Microsoft Word 2003: Instructor’s Guide - Intermediate
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Note to the instructor
	Introductions
Begin class by introducing yourself and have the participants introduce themselves. Ask them:

· Their name

· Their department

· How long they have been with FEMA

· What their experience is with using Word
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Note to the instructor
	Please keep in mind when training  computer courses in the field:

1. Our mission is to train participants in what they need to know in order to do their job(s). 

2. Time is of the essence. Although it does not make for good training, there is very little time in a 2 hour class to do any independent practice.  

This course outline has been designed with both of those factors in mind. This includes usually only showing participants one way to complete a task. It is recommended that the right mouse button be used whenever possible as this is almost always the fastest way to complete a task. Also, unless necessary, participants do not have to practice using the same word, sentence or paragraph. Just have them pick one.
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Note to the instructor
	Classroom etiquette
· Have participants turn off phones and pagers.

· Point out the locations of rest rooms and emergency exits.

· Generally, a 2 hour class does not allow time for a break. Tell participants if you will or will not be taking a break. Tell participants that if they must leave the room during class to please not expect the person sitting next to them to catch them up. Explain that you will have them join back in at the next possible point. 



	Course Goal
To enable FEMA personnel to use intermediate features in Microsoft Word.



	Course Objectives
The objectives of this course are to enable participants to:

· Work with tabs and indentations

· Setting headers and footers

· Create and work with tables

· Inserting symbols and fields

· Setting and editing watermarks

· Using styles and formatting

· Create and edit a Table of Contents (TOC)
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Direction for participants
	Direction for participants: 
Have participants open Word by single-clicking the button on the toolbar 
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 at the bottom of the screen or finding it in the list of Program Files from the Start Menu Bar.  

Then have each participant to type a short paragraph on any topic they choose.  Making the paragraph about 5-7 good sentences.
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Key Point


	Work with tabs and indentations:

· Showing students how to use the tabs and indentations requires that they have the ruler showing on their file.

· Explaining “First line Indent” and the “Hanging Indent” is very important.  Often this gets out of alignment and causes the individual to get very frustrated.  First line indent is for the first line of the paragraph.  The hanging indent sets my placing of the rest of the paragraph, minus the first line.  The square box below the hanging indent allows the user to move the first line indent and the hanging indent at the same time while maintaining the setting between the two objects.
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	· The small button like square on the far upper left corner of the document 
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 is used to select the type of tab that you would like to set.  By clicking on this button you can cycle through the left tab
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, center tab
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, right tab
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, center decimal tab
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, etc.  
· Once the desired tab is selected, then an individual can click on the ruler on any location or multiple locations and the selected type of tab will be placed on the ruler.  
· To delete the tab, click on the mark on the ruler, hold the mouse button down and drag away from the ruler.  This will remove the tab marker from the ruler and the document.
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Key Point


	Setting headers and footers
· To create, view or edit headers – click on “View” in the menu bar and select “Headers and Foots” or use the Header/Footer icon 
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Explain the Features of Headers and Footers Tool Bar
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Inserting of AutoText Fields:

· PAGE-: Fancy page numbering
· Author, Page and Date as one field

· Confidential, Page and Date as one field

· Creator of the document

· Date the document was created

· Name of the saved file

· Name and path of saved file

· Date the file was last printed

· Date the file was last saved

· Individual and total number of pages

	
	· Toggle between Headers and Footers

· Create sections to a document and view or edit various headers and footers



	[image: image17.wmf]
Key Points

	Create and work with tables
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Selecting all of the appropriate icons before you begin allows you to draw the way you want, without having to go back and change the format, color, thickness, etc after the table is drawn.
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Selecting the Pencil allows you to draw outside borders and lines to form rows and columns.
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The eraser icon lets you delete lines easily.
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The Line Style icon let s you pick solid, dashed or multiple line styles.
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Line Weight allows you to determine the thickness of the line you’re going to draw.
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Border color can be set so that each lone is a different color, or all the same!
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Outside border can be set for the entire table or for each cell individually.
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Shading color changes the background color or each cell or the entire table.
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Use the align icon to arrange the text within a cell.  Left, Center or Right, as well as Top, Middle and Bottom of the cell.
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Draw the lines of you table and then go back and highlight the rows or columns and distribute them evenly.
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Text within a cell can be arranges so that it is sideways.
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Autosum works the same in a Word table as it does in Excel.
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Key Point
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Inserting symbols and fields

Symbols are a good way to visually display an article so that others understand what you’re talking about.  

Fields are a way to embedded information that updates frequently without having to change the entire document.



	
	SYMBOLS:

After selecting INSERT – SYMBOLS, select the font.  Webdings and Windings 1, 2, and 3 have a wide range of choices as far as symbols go.  You can either double click on the symbol or select the symbol and click on Insert.  The symbol will then be put into the document wherever you had your cursor.
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	FIELDS:

After selecting INSERT – FIELDS, you can then select from a list of fields that you would like to insert into your document.  These fields will then automatically update when you open/save the file.
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Selecting a Field such as “CreateDate” or “Date” means that the information will be soft coded rather then hard coded.  It will update as needed.  For example, for Date, every time you open the document it will show today’s date automatically. This stops you from having to go through the document and updating it manually.
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Key Point


	Setting and editing watermarks

Watermarks are used to “mark” a document as DRAFT, ORIGINAL, etc.  It’s not a marking that can be deleted by accident nor does it go away when the document is copied.  For this reason it’s a good thing to teach folks to use when they are drafting policy or procedures.  This way everyone knows when it’s a DRAFT versus the FINAL version.  
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Watermarks don’t have to be words!

A photograph or clip art can be selected as a watermark as well.  It can be stretched across the page to make special paper.  A FEMA logo can also be used to create special lettered in the field when no printed paper is available.
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	Using styles and formatting

To format text means to make it bold, italic, etc. and when you use styles these formats are combined so that each type of formatting does not need to be done one at a time.  A Style combines all of this and allows you to set the way the text looks all at once.  More importantly, the formatting will carry through the entire document.  So when one item is changed they will all update!
The Style icon 
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 is used to bring up the Styles and Formatting window.  

It can also be found under FORMAT on the main menu.  
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	With the Styles and Formatting window up, mouse over one of the styles and drop down arrow will appear.  

This will allow you to modify each style to the font, size or other characteristic that you desire.  

Then, when you mark all of your headers with a certain style they all look alike.  

And when someone asks you to change them, you just have to change the style in the menu and it will automatically update your entire document.  
It is always better to type what you want and then to go back and highlight and set the style.  Otherwise, if you type, set the style and then continue to type it will hold the same style and you will have several paragraphs with a “heading” style.

	[image: image38.wmf]
Key Point


	Create and edit a Table of Contents (TOC)
Tables of Contents are created by combining the last two topics. First, you created a document where you use Styles.  Making sure that each headline or topic area is formatted using Header 1, Header 2 and Header 3 depending on the level of the topic.
Place your cursor at the start of your document and insert a field.  Chose the TOC field to insert.  The field will automatically go through the entire document and select all of the information that has the formatting of HEADING 1, 2 or 3 (Will go more levels if you edit the TOC).
If you continue to edit the document after inserting the TOC, then right click on the TOC field and select the update feature you would like to achieve.
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