on your keyboard.
Select the fourth paragraph.
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.

Precipitation, Water falls from the clouds as rain, snow, sleet, or hail.
Bunoff Some water stays on the earth’s surface and flows into rivers, lakes,
reservaoirs, efc.

Then the cycle begins again, as water from the earth’s surface evaporates into the
air.
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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.

The Water Cycle

Nature is always moving water through the airand land, so that the water we use is
constantly recycled. The water cycle includes these steps:

Evaporation. The sun heat

yapor or steam, whlchthen nsesmtc—lhe alr o

Condensation. The yapor cools and tums into tiny water droplets that attach to each
other and form clouds

Precipitation, Water falls from the clouds as rain, snow, sleet, or hail. Runoff. Some
water stays on the earth’s surface and flows into nivers, lakes, reservoirs, efc.

Collection or Percolation, Other water seeps down into the earth’s natural
underground reservoirs called aquifers.

Then the cycle begins again, as water from the earth’s surface evaporates into the

air.
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.

W -0 Documentl. - Microsoft Word
Home | Inset  Pogeloyoul  References  Maling 3
. ! Calibri v o

£ 3
F 0T | nasbceoe | aseocenc AaBl

- 3o | nnema |1mospac.. Heaan

Two opened document: the
New document and the
Water Cycle document.

F
Page

@‘@”4” o] & |(wi
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3
4.

4

Click the Water Cycle document to make it the active document.
Highlight the title and click the Copy icon from Home ribbon.
From the task bar, click Document 1 to make it the active document.

Click the mouse in any part of the Document 1 and click Paste from the
Home ribbon.

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.

Highlight Paragraphs 1 - 3 of the Water Cycle document.

Right click mouse or the secondary mouse button. A context menu
appears on your screen.

Move the mouse and click Copy.

= v v v ~

#  cut
B3 copy
% Paste Options:

i—',_lj/ g o
Nature is always m [?4 M w airand land,

Short cut menu
displaying the copy
[—— and paste icons.

r Cyc

constantly recycled. T A | Eent.. esthese step

Exaporation. The sun . lakes, and th
yapor or steam, whicl , M

Faragraph...
Bullets

e - L[]
ORI

MNumbering

Collection ot Percolaf| A/ e

5 down into tH

Make Document 1 the active document and position the cursor on the
next line after the title.

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.

4, Paste Options:
B
=il s

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.
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Copying and pasting using the keyboard
Perform the steps below to copy and paste using the keyboard.

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.

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.

Activity 1: Cut, copy, paste and delete text

1. Type the following 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!

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.
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Ok now you must read over your story and make surethat there are no missed
mistakes and everythingisthe way you like it.

This is the step to writing your first draft. ¥ ou put all your ideas that you hadinto
paragraph form.

Before you start your story you have to think aboutwhat you wantto write. This is
called Prewriting. Something you can do is make a story web. That is when you
think of ideas to make your story, like whois goingto be in it, the setting, the plot,
andthe problem/solution and organize them graphically.

After you have written your rough draft of yourstory it is time to edit your story.

Y ou give itto a friend or a parent and let them read itthrough. They needto check
if your spelling, punctuation, grammar, and capitals are in the right place and if
everythingis ready for a final copy.

Wow. It is already time for you to write yourfinal copy. Take your rough draftand
copy it on a computer or paper andthen you are donel

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
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Practice Exercise 14

A. Identify which commands should be used to complete the task below.

CuUT COPY PASTE DELETE

1. Creates the same text without typing the text again.
Move your text in another part of the paragraph.

Permanently remove the text from the document.

> WD

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 = I
Ea & J
2. Copy
A B c D
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.
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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

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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.
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Answer to Activity

Your work should look like the example below

Before you start your story you have to think about what you wantto write. This is
called Prewriting. Something you can do is make a story web. That is when you think
of ideas to make your story, like whois goingto be init, the setting, the plot, andthe
problem/solution and organize them graphically.

This is the step to writing your first draft. You put all your ideas that you had into
paragraph form.

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 andif everything is
ready for a final copy.

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.

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 donel
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Lesson 15: Using Spell Check and Thesaurus

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:
e define spell check and thesaurus.

e determine the use and importance of spell
check and Thesaurus.

e use spell check and thesaurus in improving
the quality of a document.

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.

Gobbledegook
3. Pinnacle
Consort
Enounciate
Generalise
Confirm
Pretext

L B NS » A

10. Enrgagel

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.
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Save As
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[ Close .
Permissions
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Protect
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New
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Select Proofing.

TOPIC 3 LESSON 15

Tick and/or untick boxes for correcting spelling and grammar. Use the

illustration below as guide.

.
Word Options

ABC]
General ‘g;j Change how Word corrects and formats your text.
q

( ) pcsnstomns | 3 |
o
Save Change how Word <O rmats text as you type: | AutoCorrect Options...

When ing spelling in Mi Office prog

Language

Advanced
Ignore words in UPPERCASE

Customize Ribbon Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Quick Access Toolbar

Add-Ins

Trust Center [3 suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings
Spanish modes: |Tuteo verb forms only I i l 4
e

/ When ing spelling and in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

|:| Show readability statistics

Writing Style: | Grammar Only Iz‘ l Settings..

\ Recheck Document
N
Exceptions for: E'__] Documentl | il

[0 Hide speliing errors in this document only

|:| Hide grammar errors in this document only

m

Remove the tick in the Exceptions boxes (if it is selected).
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W TTTOTE T O TITOTY OF FOO LFPT

Check grammar with spelling
D Show readability statistics

Writing Style: | Grammar Only EI | Settings... I

[ Recheck Document | 5

Exceptions for @] Topic 3.doox E

D Hide spelling errors in this document only

D Hide grammar errors in this document only

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.

-

Click the Review tab
2. Locate the Proofing group

3. Choose Spelling and Grammar
= Spell
3 Insert Page Layout Referend 1 Mailing View FOF
Ef' ez EE 7~ — 5 s
_ H 0 b7 "
Spelling & Translate Language Mew Delete Previous MNext Track
Grammar - - Comment Changes = E
Froofing Language Comments
[ I|-}_-|-1-|-§-|-1-|-2-|-J-|-4-|-5-|-
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.

q Spelling and Grammar: English (Australia) |i|£—?-|1
[t Mot in Dictionary

2 | [Supercalifragilistik - Ignore Once |

a | Ignore Al

a | Add to Dictionary

AL

| Estions:
| (Mo Spelling Suggestions)

J| Check grammar

QOptions... Cancel
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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.

[ Spelling and Grammar: English [Australia) | ? i‘s‘-‘l1
I Mot in Dictionary:
| EI"IOUI"ICiHTe| » Ignore Once
| | Ignore All |
6 _ |5dd to Dictionary |
Suggestions: /
(| |Enunciated &) t ‘
[ Change Al |
[ AutoCorrect |
| Check grammar
Qptions. .. _ Undo | Close |
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.

g o) A
Dl Spelling and Grammar: English (Australia) x|
£ Mot in Dictionary:

\( | Color | [ 1gnore Once

Ignore All
Add to Dictionary
Suggestions:
oo +| [_cpence
Colom : Change All
Collar .
Coldn AutoCorrect
Cogler
| Check grammar
Options... Undo Close
.
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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Activity 1: Using Spelling and Grammar Check

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.
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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:

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.

. Research - X
Contains the word you are ~
searching ] s
) \ﬁobbledegook | =3 |
Thesaurus: English (U.K.) IZ“
/ LA
1 k|~ ( -
The language where the / [@Ba | ] |@| I
word is looked up to. 4 Thesaurus: English (LK)
(Mo Results)

7 Mo results were found.
4 Can't find it?

. Try one of these alternatives
Where the result is or see Help for hints on
displayed. refining your search.

N\

Other places to search

— Search for
'Gobbledegook’ in:

ﬁml Reference Books
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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.

£ L™
% Hame Insert Page Layout References Mailings Review View PDF
P
= < =) e e L — [
v ((C % & Ot P

Mew Delete Previous MNext Track

Spelling & Research\Thesaurus Translate Language
Grammar - = Comment Changs
Proofing Language Comments
ﬂ I-'.r-|-1-|-I-|-1">_<||-'J-|-1-|-4-|-:
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.

4 Thesaurus: English (UK) =«
4 Highpoint (n.) B
Highpaint
Peak
Aane
Zenith
Apex
MNadir (Antonym)
4 Summit {n.)}
Sumimit
Peak
Height
Top
Apex
Base (Antonym)
4 Can't find it? L&

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.
12.
13.
14.

4 Thesaurus: English {U.K.)

4 Highpoint [n.)
Highpoint

Repeat the steps for the remaining words.

Write your Name.

Save your work as Thesaurus Edited Work.

Don’t forget to print.

TOPIC 3 LESSON 15

Activity 2:

Using the Thesaurus

1. Open Save Water document. This is the document you have previously done
in Lesson 13 of Unit 3.

Save H20

Water is one of the things we have that we always take for granted. Yet when we
think about it we hardly fake time to do anything to conserve these valuable
resources. Using glass when brushing yourteeth saves you hundreds almost K1,000
in a year. 5o next time you are using the faucet, close the tap and do your small
share in saving the environment.

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
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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.

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.

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.
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g

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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.

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.
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(Miss) Mary Kelly
P.0O. Box 1234 Boroko NCD
Papua New Guinea

17 September 20—

Mr. Micheal Mea

Human Resource Management

Lahara Marketers Lid.

P.O. Box 1955 Waigani

Dear Mr Mea,

| am applying forthe part time sales position advertised on The National newspaper
dated 15 September 20—. | have completed Grade 12 at Gordons Secondary School
and awaiting my national exam results. My intention is to gain experience in sales
while waiting for the result to arrive.

Although |do not have any experience in sales, | think | have what it takes to be a
good sales person because of my people skills and willingness to leam.

| enclose my curmmiculumvitae, which covers my personal background.
On a personal level, | am self-motivated and very reliable.
| look forward to heanng from you about an interview. My telephone numberis 7880-

76564

Yours sincerely,

Mary Kila (Miss)

Answer to Activity 2

Synonym Antonym

Taken for granted

Conserve

Valuable

Resources
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Lesson 16: Using “Find And Replace” Features

@ Welcome to Lesson 16 of Unit 2. Lesson 15 allows us to correct

0

the spelling mistakes and look up words using the thesaurus.
This lesson is all about Find and Replace which allows you to

different word or phrase.
Your Aims:
e define find and replace feature

ﬁ S
ﬁ é‘// ¥ search through a document and replace searched text with a
.

e determine the use and importance of find and
replace feature

e identify the steps on how to use the find and
replace

e use find and replace feature

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.

2.
3.
4.

Type the following text.

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

Highlight the entire paragraph. @

] 2 Replace

Click Find. The find navigation pane opens. 3 [:;i; Select =
Editing

In the Home ribbon find the Editing group. 4
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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.
(W] e 9~ =
Home nsert pyout References Ma gs eview e
1 5 Y| Ruler ;2 One Page
J - \ - i Gridlines s —% 14 Two Page
Print |Full Screen  Web tline Draft Zoom 100% .
Layout | Reading Layou ¥| Mavigation Pane =l Page Wid
- X (5
< .- »
5 matches
A5
Lowe is the greatest give we
could ever hope to give and
receive. Love is the one thin Love 'S the 7 a‘test g'
that can -
S al calrwovercom
s e secee Louieshe - Love As so powerful —
omamyot | cn overcome . It can even turn
we could ever have the

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.

In the Home ribbon find the Editing group.
2. Select Replace. The find and replace dialogue box appears.

34 Find =

1 X Gac Replace

- lg Select =
5 Editing

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.
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5. Click Replace All to change all the text at the same time.

[ Find and Replace .M

| Find (| _Replace V€515 ] 3

| Find what: Love EI

Options: SearchDd 4
| Repl ith: | LOVE] -
| eplace wil 5 5 :I
v v

| More == _ Replace _ Replace All | Find MNext Cancel |

I
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.

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.

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”
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8. Click Reading Highlight and choose Highlight All. All the words “online” in
the document will be highlighted.

Everybody likes going on online. Your friends, family and even your dog seemed to
have a Facebook acount. Imagine thatl Going online seemed to be the norm these
days. You are not IN if you don'tgo online.

9 pare a advants

TTTT Y'Qd and Replace
whe
certs Find Replace | GoTo

Find what: [onlin
We : [-]
you 8
onli

: \l’
[Reading Highiight = | [ Findin - | [ FindNext | [ cancel
| Highlight Al -

| LClear Highlighting

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.

Find and Replace wﬁ

Replace | GoTo
Find what: JorlﬂnEH_ 10 IEI

Replace with: [internet 12 EI

1 l Replace [ Replace All ] I Eind Mext i [ Cancel l

Read through the text before you click Replace. Sometimes
it is best to keep the existing word rather than changing all
the words.

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”
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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.

Everybody likes going on internet. Your friends, family and even your dog seemed to
have a Facebook acount. Imagine thattGoimorsaline seemed to be the norm these
days. You are not IN if you don’t g the intermnet.

There are g advantages of course to going online. You don’t have to wait for a long
time to correspond with your family and friends. Inormation are just a click away

Wth -
Find and Replace M

cert

| Find | Replace | goTo |

We

you Find what: _unllua 1 5 E
onli Options: Search Down
/ 16 17 |
Replace with: | the internet Z p. EI

Replace ] [Replace&ﬂ ] | Find MNext |
.

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.

Everybody likes going on fhe infemef] Your friends, family gﬂd_even your dog
seemed fo have a Facebook account. Imagine thati Going pnIinE seemedto bethe
nom these days. Youare not IN ifyou don'tgo online]

There are advantages of course o going intheinfemel. You don'thave to wait for a
long time to comespond with your family and friends. Information are just a click
away when you go Uise the infemel. A twelve year old will give you more advantage
butthere certainly a downside to gningbnlineﬁ

We seemed to |ppse the physical connection broughtabout by communicating with
your fiend and hearing theirvoice over the line. Children are spending more fime the

iniemel than they do with friends and doing physical activity.
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10.

Activity 1: Use the find and replace feature to change the
text in your written document

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.

Use Spelling and Grammar check to correct spelling and grammar in your
document.

Read through your essay again. List down words that you frequently used in
your essay.

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.

Use Find command to look up the words you want to change in your
document.

Replace the words you want to change using Replace command to replace
text in the document.

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

Apply formats to your text, change the alignment and paragraph spacing in
your document.

Save your work as Find and Replace Exercise.

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.
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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.

1. Find will locate any word in your flash drive.

2. Replace will change word one at a time.

3. +|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.

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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.
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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

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.

A \a/’ é; This lesson is all about inserting, sizing and resizing graphics.

3) 5~ Your Aims:

o identify the steps on how to correctly insert
and size/resize graphics

N ‘]ﬁ-i" o insert and size/resize graphics

o identify the importance of 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.

™
Hnme age Layg
.m D = G

References Mailings Review

pe———

P 2 Wl

¥
Cover EBlank F‘age Table Pictur hapes Smartdt Chart Screenshot
Fage~ Page Ereak A d i
Pages Tables lllustrations
3. Click any graphics related to computers. If your computer does not have the

graphics just choose any graphics available.
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from what is shown here.
Do not worry! Just use
any graphic available in
your computer just for the
purpose of this exercise.

203 TOPIC 3 LESSON 17
Scroll down the task pane <t ':cfo . T
to display other graphics SR | (&)
available for use. Your R—T;sh - b s
clipart might be different _rn" media file types [~]

[] indude Office.com content

&y

£ Find more at Office.com
@ Hints for finding images

Your graphic is now inserted in your document.

Adjust

Picture Styles

o]

| EF . S T EF TN DN I TR TS DN TR BN T T PO F O O T D L. S VA -
t T T T T T T v T T T T T

Your graphic inserted in the document.

[
VAN

) verybody likes going on intemet. Your friends, family and even your

dog seemed to have a Facebook acount. Imagine that! Going online seemed to be
the norm these days. You are not IN if you don’t go the interet.

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.

Handles

I
<




GR 9 D&T-COMPUTING UNIT 2 204 TOPIC 3 LESSON 17

2.

1

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.

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.

Your graphic changes size, however it is stretched unevenly.

The square handle will
resize the object
horizontally or vertically,
however it will distort the
appearance of the object.

Click Undo to return the graphic to its original shape/size.

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.

The circular handle will resize the
object stretching the object evenly
horizontally or vertically.

Your graphic changes size evenly without stretching the object.

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.

2.

Click the object (graphic) to make sure that it is selected. Your object is
selected if the handles are visible.

Press the Delete key located on your keyboard. Your object is now deleted.
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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 360°.

Follow the steps below on how to move and rotate your object:

Make sure that the Internet document is still open.
Click Undo to return your object in your document.

Click the object to select it. Click, hold and drag the graphic. Release your
mouse at the center of your text.

Move your mouse pointer to the green circle at the center of your object.
Observe how your mouse changes shape

O Use handles to
rotate object.

Click and hold the mouse. Rotate the object in any direction and release the
mouse.

Save changes to your work.

S L R

Activity 1: Insert, Move, resize and rotate object

Open the Love Connection document that you created in Lesson 16.
Open Clip Art and look for any object that can represent Love.

Insert the object anywhere in your document.

Resize your object to make it not too big or too small.

Rotate your object to about 45 degree.

Drag your object to the center of your document.

Save your work as Love Graphics into your flashdrive.
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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.

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.
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.

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.

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.

{f.— «.1 ( . r ‘. \j
A / \ W
% " 4 - .
' Such a monumental task - —of

course...it cuuld be. But onlyif we iry 1o do.it alone, Instead, if each of us, in our own

small way contributed just a little, together - the task can become the realllywe re
reaching faor.

As potent as what LOVE can be, it can only work its magic if we choose 1o 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?
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Lesson 18: Inserting Columns and Tables
@ Welcome to Lesson 18 of Unit 2. Lesson 17 taught us how to
v insert and resize graphics. This lesson will teach us how to

1
/ﬁéf g manipulate another form of object called Tables. Here, you will
\)j%’j use the skills you learned from the previous lessons and apply it

to manipulate tables and columns.

Your Aims:

e define the meaning and importance of columns
and tables

¢ identify how to correctly insert columns and table.

e insert column 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.

Open MS Word.

2. In a blank document, click the Insert tab located in the ribbon.
3. Choose Table. The Insert Table menu appears.
= A AE

Haome Insert Page Layout References

Page~ Page Break

E = s R =

Cover Blank Page Table || Picture Clip Shapes SmartAr]
g Art

iong

-]

S Conyert Text to Table..,

=]
flgl Excel Spreadsheet
[ Quick Tables »

Pages | | Insert Table
] N
] [l 0]
: 0
= U
7 U
7 L]
v U
A 3 InsertTable..
'z ﬂ Draw Table

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.
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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.

O RACAE Documentl. - Micrasoft Word AT =
Home Insert Page Layout References Mailings Review W POF Design Layaut o @
(B S N Gl = = - 2
Document Views | Show ‘ Zoom ‘ ‘ Macros |
A KN NN EA S KN KNI SRS ] KX-ENS AN KK R o1 1T RARY L R R NS O N LN |
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.

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.
[
ANNUALSALES
1994 1996

PORT MORESBY 85960 95780

LAE 53795 69679

MADANG 64356 P

POPONDETA 22350 35783 )
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.

TOTAL 226461 284832

Position your cursor in any part of the second column.
Right-click the mouse. A menu will appear on your screen.

Click Insert. A sub menu will appear.

o a & v

Choose Insert Columns to the Right. A new column will be inserted between
the two columns.

Calibri [Body] ~ 11 ~ A® 47
BIEY-A-&-[E

b Cut
53 Copy
({4 Paste Options:

EjFSIE

— =2

Insert Columns to the Left
Insert Columns to the Right

Insert 3

Delete Cells...

Select 3
B split Cells...

O Borders and Shading...
1A

Insert Rows Above

Insert Rows Below

" B B |

Insert Cells...

7. Type the following information into your new column:

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.
F
Delete Cells _M
() Shift cells up

i) Delete entire row
) Delete entire column

Lok J [ concel |

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.

ANNUAL
SALLS
1994 1995 1996

PORT MORESBY 85960 88567 95780
LAE 53795 64905 69679
MADANG 64356 75693 83590
POPONDETA 22350 28650 35783

TOTAL 226461 257815 284832

13.  Save your work as Annual Sales.

Activity 1: Insert Table in a Document

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.
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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.

1

¢ il
af: -
—

7 —>

33—

CH

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.
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C. Add the following additional information to your table.

Open Annual Sales Edited document you did in this lesson

1.
2.

TOPIC 3 LESSON 18

Change the Orientation of your document to Landscape

Insert two columns after the last year sales.

Insert two rows before Total row.

Choose any one of the option in the sub-menu. Click Undo if the rows or

column are inserted in the wrong place.

Save your work as New Annual Sales

CHECK YOUR ANSWERS AT THE END OF TOPIC 3.

Answer to Activity 1

1. A sample table is given below. Your work will look different than the example
given.
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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. |

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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Change the case to
UPPERCASE, font

WORD PROBLEM <] type, style  and

alignment.
[Elgebra word problems are very useful to solve real-life
Change the take a real-world situation and translate it into math, you are actually
font type, 'expressing’ it; hence the mathematical term ’expression’. Everything that
sty|e & is left of the equal sign is considered to be something you are expressing.
alignment. |l dEverything 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 wvalue.
Equations are sometimes confused with expressions. To keep these two terms

separate, simply ask vo rue/false. If so,
you have an equation, n Change font type’ Style & numerical value.
When simplifying equati alignment. such as 7-T that
“equal 0. T

Lrob]em: If you wul tiply the square of a number n by 6 and then added 3 ro\
the product, the sumis equal to 57. One of the expressions eguals 57,
which one is it?

CHOICES: | a) (6n)33 b) (n3)* S Change font

SWER type, style,

% - R glzzng;y|éorg superscript and
alignment. use tab.

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. Vv
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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.

The 5 Step Writing Process

On this page you will leam 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 wnting.

Step 1: Prewriting

Before you start your story you have to think about what you want to write. This is
called Prewriting. Something you can do is 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.

Step 2: Writing
This is the step to writing your first draft. You put all your ideas that you had into
paragraph form.

Step 3: Edit

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 nght place and if everything is
ready for a final copy.

Step 4: Proofreading
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.

Step 5: Publishing
Wow._ It is already time for you to wnte your final copy. Take your rough draft and
copy it on a computer or paper and then you are donel

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.
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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.

ANNUALSALES

1% 19% 1%
PORTMORESBY %0 88567 EaTL )
LAE 337% sl %7
MADANG 336 73633 E)
POPONDETA i) 28630 B8

TOTAL 20646 il 2832

End of Topic 3

Now Do Exercise 3 in Assighment 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
Lesson 20
Lesson 21

Lesson 22

Lesson 23

Lesson 24

discusses the use of word processor to format a short story or poem.
explains the use of word processor to type or format a report.
explains the use of word processor to format letter.

discusses the use of word processor in creating and formatting a
resume.

provides steps in word processing to insert and edit graphics to an
existing document.

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

Q 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

/q ‘é/ 2 apply different formatting skills you have learned from previous
\)\J W; lesson to enhance the appearance of your text.
o

@

\‘}ﬁ'r e identify the benefits of using the word
processor

Your Aims:

e define Word processing/ Word processor

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.

o create flyers and newsletter.

o add clip art to a document

o use columns

o create tables and perform simple calculations
o draw graphics

J create indexes

. create table of contents

J create headers and footers

J add or delete text.

. move or copy text
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o 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.

Activity 1: Format a short story

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.
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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.

| was sorry for my friend and | 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.

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.

E=TIE )
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He threw his hunting gun down to the ground and the trigger moved. The rubberloosened and the

a4 N
Spelling and Grammanr: English (Australia) lilﬁ

Mot in Dictionary;:
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| 1.0 to Dictionary ith two crutchey in his
Suggestions: .
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[¥] chedk grammar
|

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
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10.

11.

Font size: 12 pts.

Font Style:  Bold and ltalic 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.

Position your text at the beginning of the first paragraph and press Enter.
This will move the paragraphs a few line spaces below.

Click Text Effects and choose any style available there.
Type the word —écidents Happen!”.

Highlight the title and click Grow Fonts to increase size of your text to 18
pts.

Combine the paragraphs. Use the example below as guide.

Accidents Happen!

My friend Joshua went hunting in the forest. At about 9pm he took his hunting
spear gun and went looking for proteinHe 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 on 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.

His uncle heard him shouting in the forest and went and rescued him and took
him to Boram Hospital. He slept in the hospital about a month and then they

brought him home with two crutches in his arm.

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.l

George Panna,
Mammumbo Primary School,

Wewak, ESP

Highlight the entire paragraph and click the Paragraph dialogue box.

Change the indention of the paragraphs. You learned how to do this in
Lesson 8.

In the Special Indention, choose First line and type 2 cm.
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12.

13.

14.

15.

16.

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.

Highlight all the paragraphs.

Change the alignment to Justified. Refer to Lesson 10 to change

paragraph alignment.

Position the cursor on any part of the title and change to Centre

alignment.

Change to right alignment the name and address of the author.

Step 4: Storing. Follow the steps on how to save your document.

1.
2.

Save your document.
Click File and Save As to save your work.

Save your work as Accidents inside your documents library.

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.
2.

Print your document.

Your work should look like the example below.

ACCIDENTS HAPPEN

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
locking 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.

His uncle heard him shouting in the forest and went and rescued
him and took him to Boram Hospital.

He slept in the hospital about a month and then they brought him
home with two crutches in his arm.

I was sorry for my friend and I thought he would not go to school
anvmore., But after a month he was ok. He started walking without the
crutches and went to school again.

George Panna,
Mammumbo Frimary School,
Wewak, ESP
Source! Young Life in the National, June 20, 2012.
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Activity 2: Format a poem.

1. Type the following text taken from the 1999 English National Exam.

Piano

Softly, in the dusk, a woman is singing to me;

Taking me back down the vista of years, till | 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, | weep like a child of the past.

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
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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 —é&ss 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.

FLEXIBLE OPEN AND DISTANCE EDUCATION

1. To change the alignment to Centre

2. Change the font type to —Aai”

3. Make the text colour red.

4. Make the font size bigger.

5. Place a line under the text.
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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.

[Accidents Happen!

My friend Joshua went hunting in the forest., At about 9pm he took
his hunting spear gun and went locking for proteinHe 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 on his arm. While he was climbing, the cuscus jumped to
ancther 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.

His uncle heard him shouting in the forest and went and rescued
him and took him to Boram Hospital He slept in the hospital about a month
and then they brought him home with two crutches in his arm.

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
Answer to Activity 2
1. Your work may not look like the example below.
Piano

SOFTLY, IN THE DUSE, A WOMAN I3 SINGING TO ME;
TAEING ME BACE DOWN THE VISTA OF YEARS, TILL ISEE

ACHILD 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.

Ta Spite O Myself, The Tnsidious Mastery Of Soag

Betrazs Me Back, Till The Heart Of Me Sweeps To Beloay

To The Old Sunday Ereaings At Home, With Winter Outide
Mo HseomaIn The. Cons Pk The. Tibing Boso Do Cid

a9 now it & vain for the singer to burst into damour
with the great black piano appassionato. the glamour
of childish das & upon me, my manhood b et
down in the flood of remembrance, j weep like a child of the past
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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 | NSimSun Century Gothic | Freestyle
text effect) script
Font size 24 pts. 12 pts. 18 pts. 26 pts.
Font style | Bold, Italic Bold
Underline
Alignment | Left Left Right Justified
Margins Top, Bottom, Left & Right: 3 cm
Orientation Portrait
Change Sentence Uppercase Capitalize Lowercase
case case Each Word
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Lesson 20: Using Word Processor in Typing Reports
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

i

AR

~N) A F

\)j/Q different formatting skills you have learned from previous lesson
o to enhance the appearance of your text.

Your Aims:

e type reports using word processor

‘}ﬁ-i’ e identify benefits of using word processor in
writing reports

e identify importance of citing resources

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)
—Me 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.
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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.

Step 2: Formatting

1.
2.

Perform Spelling and Grammar check to your document.

Cut the reference and move it at the bottom of the document.

—He Mission Song” New Age Woman Magazine, June 2012: 10

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.
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Edit the Title
Font

Font size
Font style

Alignment

O0CR Extended
20 pts.
Bold

Centre

Edit the Paragraphs

Font

Font size
Font style
Alignment

Indention

Book Antigua
12 pts.

Regular
Justified

2.54 cm First line

Edit the Reference

Font
Font size
Font style

Alignment

Book Antigua
10 pts.
Bold and Underline

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.

238
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Peview

Views PDF

Click to display the paragraph
dialogue box.

book review.do

g
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hve 11Te and nis aesire To
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3.

© N

In the Line spacing option, choose Single and click OK

Spacing
Before: 0pt [-3- Line spadng: At

After: 10 pt [%_-.

[[] pon't add space between paragra -
1.5lines
Double
Previ At least
review Exactly
I Multiple
Click to display the
available line space.
| Tebs.. | |setaspefaurt| [ ok || cancel |

Highlight the title and sub-title. The space between does not look nice.
Let us remove this space.

Open the paragraph dialogue box and change to 0 pt. in the Spacing
Before and After window.

Spadng
Click the arrow up r = ) ]
or down to change Before: 19t =) Line spadng: 4
i = -  1=1 - a
the spacing. Afbars >[opt |3 Single Izl ]

[] bon't add space between paragraphs of the same style

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.

The Mission Song
(Buk Bilong Pikinini Children’ s Library HBook Review)
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 Salve,

Highlight the sub-title and all the paragraphs.

Open the paragraph dialogue box. Change the Spacing After to 6 pt.

Spadng

Before: 0pt = Line spadng: At

o @D e T

[7] Don't add space between paragraphs of the same style

|
1IP
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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.

Page Layout References I

= DO E g

Crrientation  Size Caolumns

To change margins in
the Page Layout

be Hyp

v 2v1 01w

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.

Activity 1: Apply format to your report.

1. In a new blank document, type the following text.

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 iliness 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.




GR 9 D&T-COMPUTING UNIT 2 242 TOPIC 4 LESSON 20

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

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.
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Practice Exercise 20

A. The word “Papua new guinea” was typed using a word processing
program. Ildentify 5 changes done to Figure 1 to make it appear like
Figure 2.

L] T ﬁg'l'ﬂ'P'F'F_
1-|rE-|-1-|-1-|-3 Figure 1 =
L [] [ T

Fapuanewguineal

Font | Paragraph n Styles
|"2'"]‘"'E"'l'."z".'3"'.4'"5."'6'."?".'s'".9"'10.'"11'."12".'13"1.4 15 P 7 18- |
PAPUA NEW
GUINEA m—
1.
2.
3.
4.
5.
B. Apply changes to a document.

1. Type the following text.

Piping Hot Goodness
On a cold night, he pulled out all the stops for us.

Late one afternoon, | noticed a leak coming from our hot water
system. | turned off the water and found the broken part. My partner
and | took it to the local plumbing supplies shop, getting there just
before it closed.
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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.

—N worries,” | said confidently. —I'nsure we’ll be OK. But thanks
anyway.” And | 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, | called John
and explained the situation. —Navorries,” he said. (Now where had |
heard that before?) -HI meet you at the shop in five minutes.”

He showed no hint of being put out and found the right parts for me,
saying | 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

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
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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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 4.

Answer to Activity 1

1. Use the example on the next page as guide.

2. Your work may look different from the example given.
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ONCE BITTEN, TWICE SHY

The importoncs of preverting molorio 1in PNG
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MAasquiaes ara itz and for faraiqnans Wi B2 12 na kmemunity, Just ana bita can fumn
bmia 3 - Tragianing Enass.

Wa have respandad 12 3 numbar of i3taiEes and 2 fragianing medical
WMEHEQHMEEHMEHWEW—MMM
pra-traval advica, not 13idng ami-matarisl medicatan, 3 1ack of camnal programs an

shas and inadequate diagnostc and Trastman caganilities ans coamribuing 1 thass
wraamad and Feakdahia avais,

Tha cast %o companies of propar praparaion fr ampiayess ravaling 1
arazs whara malara ks endamic, camparad 1 axpansiva madical avasugians, ks
minimal. VWarkars Rava 35 mUch respansiiity In protecing hamsalves om baing
Eitian by masquitoes 3s comganiss 4o in reducing sl sxpasuna and ha company's
w1 Iy,

M alaria b5 s CETENAaN In rurdl areas Tan i aies; TS ks I canrast i
dangua favar, whara urban araas prasam e gragiar rsk.

The planming for malarda contral programs shouwd bagin durng e
f23s Ity 19925 of 3 projact and b implamantad during Tha sHia dlagranca and a3y
mabilsatian stagas. The faquancy of masquia-barna disaases rek Inamases durg
a constructian project bacausa modificaion of ha amdnanmean fraquantly changas
M2 namial I which fe vasky reads. Under new igvourabls amironmaris

Page 1



GR 9 D&T-COMPUTING UNIT 2 247 TOPIC 4 LESSON 20

Page 2



GR 9 D&T-COMPUTING UNIT 2 248 TOPIC 4 LESSON 20

Page 3



GR 9 D&T-COMPUTING UNIT 2 249 TOPIC 4 LESSON 21

Lesson 21: Using Word Processor in Writing Letters

@ Welcome to Lesson 21 of Unit 2. In Lesson 20 you have learned

/'gé}' /o 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

\)j/; also apply different formatting skills you have learned from
— previous lesson to enhance the appearance of your text.

)

\‘}ﬁ; o identify the importance of citing resources

Your Aims:
o generate letters using word processing

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.

Your name and address

The date line

The inside address and attention line, if you use one

The salutation

The opening

The body of information

®© Mmoo

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 lalibu, 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.
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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 | urge him to look into this particular
issue.

K. Koya
lalibu, SHP

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.

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.

K. Koya
P.O,Box 1234

PapuaNew Guinea
28 March, 20132
Letterto the Editor

P.O.Box 85

Southern Highlands Province

National Capital District Port Moresby

RE: Poor city road give a bad impression

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.
Font
Type Use default
Style Use example as guide
Size Use default
Alignment
Title Centre
Paragraph Justified
Date Right
Setting Tabs
Address of the Writer 10 cm
Address of the receiver 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

Step 4: Storing

1. Save your work as City Road




GR 9 D&T-COMPUTING UNIT 2 252 TOPIC 4 LESSON 21
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.

Activity 1: Write a business letter.

Type the application letter as it is set. This letter was taken from the book Job
Applications: The Winning Edge

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. | am applying for the Assistant Mechanic position
with Beaut Motors, advertised in the Western Contact on 2 September
20--. | believe | have the necessary qualifications and experience to meet
your requirements. As my resume shows, | have a Certificate in Motor
Maintenance from Dunhill Technical College and | am currently
completing a Diploma in Motor Mechanisms. | look forward to hearing
from you regarding an interview. My afterhours telephone number is 10
1234. At present, | am working as a mechanic for Daily Car Usage,
specialising in Mitsubishi cars. | have a thorough knowledge of motor
mechanics and desire to diversify into Executive cars.

Yours sincerely, Philip Cross

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.
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Philip Cross
23 Kangaroo Street
ROSEWOOD QLD 4340

3 September 20—

Mr. Michael Wright

Beaut Motors

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 | have the necessary qualifications and experience to meet your
requirements.

As my resume shows, | have a Certificate in Motor Maintenance from Dunhill
Technical College and | am currently completing a Diploma in Motor Mechanisms.

At present, | am working as a mechanic for Daily Car Usage, specialising in
Mitsubishi cars. | have a thorough knowledge of motor mechanics and desire to
diversify into Executive cars.

I look forward to hearing from you regarding an interview. My after hours telephone,
numberis.10.1234.

Yours sincerely,

Philip Cross
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.
o Your name and address

The date line

o The inside address and attention line
o The salutation

o The opening

. The body of information

° The close

(Miss) Mary Kelly
P.O. Box 1234 Borgka NCD
Papua New Guinea

17 September 20—

Mr. Micheal Mea
Human Resource Management
Lahara Marketers Ltd.

P.O. Box 1955 Waigani
Dear Mr Mea,

| am applying forthe part time sales position advertised on The National newspaper
dated 15 September 20—. | have completed Grade 12 at Gordons Secondary School
and awaiting my national exam results. My intention is to gain experience in sales
while waiting for the result to amve.

Althocugh Ido not have any experience in sales, | think | have what it takes to be a
good sales person because of my people skills and willingness to leam.

| enclose my curriculum vitae, which covers my personal background.
On a personal level, | am self-moetivated and very reliable.
| look forward to heanng from you about an interview. My telephone numberis 7680-

78564

Yours sincerely,

Mary Kila (Miss)
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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.

CHECK YOUR ANSWERS AT THE END OF TOPIC 4

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.

Philip Cross
23 Kangaroo Street
ROSEWOOCD QLD 4340
3 September 20—
Mr, Michael Wright
Beaut Motors
2 Dirranbandi Road
IPSWICH QLD 4305
Dear Mr Wright
ASSISTANT MECHANIC|

| am applying for the Assistant Mechanic position with Beaut Motors,
advertised in the Western Contact on 2 September 20—.

I believe | have the necessary qualifications and experience to meet your
requirements.

As my resume shows, | have a Certificate in Motor Maintenance from Dunhill
Technical College and | am currently completing a Diploma in Motor
Mechanisms.

At present, | am working as @ mechanic for Daily Car Usage, specialising in
Mitsubishi cars. | have a thorough knowledge of motor mechanics and desire
to diversify into Executive cars.

I look forward to hearing from you regarding an interview. My after hours.
telephone numberis 10,1234,

Yours sincerely,

Philip Cross
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Lesson 22: Using Word Processor in Creating a Resume

e
\

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

different formatting skills and insert graphics to your CV to
improve the appearance of your document.

%4/ P

j,#/ ¥ processor to write your curriculum vitae. You will also apply
2

-

Your Aims:

e create a resume using word processing

' ‘]ﬁ" e identify the benefits of using word processor in
creating a resume

¢ identify the importance of citing resources

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
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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 | 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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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—

Step 2: Editing your document

1.

Use the spell check to correct any typing mistakes you have made.
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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.

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.

Wid9- 0l
ME Insert References Mailings Review
Colars = v—= Breaks = Oy
Al : K
Fonts = él;‘] Line Numbers = -
Themes M 5 Waterm
- @ Effects ~ bE~ Hyphenation ~ -
Themes Letter [F] Fag
£ D 71.59 cm ¥ 27.94 cm [ — —_—
Page layout tab eviZeaT
age layou Tabloid Lu:p e na
27.94 em x43.18 cm 2rsonal:

Legal 2y .Jim Joneg
21.59 emx 3556 cm | _ -
ief Minister

Executive .
1841 cm x 26.67 cm entral United

Madden Stre

] A3
Click to BImxazem  AWTHORN
change paper

]
. A4 :lephone nuy
size to A4. ﬂ 2 emx297 cm [

[\RY KINK

a0

201191 18- 1 17 16 151 [F]

| B4 UI5)

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.
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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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Mame:

Address:

Educational

Feb 20—
Dec 20—

1983

2009 — 2010

Date of Birth:

Telephone number:

Mary Kink

12 Lost Angeles Street
HAWTHORM WIC 3122

22 June 20—
(D3) 393 0101

Background

Secondary Education

Mount Evelyn College
WCE (Mictorian Certificate of Education)
Subjects studied:

English

English Literature

Mathematics A

History

Geography

Biology

Please note that, to date | am waiting results

Work Experience

VWacation and Temporary Employment

Australian Fashions — Sales

Part-time employment

Dhurties
Assisting customers
Replenishing customers
Store liaison

DB Promotions — Trainee Sales Promotion
Vacation employment
Duties
Presentation of products to groups
Customer contract

Extra-curricular activities

Metball team member, Hawthorn Metballers

Hobbies and Interests

Music
Bowling
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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.

Name: MARY EINK
Address: 12 Lost Angeles Street
HAWTHORN VIC 3122
Date of Birth: 22 Juoe 20—
Telephone number: {D3) 898 0101
Educational Hackground
n ian
Feb 20— Mount Evelyn College
Dec 20— WCE (Victorian Certificate of Education)
Subjects studied:
English
English Literature
Mathematics A
History
Geography
Biology

FPease note that, to date [ arm wating resutts

Work Experience
Vacation and Temporary Employment

1993 Australian Fashions — Sales
Part-time employment
Dutias
Assisting customears
Replenishing customers
Store linison

2009 - 2010 DB Promotions — Trainee Sales Promotion
Vacation employment
Duties
Fresentation of products to groups
Customer contract

Bogkeeping

Exira-curricular activiies
Metball team member, Hawthorn Netballers
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Hobbies and Ini:erﬁisl
Music
Bowling

Special Slalls
Language — Greek fluency

Htim

Professional and Academic

Ms Leanne Smith

Staff Supervisor

Australia Fashions,

200 Elizabeth Street
MELBOURME WIC 3000
Telephone number: 650 5959

Mr Danny Bugs

Manager

OB Promotions

154 Collins Street
MELBOURMNE VIC 3000
Telephone number; 333 4444

Mr Mark Bundy

Year 12 Co-ordinator

Mount Evelyn College, Bell Duke
100 Little John Strest
HAWTHORM WIC 3122
Telephone number; 889 1111

Personal:

Rev.Jim Jones

Chief Minister

Central United Church

4 Madden Streest
HAWTHORM VIC 3122
Telephone number; 388 3959

MARY KINK
Movember 20—

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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Activity 1: Create your own resume

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.
2
(W] Insert Picture ﬁ
OO | =] » Libraries » Pictures » My Pictures - |&, | | Search My Pictures §e) |
Organize = Mew folder =l - il 'ﬁ'

(W] Microsoft word [ Pictures library

X Arrange by Folder *
My Pictures

+F Favorites
B Desktop Mo iterms match your search.
& Downloads =
%:—1 Recent Places

=3 Libraries
IE Documents
A}? Music
=] Pictures

g videos

1 Computer -

File narme: - [AII Pictures (*.emf;*.wmf;* jpg;” v]

Tools - [_Insert Ivj ’ Cancel ]
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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.
[E Insert Picture ﬁ
GO I- » Computer » Removable Disk (F:.}__ - I‘j | I Se:ﬁh Removable Disk (F:) 2 |
Organize « MNew folder = ~ i @
B MName - Date modified Type
= Libraries i . )
EEI Documments = IMG_1042. PG 17/10/2012 8:38 PM ( JPEG image
& Music JPEG image means it is a ?
[=] Pictures — phOtO file.
B4 videos

1% Computer
£, Local Disk (C9)

a RECOVERY (D) The CD drive or your
&K DVD RW Drive (E: < flash drive may contain
= Removable Disk | your photo_
€l Network &« m ) vl
File name: - [AIIPictura:[’.emf;*.wmf;*.jpg;‘ ']
Tools - I Insert ]v] [ Cancel ]
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

MS LEANNE SMITH
Staff
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Upon clicking the object, observe how your ribbon changed the contents. The
Picture tools ribbon will appear.

Click the Crop icon located at the right side of the ribbon.

[BctueTooks) R

Picture Tools dialogue box.

POF Format

Picture Styles

O icure Effeds* | —
% Picture I.uyout "l

W B
Il'- B r .H Picture Border

Arrange

Observe how the handle changed its appearance.

MS LEANNE SMITH

Staff
—

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.

MS LEANNE SMITH
Staff

)
This area will be cropped
(removed) from the object.

Supervisor
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Do the same thing for the next three sides until only your photo remains.

Click anywhere outside. This will display your cropped image.

Resize your object. Refer to Lesson 17 on how to resize graphics.

Click hold and drag your object to the Page 1 of your document. Observe how

your object does not move so easily.

Position your mouse pointer in the graphics and right-click the mouse. The

pop-up menu will appear.

2, Hyperlink...

e e———————

ktivities
M member, Hawthorn Netballers

\. grm—
] In Line with Text

g Iig

|

[ Through

|

%] Top and Bottom

A F sehindText

\
[¢] InFront of Text
\

! Mare Layout Options...

Choose Wrap Text and click Square. Now try moving your object.

You have learned to cut and paste text. This time, we will use it in our object.

Right click the object and choose Cut.

Position your cursor where your name is. Right click the mouse and choose

Paste
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3| 4.26 em

4r 4

I ST

J— |
{34 3.28 cm

| -3 Copy

L —Pastg Options:

Save as Picture...

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

Activity 2: Inserting Headers, Footers and Pagination

1. Make sure that My Resume Draft is open.

2. In the Insert ribbon, choose Footer. The different styles of footer will appear.
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e

E' =— = .5 - hignature Line -

[ 1= I_ Scroll down and bate & Time T
e | Heade aotey f;g:,,|;§: choose Alphabet. Lyject - [ B3
| Hel | ~
|I-8- | -I‘ Alphabet

Tryme s
b date | a
3. Scroll down and choose Alphabet. The footer will be inserted in your
document.

Presentation of products to groups
Customer contract

Extras-curricular activities
Netball team member, Hawthorn Netballers

[Type text] Page1

4. In the [Type text] area, type Mary Kirk.

Extraseurricular activities
Netball team member, Hawthom Netballers

5. Scroll down to the second page of your document. Notice that your second
page now contains the same name and Page 2.

MARY KINK
November 20—
L
Mary Kirk Page?
6. Save your work as My Resume Final

7. Print your work.
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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

flam= MARY ETNE

Addrass: 12 Laost Angelss Strent
HAWTHORN VIC S122

Daste of Birth: ZZ Jun=Z0—

Telzphon= numkbsr: {333 893 MM

Edneational BaebLironnd

S=condany Education

Feb 20— Mount Evelyn College
D=c 20— W E (Wictorian Cerificate of Edwcation)
Subjects studisd:
English

English Lit=raturs
Msathamatics A
Histony
G=ography
Bickogy

Flazse nofe fhef, fo dzfs | am waling resufs

MNork Experienes
Vacation and lemporary Employmant

19532 Australian Fashions — Ssles
Pan-tim= employmsant
Dutizs
Assisting customsrs
R=plznishing customsrs
Stors lisison

2000 — 2010 DB FPromations — Traines 53l=s Fromotion
Waostion employmsant
Dutizs
Pres=ntation of preducts to groups
Customsr contract

Bookesping

Exivrn.enrrmienlar ashicahes
Matbsll team mambar, Hawthorn Netballers
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Hobhie= and Intereci=
Music
Bowling

Speeial Slall=
Langusgs — Gresk flusncy

Referees

Professional and Acsdemic

M5 LEANNE SMITH

Staff Bup=rvisor

HAustralia Fashions,

200 Elzsbsth Strast
MELBCOURME WIC 2220
Telzphon= numbsr; 650 5553

MR DAMNY BUGS
Managsr

OB Promotions

154 Collins Strest
MELBCURME WIC 2220
Telzphons numbsr 333 4444

MR MARK BEUNDY

Year 12 Co-ordinator

Mount Evalyn Collegs, Bl Duks
10 Little John Strest

HAW THIHN VI 2152
Telzphons numbsr: B89 1111

P=rsonal:

REV JIM JONES

Chisf Ministar

Central Unit=d Church

4 Madd=n Stra=t
HAWTHORM VIC 3122
Telzphons numbsr: 88 5253

MARY KINK
Movembsr 20—

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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MNams MARY KTNK

Addrass: 12 Lost Anpeles Stemet
HAVWTHORN VIC 5122

Dat= of Birth: 22 June 20—

Telkephons numbsr: (053593 01

Edneational Bacbhgronnd

S=condany Education

Feb 20—
Do 20—

1552

2008 - 2010

Metba

Mount Evelyn Collegs
WCE {VMictorian Certificate of Education)
Subjects studied:

English

English Lit=rstur=

Mathematics A

Histony

Geography

Biology

Flezse pofe fhaf, fo dzfe | am waling resulfs

Nork Experience

Vacation and lemporany Employmeant

Australian Fashions — Sales

Fan-tima employmant

Dluti=s
Assisting customsrs
Replenishing customars
Store lisison

DB Promotions — Traines Ssles Promotion
Vacation employmant
Duties
Frasentation of products to groups
Customsr contract

Eooke=ping

Exira-enrrmienlar arhinities

Il t2am membsr, Hawthormn Wethallers

Mary Kirk

Faga 1l
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Hobbhar= and Interesi=
Music
Boarling

Speeinl Shall=
Langusgs — Gra=k flusnoy

Referees

Professionsl and Acadeamic

M5 LEANME S5MITH

Staff Supsrnvisor

Australis Fashions,

230 Elzabsth Str==t
MELBOURME WIC 2020
Telkphon= numbsr: &80 5559

MR DAMNMNY BEUGS
Mansgsr

DB Pramotions

154 Collins Strest
MELBOURME WIC 2020
Tekephons numbsr 333 4444

MR MARK BEUNDY

Yeasr 12 Co-ordinstor

Mount Evelyn Colle=gs, Bell Duks
120 Little John Stre=t

HaW THLOHMN WG 3158
Telkphon= numbsr: 285 1111

P=rsonsl:

REY JIM JONES

Chief Minister

Ceantral United Church

4 Madd=n Stra=t
HAWTHORN WIE 3122
Telephons numbsr: B85 SS90

MARY KINK
Movembsr 20—

Mary Kirk Faga
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Lesson 23: Using Word Processor in Creating a Formal Report
e Welcome to Lesson 23. In Lesson 22 you have typed and format
'-Q;)’_ your own resume. In this lesson you will use a word processor to

- -\ gf ;@ write a formal report. You will also apply different formatting skills
Q)JQ you have learned from previous lesson to enhance the
— appearance of your text.

Your Aims:

e create a formal report using word processing

&

: e identify the benefits of using the word
\‘ﬁ" processor in creating a formal report

e identify the importance of citing resources

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
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2.

© ® N ©

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.

Evaluate your topic.
Take note of your resources.

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).

Create an outline of your research paper.
Write your first draft.
Evaluate and Revise your draft.

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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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

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.
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2. From the table grid, highlight and choose 7 x 2.
|@|anu|=___ _
A0EEEED B
PCaog\rt:!rv ?)Iaagr:( l;9raeg;aek ITai)le Picture C;:_i: Shavpes Sma.rtAft
DO00000000 £
I O O
: o o
2 I O O O
- I O
= DDDDDDDDDD‘
- I A
8 .0 [ | o o o
The rows and columns will be inserted in your document.
3. Type the following information inside your table
Black Green Yellow Pink Brown | Red Blue
Sad/Cold/ | Neutral/ | Happy/Cheery? | Happy/Cheery? | Bored Mad/Angry Calm
Depressing | Balanced | (53%) (27%) and (43%) (30%) and (23%)
(43%) (27%) Love/Affection Love/Affection
(27%) (30%)
4. At the next line under your table, type the following text.
Most male middle school students associated these feelings with these colors...
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
Click to select the _ m
entire table. = \C
k’élack
] Sad/Cold/
= nnnrnrrinﬂ
6. Copy the table using the skills that you have learned in Unit 2 Lesson 14 of
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i
Black Green Yellow Pink Brown | Red Blue
Sad/Cold/ | Neutral/ | Happy/Cheery? | Happy/Cheery? | Bored | Mad/Angry | Calm
Depressing | Balanced | (53%) (27%) and (43%) (30%) and (23%)
(43%) (27%) Love/Affection Love/Affection
(27%) (30%)
7. Paste your table after the text you just typed. Your work should look like the

example on the next page.

Black Green Yellow Pink Brown Red Blue
Sad/Cold/ | Neutral/ Happy/Cheery? | Happy/Cheery? | Bored Mad/Angry Calm
Depressing | Balanced (53%) (27%) and (43%) (30%) and (23%)
(43%) (27%) Love/Affection Love/Affection

(27%) (30%)

Most male middle school students associated these feelings with these colors...

Black Green Yellow Pink Brown Red Blue
Sad/Cold/ | Neutral/ Happy/Cheery? | Happy/Cheery? | Bored Mad/Angry Calm
Depressing | Balanced (53%) (27%) and (43%) (30%) and (23%)
(43%) (27%) Love/Affection Love/Affection
(27%) (30%)
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.

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.

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.

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/nicolorpsych.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

Step 2: Editing

1.

2.

Use Find and Replace to change spelling of the word -eolour” to —alour”. If
you forgot how to do this go back to Lesson 16.

Use spell check to correct spelling error.

Step 3: Format the document

1.

Change the Margins of the document
Top and Bottom : 2.5cm

Left and Right : 2 cm

Format font to your own style. You might have to change the font size for the
table to make it fit in your document.

Change the alignment as needed
Apply indention to paragraphs. Use your own style to indent.

Use Double space for line spacing for the paragraphs, except the table and
reference

Click the Header icon located in the Insert ribbon.


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/
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@l H9-8|+ topic 4.docx [Read-Only] - Microsoft Word
Home Insert Page Layout References Mailings Review View PDF

Q & =

Cover EBlank Page Table | Picture Clip Shapes SmartArt Chart Screemshot  Hyperlink Bookmark Cross-reference\ Header Fgloter
Page= Page Break - Art - -

Pages Tables Tllustrations

Page
*  MNumber~

Links eader & Footer

|-2-|-1-|-R-|-1-|-
|} O

P R A A RN AN SR S-S I Y

In the Header area type —Color Psychology Paper”.

Tick the Different First Page in the Header and Footer tools. The word Colour
Psychology will disappear from the header.

bychology.docx - Microsoft Word T eaden, Loo er | ook
jeferences Mailings Review View POF Design
p—1

3R 7 z 5, previous Different First Page S} HeaderfromTop:~ 125em & E
e ﬁ'. Next ven Pages g. Footer from Bottom: 1.25¢em
Clip Goto Gote . . (Close Header
At Header Footer 5< Linkto Previous Show Document Text ..'3 Insert Alignment Tab and Footer

Navigation Options Pasition Close

Scroll down to the second page. The header should be there.

MNavigation Options Pasition Close
21 :-R-l-1-1-2-l-]-l-4-|-s-|-s-l-?-|-j_-|-9-|-1n-|-11-|-12-|-13-|-14-r-}_5-|-¢{.,-|-1]I'-|-13-
i}
Color Psychology Paper
| Header Methodology:

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
IE' = B |= Color Psychology.docx - Microseft Word |
Hame Insert Page Layout References Mailings Review Wiew FDF Design
= ?_| ellal _1_Z'4 Previous J| Different First Page
j ; Q -=E = = Hd j Ty, Mext Different Odd & Even Pages
Header Footer Page Date  Quick Picture Clip Goto
- Mumber~| & Time Parts = Art Header ¥| Show Document Text
Header & F :1 Top of Page Mavigation Options
L % Bottom of Page Simple - -~ B
N k] Page Margins » | Plain Number 1
= #]  Current Position
; ﬁ“ Eormat Page Mumbers...
; i:.\ Remove Page Mumbers
L; Plain Mumber 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
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Step 5: Printing
1. Print all pages of your document. Your work should look like the example at
the succeeding pages.

Activity 1: Follow instructions to format document.
1. Make sure that Colour Psychology document is still open.
2. Take note of the following formats on Page 1

Text effects were used for the title of the formal paper.
Sub-topics were in Bold font style.

The first line of the paragraph is indented.

Double space was used for the line spacing.

No header or footer on the first page.

~ 0o 00 T p

The alignment for the title is centre and the paragraphs are justified.
3. Take note of the following formats on Page 2

Sub-topics were in Bold font style.

The first line of the paragraph is indented.

Double space was used for the line spacing.

Header and footer are on the second page.

® 2 0 T o

The alignment for the paragraph is justified.
4. Take note of the following formats on Page 3
Sub-topics were in Bold font style.

The first line of the paragraph is indented.
Double space was used for the line spacing.
Header and footer are on the third page.
The alignment for paragraph is justified.

"o o0 T QP

The table should be adjusted to fit the width of the paper.
5. Take note of the following formats on Page 4

Sub-topics were in Bold font style.

Header and footer are on the fourth page.

The alignment for paragraph is left.

The line space is single.

The indention is special hanging.

-~ ® o0 T o

The electronic source is in blue and underlined.



GR 9 D&T-COMPUTING UNIT 2 287 TOPIC 4 LESSON 23

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.

—
@HE‘T* g |- Docume
Home Insert Page Layout References Mailings Review View PDF
iy (!
Cut - ¥ — = — PR
‘ & Cu CalibriBody) ~ 11 =~ A" o" | Aa~ | B, =-i=-'z- | EE (4] | 1
Past 53 Copy b A
aste - . i\ » 307 - | EEE = - i w
- {churmatPainter B I U abe X, X A - = = = % = Q o
Clipboard [ Font [ Paragraph =
— —
|1|| A v o 1 - v - F 0+ 3 - 1 - 4 - 1+ § [ & - 1 - 7 -
— || T T T T T
_ If you look at our flag, one cannot help but notice that national symbol. It has
2 represented this country since out |ndependence|

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 —HERD 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.

3.
4.

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.

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

Save and print your work.

Compare your work with the sample document provided at the end of this
topic.

CHECK YOUR ANSWERS AT THE END OF TOPIC 4
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Answer to Activity 1

COLOR PSYCHOLOGY PAPER
h cuuestion. Sub-topics \ Centre aligned
How doas goler affacts cna's meoad?

Bavview of Literature:;

Colars may st sasm simple and urdmportant, but thay affact ::-urviailg']iﬂ.;

meore tham we may know. If someons 15 fasling anory, it could st ba bacaesa they're

anary of it could be parhaps that they are sumcundad by erlocldng &) Justified =1

That's fght! Paopla’s meoods can changa Juest bacausa thay are lecking at different

olors! Thare are many thasrss on how st a simpla gglor can changa ena’s whela

e

oo,
. According to Johrson (zoo7), ¢oler doss affsct mood by produdng certain
chemicals and stimulating diffsrent faalings sweh as hungser. For eampla, blua cap
maka one faal calm just bacausait ralassss calming chamicals, and 12d canmaka ona

hunary bacausa it is an appatita stmulant. Yellow can malks ons fas] mitatad, and it

N3 Double space

b loges thar tsmpsr most in vallow ooms. Howaver, pink 1s

tEnguilizing and can maka ona faal waak. Incondusion, Johmson a3 that depanding
on tha geler ena's body can do things (lika predudns chamicals) that cawsa a cartain

Enﬂ-ﬁﬂ-nal 12action (mad, sad, ate.)
Analysis:

Thara ars threa 1dass about ¢olor peyrholomy An thesa sourcss, and thay all say
that golor affacts oene’s mead. Thay differ basad enwhat facters influsnca the affacts of
goler. such a= culture, epinien and what goo: oninsida ens’s body. Ona of tha threa

1dazs iz that polor affacts moods based onons’s parsonal opindon
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Indented

Methodolooy:
In ordar to tast idazs about how golor affacts cnas mood (goler phnEchelomy),

Example Survey:
(Tha cnly thing that chamzs:s in asch diffarent sumveyis the oplor being tastad

Wad Anam?
Ladli s i s
ZaruraEafa
Imtatad ! Anmeyad?
falm?,
Ralayad?
Fun/Exitad?
Happy!Chaany?

g 7l o
Eorad?
Losing Ensray i Waak?

i =

Header

choicss shown on tha eampla sunvay balow.

and tha gendar of tha studants responding):

this resaarcher will test sixty middla school studants (3o boys and 5o gifs) on how
tha ¢olers orean, blus, black, yvallow, 1=d, pink, and brown maka tham faal. Tha

studants will mark the fasling that each gplor makss them feal, according to tha

Q(— Footer |
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Calar, Prychalomy Faper

Survey results:

Mlost famala middle school studants assodatad thesa faslings with thesa gglors...

Elazk {=1aam Tallow nk Erown Rag Elua
canoolkl | NeuEl | Happw! | Happy? Bor=d RIGGTARgrY | oalm

Deprassing | B = and ¥
: b {1 Adiusttable to fit the width of the document. ;?“ {225
and Love Alf=ction
Aff=ction {20
2T

Meost mala middla scheel studants assodatad thesa faslings with thesa golors..

BlsCk LET=ET R Fink Erodin =] Elu=

R I E] 5 R Adjust table to fit the width of the document. Engry | ReRESd
DEFITEEiﬁ.g = L =4 1_-II.__I_'|' H G =" im4 '|.L‘|.l'.' _|' '|.LJ .'-} l:.lll:-

(37% 278 | (17%) "

Conclusion:

{inlar doss affect ons’s mood, but it can affact boys and oins diffsrently. Fer
esample, whila mest famale middla schoel students found oresn noutral and
balanang, mest middle schoel studants found it semure and safa. Howavar, there ara
dlso soma similaftiss betwemn the famale and male middla school studants. For
azmpla, most famala middla schoel studants thouwaht that brown mada tham faal
bored, and so did tha mals middla scheel studants! Also, both found that pink mada
them f23l love apd affacfion Howavar, soma results in this study vweere & fiarent from
tha resaarch Stad. For exampla, tha resasrch statad that brown weuld malks boys and
gifs faal sacure and safa, but instaad it mada them fea] bored. Furthermors, the
resaarch said that vallew would maka boys and ginls faal imitatad, but meost boys and

oifls reportad that it mada tham fasl happy and cheary. Onemall, mest of tharesults
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Cglar, Popcniolany Paper

vara differemt from the resasrch sources concultsd. Imamy casa, it is obavious that
colors hanvs a oraat affact on one's mood.
References:

Adrsy, O (zoos). How doas color pevcholooy wark? Retiavad OctobeT 15, 2007, from
hittp: ! vy davi dai ey coml how=does-oolo-pochol ook ?

eeFifalarpsvchelony. Retiavad Octobat1g, oo, from
hittp: ! vy Jibrary thinkoneest org oS pevcha oov) nlcelorpevch hitm 1

Tehreon, D. (zoo7). folat psvchelesy, sooo-z007 Pearson Edwcation, publizhing a=
Infoplaza Retriavad October 15, 2007, from
http:! Yinfoplaasa.com s pot/ colorsa it

Emith, K. (zoo7). fglar: Masning, symbolism, & psyvcholeay. Retiaved Octobar g,
zao7, from http:! M sowideo.com oo crempart !

Wellard, K. (zooo). Om=mzs vou glad vou're not blus? Retiaed Ootobarig, zoo7, flom
http:! 'wizlas wabfaat.org
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Lesson 24: Using Word Processor in Creating a Memo
@ Welcome to Lesson 24. In Lesson 23 you have formatted a
% _, _ research paper using a word processor. In this lesson you will use
jff/ # a word processor to write a memo. Although the topic is not the
¥z s

g
Q usual document that you as a student will produce it is still a
worthwhile activity to learn.

Your Aims:
@ e create memo using word processing

" e identify the benefits of using the word
processor in creatina 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
o first paragraph provides main idea

e second paragraph expands on the details
e third paragraph outlines the action required
2. Problem-solving memo - suggests a specific action to improve a situation

o first paragraph states the problem

o second paragraph analyses the problem

° third paragraph makes a recommendation
o 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
o first paragraph begins with an agreeable point

° second paragraph introduces the idea

° third paragraph states benefits to the reader
o fourth paragraph outlines the action required

o fifth paragraph ends with a call to action
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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
gérts-lntroduction — 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 memao.
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MEMORANDUM

To: All Staff Members
From: Cami Joe, President
Date: July 24, 20—

Re: Company Merger

| 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. | 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 | 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 | will be on hand
to personally answer any questions.

| 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. | look
forward to seeing each of you at the luncheon on July 28.

cc. file, dept heads

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
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MEMORANDUM
To: All Staff Members
From: Cami Joe, President
Date: July 24, 20—
Re: Company Merger

J'd like to set the record straight. Perhaps you have heard rumours of all sorts fo the
effect that the company going out of business. |would like to clear the issue once
and for all we are not closing.

However, the company will is thinking of merging with the XYZ Company. The details
of which will be available to you once negotiation has pushed through. This is nota
cause for alarm fo our employees since the new company will still continue fo
operating 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 | 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 | will be on hand to personally answer any
questions.

I'm sure that you'll approve of the merger once you understand the reason and what

we have fo gain if we go through with this merger. | look forward to seeing each of
you at the luncheon on July 28.

cc. file, dept heads

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.
2.

Position the cursor in the first letter of your first paragraph.

Press Enter to create a small space between the heading and body of
your memo.

Position the cursor where the paragraph was previously located.

In the Paragraph options of the Home ribbon, locate the Border icon.

@“ H9-06]- memo.dock - Microsoft Word
Home Insert Page Layout Refere Border iCOﬂ View FDF

=

y -
& Cut i - . ~ v | &, = v I= - Yse =
) s Copy Al 12- A A A 1 = TR AaBbCeDe | AaBbCeDe AaBb
Paste o - 2 e 2, - E=E= Y i i
- < Format Painter B I U-adex, x| A~¥-A- EEE TNormal |1 No Spaci.. Heading
Clipboard [F} Faont F} Paragraph F}

- ;
e o T e dotom ot =

Click the Bottom Border option. This will place a border between the
heading and body of your memo.

To remove the border, position your cursor at the on top of the border
line.

MEMORANDUM
To: All Staff Members
From: Cami Joe, President
Date: July 24, 20—
Re: Company Merger

1

I'd like to set the record straight. Perhaps you have heard rumours of all sorts to the
effect that the company going out of business. | would like to clear the issue once
and for all we are not closing.
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7.

8.

Click the down arrow and choose No borders. This will remove the

border
n Home Insert Page Layout References Mailings Review View POF
=gt . - = = s e
da =- i - | A LT v |[BlL 2 LS.y | =45 A
0 'y Cony el 2 - K A B EE T | pboenc | Astbocde Ag
Faste B AL A EE E. b=, v. i
S o Format Ranter B I U-~-aex x| [~% ﬁ EE = HE Q @I T Normal |7 No Spaci., Hed

Clipboard [P Font IF1 Paragraph

|E| ||-2-|-1-|-E-|-1-|-1-|-3-|-4-|‘5-|
— ] T T T 0

-

Top Border

Left Border

To: All Staff MembeH Outside Borders

Lrnm: Cami lna Droc)

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.

MEMORANDUM
To: All Staff Members
From: Cami Joe, President
Date: July 24, 20—
Re: Company Merger

I'd like to set the record straight. Perhaps you have heard rumours of all sorts to the
effect that the company going out of business. |would like to clear the issue once
and for all we are not closing.

However, the company will 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
operating 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 | 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 | will be on hand to personally answer any
questions.

I'm sure that you'll approve of the merger once you understand the reason and what
we have to gain if we go through with this merger. | look forward to seeing each of
you at the luncheon on July 28.

cc. file, dept heads|
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Activity 1: Writing a Memo

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. | 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 memao.

NOW DO PRACTICE EXERCISE 24 ON THE NEXT PAGE
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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.

Butthere is more to be done. The club house is still incomplete. Only part of the club
house is finished and we need more money to complete our club project.

1 | know that this is asking a lot from you. But as the club president, | am asking you to
support our cause once more. The club house, once completed, will serve as a
venue for all our club activities: meetings, parties, and other group activities.

| 2 From: Chiis Nauga, Club President |
| 3 Re: Walk-A-Ton Sponsor Paper |

4 cc. file, club members

5 MEMORANDUM
| g Date: 24 February 20—

It has been a successful year for our club. Since our formation as a club, you have
7 been very supportive of all our activities. As proof of your valuable support, we have
already started the first phase of building our club house.

8 To All Club Member

To raise the needed money, we are proposing to have a Walk-A-Ton. Each member

9 will be given a sponsor paper to fill-up and this will automatically qualify you to walk
for our fund raising. The good news is that a business establishment has agreed to
match any sponsor paper with the equal amount.

| hope that you will support this drive. | also encourage everybody to ask your friends
and relatives to support out cause. |look forward to seeing you walk on 24 February.

10

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.

The date when the memo was written.

The subject of the memo.

Name of the people who will receive copies of the memo
Body of the memo.

he body of the memo must contain the following parts:
Introduction to the problem or main idea.

-~-d o o & o

A

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

Change the font type. (a) Highlight text and select —Aai” from the font
window. (b) Right-click the highlighted text and choose —Aail” Font type
located at the pop-up menu.

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.

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.

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 [ Accidents Happen!

- S S

My friend Joshua went hunting in the forest. At about 9om he took his hunting
spear gun and went looking for profein.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 free with the
hunting gun on 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 huniing gun down to the ground and the frigger
moved. The rubber loosened and the spear went off and shot him
in the leg. He feli the spear shot in his leg and fell down to the
ground.

His uncle heard him shouting in the forest and went and rescued him and
took him to Borgm Hospital. He slept in the hospital about a month
and then they brought him home with two crutchesin his arm.

I was sorry for my friend and | thought he would not go to school anymore.
But after a month he was ok He starfed walking without the
crutches and went to school again.

George Panna,

Author and
Mammumbo Primary School, address

Wewak, ESP
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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.

Piping Llot Goodness

On a cold night, he pulfed out all the stops for us.

Late one afternoon, | noticed a leak coming from our hot water
system. | turned off the water and found the broken part. My
partner and | took it to the local plumbing supplies shop, getting
there just before it closed.

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. 50 he gave us his telephone number and said we
could ring him if we had any problems with the parts.

“No worries,” | said confidently. “I'm sure we'll be OK. But
thanks anyway.” And | took his proferred 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, | called
John and explained the situation. “No worries,” he said. (Now where
had | 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 | 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.

The table below contains the formats used for this document.

document

Font type, style, and size, colour | Title: Bookman, 20 pts., Bold, Text effect
and text effect Sub-title: Calibri, 11 pts. Bold, Underline

Identify specific format you used to your
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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

Practical Exercise 21

A.

(Miss) Mary Kelly
P.0. Box 1234 Borgko NCD

Name & Address

Papua New Guinea

17 September 20— «&—{ Date

Mr, Micheal Mea

Human Resource Managemen
Lahara Marketers Ltd. )

Inside address & attention line

P.O. Box 1955 Waigani

Dear Mr Mea, <€—

Salutation

while waiting forthe result to amve.

| am applying forthe part time sales position advertised on The National newspaper
dated 15 September 20—. | have completed Grade 12 at Gordons Secondary School
and awaiting my national examresults. My intention is to gain expenience in sales

Although Ido not have any exp
good sales person because of

Body

es, | think I have what it takes to be a
lIs and willingness to leam.

78564

Yours sincerely,

| enclose my cumculum vitae, which covers my personal background.
On a personal level, | am self-motivated and very reliable.

| lock forward to hearing from you about an interview. My telephone numberis 7890-

The close

Mary Kila (Miss)
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B.

This is another way of presenting the letter. The following changes were done
from the original document.

1.

2
3.
4

Font was changed

Paragraph alignment was changed to Justified

Use tab to move the name, address and date inside the paragraph.
First line of the paragraph is indented.

Use tab to move the salutation and name of applicant.

Practice Exercise 22

A.

1.

Personal Detail

Name: MARY KINK

Address: 12 Lost Angeles Btreat
HAWTHORN VIC 3122

Date of Birth: 22 June 20—

Telephone number: (D3) 898 0101
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3. Work history

4. Interests

5. Other Information

6. Name of Referees
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Educational Backgronnd

Secondary Education

Feb 20—
Dec 20—

Mount Evelyn College
VCE (Victorian Certificate of Education)
Subjects studied:

English

English Literature

Mathematics A

History

Geography

Biology

FPlease note that, fo date | am waiting results

Work Experience
Vacation and Temporary Employment

1083 Australian Fashions — Sales
Part-time employment
Duties
Assisting customers
Replenishing customers
Store liaison
2008 - 2010 DB Promotions — Trainee Sales Promotion
Vacation employment
Duties
Presentation of products to groups
Customer contract
Bookkeeping

Extra-enrricnlar activities
Netball team member, Hawthom Netballers

Hobbies and Inferesis

Music
Bowling

Special Skills
Language — Greek fluency

MR DANNY BUGS
Manager

Referees

Professional and Academic

DB Promotions
154 Collins Street
MELBOURNE VIC 3000

MS LEANNE SMITH

Staff Supervisor

Australia Fashions,

200 Elizabeth Street
MELBOURMNE VIC 3000
Telephone number. 650 5859

Telephone number; 333 4444

MR MARK BUNDY

Year 12 Co-ordinator

Mount Evelyn College, Bell Duke
100 Litile John Street
HAWTHORN VIC 3122
Telephone number; 889 1111
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Practice Exercise 23

A.
1.

=~ W »@ N

o N

11 pts. 4. Justified

Uppercase 5. Right

Calibri 6. Special — First line indent
False 3. False

True 4. False

Sample format of the document.

The following is a shortinformation reporton the use of computers by studentsin schools. Itisa

result of a survey doneby a Year 9 computer user group.

1.

Students frequently use computers at school even if they do not have access to them at
home]

Most frequent use is during computer-designated lessons or casual use at lunchtime in
computer labs.

Many students use computers for games buta growing number see them as a strong aid to
their study and gathering of information from sources such as the Internet or email contacts.
A number of students have expanded their interests and friendships through on-line

chatrooms, which they access while at school. A larger numberhave increased contact with

overseas students through email, and students of foreign languages are findingthis
particularly useful.

With governmentinvestmentin computersin school it is assumed that use will increase.
Many students are well ahead of their parents and grandparents in the understandingand
use of computers.

The report found that computer use by students for both study and social activity is common

and on the increasein high schools.

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

Parts of Memo

a.

a.

Heading b. Body
Things that a body of a memo should have
Introduction C. Argument
Statement of facts d. Conclusion

b.

This is what your memo should look like

MEMORANDUM

To: All Club Member

From: Chris Nauga, Club President

ko d[Nv]o ] O

Date: 24 February 20—

Re: Walk-A-Ton Sponsor Paper

It has been a successful year for our club. Since our formation as a club, you have
been very supportive of all our activities. As proof of your valuable support, we have
already started the first phase of building our club house.

Butthere is more to be done. The club house is still incomplete. Only part of the club
house is finished and we need more money to complete our club project.

| know that this is asking a lot from you. But as the club president, | am asking you to
support our cause once more. The club house, once completed, will serve as a
venue for all our club activities: meetings, parties, and other group activities.

To raise the needed money, we are proposing to have a Walk-A-Ton. Each member
will be given a sponsor paper to fill-up and this will automatically qualify you to walk
for our fund raising. The good news is that a business establishment has agreed to
match any sponsor paper with the equal amount.

I hope that you will support this drive. | also encourage everybody to ask your friends
and relatives to support out cause. | look forward to seeing you walk on 24 February.

4

cc. file, club members

End of Topic 4

Now Do Exercise 4 in Assighment 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.
|

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. Itis 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. [s 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. Itis 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. |s 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.
\"

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.



