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5-14 ICT in Learning & Teaching

Creating and Presenting – Text Handling

	Teacher Guide


	Attainment Target
	· Create a document incorporating textual, graphical and statistical information.

	Exemplification of Strand
	· Create a document incorporating textual, graphical and statistical information.

· Using appropriate software, extend word-processing skills by using more sophisticated text-handling features, e.g.:


- insert date, time, page, etc.

- bullet points


- numbering


- header/footer


- tables


- page set up


- borders.

	Resources Needed
	· RM Window Box PC
· Microsoft Word

	Outline of Activities
(4 activities)
	By this stage pupils should be using word processing regularly for a range of activities.  They should be using Word rather than Talking First Word.  The following Activity Guides are instructions for the more sophisticated text handling features required at this level.  They are not set in context as it is assumed the pupil will use them as he/she needs to use these features as part of some curricular task.  It is anticipated the pupil will work through them without much need for teacher support.  They are not designed to be done in any specific order.


	In this activity you will learn to:

· use - insert date, time, page, etc.

 - bullet points.


 - numbering.




Activity 1 : Insert the Current Date and Time
1. Click where you want to insert the date or time.
2. On the Insert menu, click Date and Time.
3. In the Available formats box, click a date or time format.
4. Select whether you want the date to automatically update (click in the box) or to remain on the date and time originally inserted (leave the box empty).
5. Click OK.
Add Bullets or Numbering to Existing Text

1. Highlight the items you want to add bullets or numbering to.
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2. Click on either the Numbering or Bullets icons. A number or bullet point will be added at the start of each line after ‘enter’ has been pressed.
3. You can select different bullets or numbering formats by clicking Bullets and Numbering on the Format menu.
Add Bullets or Numbering as you Type
1. Type 1. to start a numbered list or * (asterisk) to start a bulleted list, and then press SPACEBAR or TAB.
2. Type any text you want.
3. Press ENTER to add the next list item.  The next number or bullet is automatically entered.
4. To finish the list, press ENTER twice, or press BACKSPACE to delete the last bullet or number in the list. 

	In this activity you will learn to:

· use header/ footer.




Activity 2: Putting Headers and Footers into a Document
Headers and footers are areas in the top and bottom margins of each page in a document.  You can insert text or graphics in headers and footers - e.g., page numbers, the date, a logo, the document's name, or the author's name - and these are printed at the top or bottom of each page in a document.

1. On the View menu, click Header and Footer to open the header and footer area on a page.  This also opens the Header and Footer toolbar.
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Insert Date
 Insert Time
 Switch Between Header and Footer
Insert Page Number 
Insert Number of Pages
Format Page Number
2. To create a header, enter text or graphics in the header area.
3. To create a footer, click Switch Between Header and Footer on the Header and Footer toolbar to move to the footer area, and then enter text or graphics there if required.
4. If necessary, format text by using buttons on the Formatting toolbar.
5. When you finish, click Close on the Header and Footer toolbar. 

	In this activity you will learn to:

· use tables.




Activity 3 : Making a Table
1. Click where you want to create a table.
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Click Insert Table on the Standard toolbar.  If you cannot see this icon check that Show Buttons on Two Rows has been selected from Toolbar Options (▼at right end of menu bar)
2. Drag to select the number of rows and columns you want and click or press Enter.
3. Click on the box and type text in the boxes.  The Tab key allows you to move into the next box easily.

4. There are other ways of making and editing tables.  Explore the Table menu and the Help (type tables into Type a question for help box) to see what can be done with tables.  
The website below gives good guidance.
http://www.educationict.org.uk/pdf/mswordtablesintro.pdf
For more advanced help with tables try:
http://www.educationict.org.uk/pdf/mswordtablesnextsteps.pdf
	In this activity you will learn to:

· use page set up.

· use borders.




Activity 4 : Changing the Page Set up and Adding Borders
1. On the File menu, click Page Setup, and then click the Margins tab.
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2. Under Orientation, click Portrait or Landscape depending on which way round you want the printing to appear on your page. 

3. In this box you can also change the sizes of the margins.  Just click on the up or down arrows to make the margins bigger or smaller.

4. To give your page a border, click the Layout tab on the Page Set up and then the Borders button.  Try out different borders until you find one you like.  There are lots of decorative ones under Art on Page Border.
5. Click OK and the border will be applied to the whole page.
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