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INSERT A for Step 4
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HOW TO CREATE A CALENDAR USING WORD

                                   On a scale of 1-4, this project is rated 

The following directions are geared toward a beginner with basic understanding of how to drag the mouse and click on certain items. For a definition of these terms, please see the glossary that can be found in packet MI-Map 9:4 beginning on page 19.

1.  Finding the Word Program.

Drag the mouse to Start. Click and hold to expose all of the programs. 

Drag up to Programs. A side menu will open. 

Drag and stop on Word.

2.  Opening Word and Finding the Calendar tools.

A new blank Word page will appear. Look up at the menu going across the top of the page. Find the word File. 

Click and hold the mouse on File to open it up and see the drop menu.  

Drag the mouse down to New.

A smaller screen will appear. Click on the tab that says Other Documents.

Here you will find several ‘wizards’. The wizards are Microsoft’s way of guiding you through the process of creating a document.   Click on the Calendar Wizard.  Click Okay.

3. Making Your Selections

The Wizard will ask you a series of questions. The first will have you choose the style or appearance of the calendar. Make your choice by clicking in the bubble of the one you like the best.  Click next.

The Wizard will give you a choice of how the calendar will be oriented on the paper. Click in the bubble of the horizontal orientation.  You also have the option of including a picture that will appear outside of the calendar. For this lesson, click yes. Click next.
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(The same method was used to create the Climate Planning Calendar)
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Advanced helpful hint:

Notice you have options at the bottom of the page. You can cancel, go back, go on to the next screen or skip steps and go straight to finish. Once you finish, you cannot go back to previous steps. 
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Advanced helpful hint:

If you do not wish to include a picture, click on NO. The calendar will be larger in size. Or, click yes, delete the picture and then use that space to insert a text box. You will then have the ability to type a few short paragraphs to staff or parents.

INSERT A for Step 4 (cont.)

To select the date range for the calendar, click on the arrows to manipulate the months and years.  For the purpose of this lesson, drag the mouse on the arrows to enter the following.

Start:
September

2004

End: 
September

2004

Click Next.

The creation of the calendar is complete. Click Finish.
You now see a calendar with a picture next to it.

Adding Text to a Calendar

Place the cursor after the number in the box. Hit the return key on the keyboard. The cursor is too big. Look at the top of the screen for the main menu bar. Click on Format and drag down to Fonts. A new box has opened. Look for Size. Click on the arrows until 10 appears. Click on 10. Click Okay.

The cursor is smaller. Type: Half day.  Click in another box and repeat the steps. 
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Advanced helpful hint:

There is a quicker way to change the size of your font (type). Highlight the items you want to change by clicking on the beginning and dragging to the end. Look at the items in the row just under the main menu bar at the top of the screen. You should see the name of the font you are using in the second white box and a number in the smaller white box. This number is the size of the font. Change that number by clicking on the arrow and then dragging the cursor to highlight the new size that you want. The bigger the number, the bigger the size of the font. Once you let go, the change will be made to the highlighted text.

To Add a Title to The Calendar

Click on Insert. Drag down to Text box. Place the cursor where you want the box to appear. Type your title in the box.

You have completed the creation of a calendar. 

INSERT B for Step 4
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HOW TO CREATE A DATABASE PLANNING CALENDAR USING THE TABLE TOOLS

              On a scale of 1- 4, this project is a

(The same method was used to create the Climate Planning Calendar).

Go to Start. Click on Start and scroll up to Programs. Click on Programs. Drag to the side menu and click on Word.
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Change the orientation of the paper.
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Currently your page is set for portrait.        You will need to change the page to landscape in order to complete this exercise.            For detailed instructions, please refer to the Pg 14 of these inserts.

Creating the Calendar

Go up to the Main Menu bar and find Table.  Click on Table. Drag down to Insert, then slide the cursor over to the right and click on Table.
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A mini screen will appear.
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You must now indicate how big you want the table to be. 
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1.  In the # of columns window, type the number 6.  You could also carefully place the cursor over the up-arrow next to the white box.  Each time you click on it, the number will grow.
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  2.  In the # of rows window, type the number 2.  You could also carefully place the cursor over the up arrow.           Click it a few times. Now click on the down arrow until you reach 2.

Click on Okay.
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INSERT B for Step 4 (cont.)

Now you should see two thin rows with 6 columns. Let’s make it bigger.

Place your cursor in the first box and hit the ENTER key. Be sure to count how many times it takes to make the box appear about half the size of the page.

Example

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	

	
	
	
	
	
	


Once you have made the top appear about half the size of the page, place your cursor and hit the ENTER key the same number of times to create the same sized boxes for the lower portion of the calendar.

	
	
	
	
	
	

	
	
	
	
	
	


Each time you hit ENTER, MS-Word starts a new line in the box where the cursor is located. The other columns follow along but have only the first line started.  When you are ready to type in the other column you will need to start in the first line or use the ENTER key to move down to where you want to start.

 If you want more of a challenge, see the next page. If not, skip the shaded box and go on to the Next Step.


INSERT B for Step 4 (cont.)

For Those Who Want to Dig Deeper

Becoming the Master of the Table Function

Now that you have created 12 equal sized boxes, you are ready to enter text. But, let’s play with what you have created so far. You will be able to use the following tips when using the table feature to make other documents. 

To Change the Width of a Column-

Play your cursor directly over the first line that divides column 1 from column 2. Notice  the cursor changes into a line with 2 arrows .Slowly move it off of the line. Now the cursor’s appearance has returned to normal. Only when you are directly on top of a line will you see the arrows. When you see the arrows, you can  move the line. So let’s move the line that determines the perimeter of column 1 and 2. Leaving your cursor on the line, slowly click and drag the line to the left. Column 1 is narrow. Move the line to the right. Column 1 is wider. 

Now you are going to put the line right back in its exact original spot. Impossible? Right?


Now that you have read the Sneaky Tip, follow those steps until you have the line back in its correct spot.

To Change the Width of a Row- 

You can hit the ENTER key as you did before. The benefit of hitting the ENTER key is that you are creating invisible lines for typing text.  Another way is to place the cursor on the line that you want to move and then click and drag it to the desired width.

Be Careful

One row is equal to one line for typing. 

If you hit the ENTER key and make the row thicker, you have as many lines for typing as you want. If you have too many, you must place the cursor in that box and hit the backspace or delete key to remove the extra invisible lines. Trying to place the cursor on the line to move it up will not remove the extra lines you added with the ENTER key.

Next Step

Typing the Labels in the Boxes

Place your cursor in the first left hand upper box.  Type “September”. Since you have already hit the ENTER key to make this area bigger, you do not need to hit it any more in this box. If you did, you would make the area even larger.  So, find the down arrow on your keyboard. Hit the down arrow to move down to the next invisible line.

INSERT B for Step 4 (cont.)

Type “What”. Hit the down arrow about 4 times.  Type “Who”. Hit the down arrow about 4 more times. Type “Tool”.  Now place the cursor in the next box. Type “October”. You must hit the ENTER key to create the invisible lines in this box. Repeat the entire process until you have labeled all of your calendar boxes.

Remember to Be Careful. 

If you want to increase the size of the boxes, you can use the ENTER key. If you want the box to stay the same size as you type inside of it, use the arrow keys to move down to the next  line.

Inserting a Title.

Go up to the Main Menu bar and click on Insert and drag down to Text Box.  When you move the cursor over your document, it will look like intersecting lines.  Click down on the mouse and drag the cursor to create the box where you want it to be. Click into the box and type your title. Click on the sides of the box to make changes. Your Calendar is now on its way. The calendar should resemble the example below.


	September

What

Who

Tool


	October


	November


	
	
	

	
	
	
	
	
	


INSERT C for Step 4

HOW TO CREATE A MEMO




On a scale of 1-4 this project is rated  


· Click on START. Drag up to Programs. Click on Word. A new screen will appear. Go to File. Click and drag down to New.  


· A screen will appear with several options. Find the tab that says MEMO. 

· Click on MEMO.   See the example above.

· You will now have several choices of style.  Click on MEMO Wizard.   

· The screen will tell you that you must choose a style. Click Okay. Click Next.




Now you have a choice to make. Choose the Professional MEMO for this lesson by clicking in the bubble above the sample. Click Next. 

INSERT C for Step 4 (cont.)





· Do You Want a Title?  Of course you do. Click the yes bubble if it isn’t already selected. Type the name of your school in the white text box. Click Next. 

Header Items    

· Date- Type the date if it was not done automatically for you.

· Name – Type your name in the white text box.

· Subject – Type Early Dismissal Procedures in the white text box. 

· Notice that for each of those items above there was a  check off box. In the future, if you do not wish to include in your memo any of those items, remove the check by clicking in that box.

· Click Next.




INSERT C for Step 4 (cont.)

· To:  Type Fifth Hour Teachers in the white text box.

· CC - Type All Staff in the text box.

Closing Items      

· Writer Initials
   Type your initials.

· Typist Initials    A secretary’s initials could go here. Leave blank for now.

· Enclosures       Leave it empty for this lesson.

· Attachments     Leave it empty for this lesson.

· Click Next.        See the example above.

Header   

· Click on the items you want to include in this memo. For this lesson, the Date


and Topic should have a check in their boxes.

· Click Next.

Footer     

· Do not click anything. Leave all items here, blank.

· Click Next.

· Click Finish.

Sample School

Date:
11/12/2003

To:
See Distribution List

Cc:
See Distribution List

From:
Your Name

RE:
Early Dismissal Procedures

(Click here and type your memo text.)

· You now see the actual page with the header completed. Find “Click here and type your memo text.” Do so.

· Type the following.  Fifth hour teachers will prepare students for dismissal at 1:55 p.m. Students will exit from their normal dismissal door at 2:10 p.m. Please make sure students leave the building in an orderly manner.

· Save your document. See “Tips” on page 15 if you need help doing this. 

· You have completed the task!   

INSERT D for Step 4

HOW TO CREATE A FAX COVER SHEET



On a scale of 1-4, this is rated

There two ways that you can create a fax cover sheet. The first method described below is very easy. The second method uses the Fax Wizard. The Wizard’s purpose is to make the process easy, but there are a few more steps involved. That method will not be explained here. I would rate those steps as a 2. However, if you wish to use a Wizard, I suggest you see How to Create A Calendar or How to Create a Memo. Both of these documents use wizards. Those steps would also apply in making a fax cover sheet.

To make your cover sheet:

· Open Word.

· Drag the mouse to File and go to New. You will see a mini screen appear. Find the tab Letters and Faxes. Click on it.  



· Select the Contemporary style by clicking on it.

A generic fax form will appear.  See next page.

INSERT D for Step 4 (cont.)




· Notice the cursor is blinking where you should begin to enter your text. Locate  “Click here and type address.”  Do so.

· To:  Click as indicated and type.

· Fax: Click as indicated and type the fax number of the person you are sending the fax to.

· Re: Click and type as indicated.

· As you can see, you will repeat this process until you are done.

· Place the cursor over the box  that says Please Reply.

· Notes: Highlight the text. You can either delete the text or type your own message. See the circled area of the image.
To save changes to this template for future use, choose Save As from the File menu  (Circled in green on the image above). For more help in saving a document, see the ‘Getting to Know Microsoft’  folder. 

INSERT E for Step 4

HOW TO CREATE AN AGENDA USING THE AGENDA WIZARD


On a scale of 1-4, this project is rated  


· Click on START. Drag up to Programs. Click on Word. A new screen will appear. Go to File. Click and drag down to New.  


A screen will appear with several options. Find the tab that says Other Documents. 

· Click on Other Documents.   See the example .

· You will now see several wizards.

· Click on Agenda Wizard.   

·  Click Okay

A screen will appear that outlines the following screens that ask you to input data to create the agenda. To proceed to the first of the outlined screens, click on next.

1. Choose a style.  Click on your choice then click next.

2. Details - Enter the date, time, title and location of the meeting by typing in the white text boxes.  Once completed, click on next.

3. Indicate which headings you want to have on the agenda. Click next.

4. Indicate which names you want to have appear on the agenda. Click next.


Insert E for Step 4 (cont).


5. Indicate which topics you want on the agenda.  Click next.

6. Would you like to create a form to be used to record the minutes? Click yes or no. Click next.

7. At this point, click finish. 

 You will now see your documents. (I reduced the size so that you could see my example side by side. You will need to scroll down to the next page to see the second document if you choose to make a page for minutes.)  Print your documents.  Save your work.

  

  INSERT A for Step 5 (Tips)

How Exactly Do You Do That?

CHANGE THE ORIENTATION OF YOUR PAPER
Go to File in the upper left-hand corner of the page. Click on File and drag down to Page Set-Up. Click on Page Set-Up. 




A mini screen will open. Choose Landscape. Click on okay. This screen will close returning you to the blank document.

 



 INSERT B for Step 5 (Tips)


How Exactly Do You Do That?

SAVE AND PLACE A DOCUMENT WHERE YOU CAN FIND IT LATER

When you are done with the document, go to File. Scroll down to Save As. A mini screen will appear. 






First, decide if you want the item to be saved in a folder, onto your desktop or to a diskette. These decisions are made by clicking on the arrow.        

For this example,  the item will be saved to My Documents. When you clicked on the arrow, a new scroll down menu appeared. Scroll down to My Documents if it is not already showing.. Notice, that you could have scrolled to the desktop from there as well. When you scroll down to My Documents and let go of the mouse, the words in the text box will now read My Documents.

Now that you have determined where you want to place this file, the next thing to do is to give it a name. By default, you might see the first couple of words you typed on the actual document. Give it a name that you will remember. Type it in the textbox.     

Then click save.

INSERT C for Step 5 (Tips)


How Exactly Do You Do That?

SEND DOCUMENT AS AN ATTACHMENT

The following directions will require that you are connected to the internet via AOL.com       Yahoo.com or a similar service.  Most have made it very easy to attach a document to an e-mail you are sending to someone.

First write the message you intend to send to someone in regular e-mail format.  

Then look either to the bottom of the page on the screen or perhaps the sides to see if you see a link for attaching a document.  Usually, you will see the word attach or attachment. (Most links to other options appear in blue ink). 

Click on attach. A new screen will appear that will give you the option of typing the name of the file or searching for it. 

If you know the exact name of the file, type it. If not, click browse.

When you click browse, you will see a screen appear that contains all of your saved documents.


To find the document that you want to send, first make sure you have opened the correct location. 

If this is the correct location, then read through each item until you find the one you are looking for. Use the scroll bar to look at all of the items currently hidden from view.  

If the document you are looking for is nowhere to be found even after you have scrolled through all of the documents, you probably saved it in another location.

Click on the arrow and then choose another folder or the desktop.        Repeat the process until you find it.

Once you have found the item, click on it to highlight it.  The name of the document will appear in the white textbox.                         Then click on Save.

The screen will close and you will be back to the internet mail. Click okay. If you have another document you want to send, repeat the process. Once you are done, send your mail.

INSERT D for Step 5 (Tips)


How Exactly Do You Do That?
MAKE THE CORRECT TOOLBARS VISIBLE

Many of the applications that you use will have tools to assist you. These tools are located on the top and bottom of your screen. Sometimes you may want to use a particular tool, but you will not see it. When this happens you need to activate that toolbar. 







INSERT E for Step 5 (Tips)

How Exactly Do You Do That?
GET HELP (FROM THE “OFFICE ASSISTANT”)

The Office Assistant

When working with Microsoft applications, you may see one of the animated characters below on your screen. The function of the character is to provide help. Click on it and type your question. The computer will provide answers and steps to solve your problem.

Seen below are just a few of the available characters. 


To switch characters, click on the character and then click on options.   A mini screen will appear. Click on the tab that says Options.   Click Next to view all of the characters.  When you see one that you like, click OK.

Hint -  If you are working on something, your character may display a light bulb.  This means that it has a suggestion for you regarding the task you are in the process of executing.

INSERT F for Step 5 (Tips)

How Exactly Do You Do That?
CHANGE THE VIEWING SIZE OF ITEMS ON A SCREEN

(Not to be confused with changing the size of the printed fonts or the typed letters)

Sometimes you have a need to see things bigger or smaller than they appear on your screen. You have control over this.  First, make sure you have your Standard and Formatting toolbars activated.  If not, see How to Activate Toolbars on Insert D for    Step 5.

To change the size of the viewing screen click on the arrow next to the white box that reflects a percentage. A drop down menu will appear.  Scroll down to your choice. 

This example is set for 100%.

The next example is set for 50%.


Notice if I had 2 pages, they would fit side by side, thus eliminating the need to scroll down to the next page.  

This feature is helpful if you have several pages that you would like to review without scrolling down through the pages.

Please note, the text may be hard to read because of its smaller size.

You can make an item appear 200% larger than its regular size or 25% of its regular size.
Microsoft Word





Microsoft Word














Actually, the default was set at 2. I just wanted you to know exactly how this feature works.





Sneaky Tip-


Let’s say you did something and don’t like how it looks. What you had before was better and you want it back. Hit and hold down on the CONTROL key (lower left hand side of the keyboard. (‘Ctrl’) and then  hit the ( ‘z’) key. This tip works not only here but in other Microsoft applications. 





Planning Calendar





Microsoft Word











Microsoft  Word
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Microsoft General Tips





Microsoft General Tips





Microsoft General Tips





Microsoft General Tips





This figure has no toolbars shown. Simple changes to a word document would be easier to make if you use the toolbar.





To activate your toolbars, go to View and scroll down to Toolbars. 


A side menu will open showing all of the available toolbars. 


Drag over to the toolbar that you want. Repeat this process for each individual toolbar that you need.   You will know the item is activated when a check mark appears in the shaded area in front of the item.





Suggestion: Activate the Standard, Formatting, Drawing and Reviewing toolbars. As you become comfortable, use the others. One more tool that I find helpful is the Ruler. See the long red arrow above to know where to scroll down to find it. 





Microsoft General Tips





Microsoft General Tips
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