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Understanding Word Basics
Overview

In this lesson, students will begin the journey of learning to use Word 2003. We begin with an overview. Students first learn about the benefits of using Word 2003 then delve into starting the program. They will gain experience in managing toolbars and working with task panes to make their work easier and more efficient. They will learn how to get help information in a variety of ways to assist them while as work. Students will also navigate within documents and learn how to handle documents using the basic Windows concepts of opening, saving, and closing. We end our discussion with an explanation of how to exit the Word application.
Lesson Topics

	What is Microsoft Word 2003?
· Why use Word?

· Starting Word 2003
	Managing Toolbars
· Displaying and Hiding Toolbars
· Moving Toolbars

· Displaying the Standard and Formatting Toolbars on Separate Rows
	Working with Task Panes

· Purpose of Task Panes
· Viewing Task Panes

· Moving Task Panes

	Getting Help in Word 2003
· Type a Question for Help
· The Office Assistant
· The Help Task Pane

· Online Help

· The Help Window Toolbar
	Navigating in a Word Document
· Navigating with the Scrolls Bars
· Navigating with the Keyboard
· Navigating with the Go To Command
· Moving Through a Document with the Find Feature
	Handling Documents

· Opening Files
· Closing Documents

· Starting a New Blank Document

· Exiting from Word


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	1 hr 
	15 min
	30 min
	n/a
	1 hr 45 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	What is Microsoft Word 2003?
	· Why use Word? 
· Starting Word 2003 
	Notes
· Explain the features and benefits of Word.

· Open Word and review the screen. 

Questions
· Ask: What is your goal in this class?

· Ask: How is the Word screen similar to other program screens? How is it different?

	Managing Toolbars
	· Displaying and Hiding Toolbars 
· Moving Toolbars 
· Displaying the Standard and Formatting Toolbars on Separate Rows 
	Notes
· Explain and demonstrate showing and hiding toolbars.
· Show how to move a toolbar.

· Display the Standard and Formatting toolbars on separate rows.
Questions
· Ask: Why might you choose to display or hide a toolbar?
· Ask: Do you prefer the Standard and Formatting toolbars on separate rows or on one row? Why?
· Ask: Do you like using floating toolbars? Why?

	Working with Task Panes
	· Purpose of Task Panes 

· Viewing Task Panes 
· Moving Task Panes 
	Notes
· Explain the general purpose of task panes.
· Demo viewing a task pane.
· Show how to move a task pane.

Questions
· Ask: What is the difference between toolbars and task panes? How are they similar?
· Ask: Do you think you will find task panes useful? In what circumstances?

	Getting Help in Word 2003
	· Type a Question for Help 
· The Office Assistant 
· The Help Task Pane 
· Online Help 
· The Help Window Toolbar 
	Notes
· Demo the use of the Ask a Question text box to get information on printing.
· Demo the use of the Office Assistant to get information on printing. Show how to choose an Office Assistant animated character. Show how to hide it.
· Demo the use of the Help task pane to get information on printing.
· Demo the use of Online Help (if you have Internet access) to get information on printing. Explain that this is a vast resource for help.
· Explain the buttons in the Help window toolbar.
Questions
· Ask: Did the information we received on printing differ depending on the help method we used?
· Ask: Do you have a favorite method? Why this one?

	Navigating in a Word Document
	· Navigating with the Scrolls Bars 
· Navigating with the Keyboard 
· Navigating with the Go To Command 
· Moving Through a Document with the Find Feature 
	Notes
· Demonstrate use of the vertical and horizontal scroll bars, noting that the insertion point does not move.
· Press the (→) key to move one character to the right.  Mention that navigating with the keyboard does move the insertion point.
· Press the (Ctrl)+(→) key to move one word to the right, comparing the result with the previous one.

· Refer students to the Quick Reference table for additional navigation keystrokes.

· Go to page 2 of a document using the Go To command, first using keystrokes then using the mouse (status bar).
· Use the Find feature to find a phrase in the document.

Questions
· Ask: Do you prefer using the mouse or the keyboard for navigating within a document? Why? Does it matter which method you use?
· Ask: Which keystrokes do you think you might use to navigate?

· Ask: While navigating, do you find it easier to have the insertion point moved (using keystrokes) or not (using scroll bars)?

· Ask: Do you think the Find feature is valuable? What specific instances come to mind for its use?

	Handling Documents
	· Opening Files 
· Closing Documents 
· Starting a New Blank Document 
· Exiting from Word 
	Notes
· Explain that the Open command is used to view preciously saved documents.
· Explain the different portions of the Open dialog window.
· Open a document from the exercise diskette.
· Make a minor change to the document then close the document.
· Point out that Word asks if you want to save changes.
· Demo starting a new, blank document first by using the button on the Standard toolbar then by choosing File(New.
· Explain and demonstrate the difference between the Close and Exit commands.

· Exit Word.
Questions
· Ask: What documentation work do you think you’d save then need to open at a later time?
· Ask: When might you not want to save a change before closing a document?

· Ask: Which method of starting a new, blank document do you prefer? Why? Does it matter which method you use?
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