Lecture Notes

Creating a Memorandum and Press Release


Creating a Memorandum and a Press Release

Overview

In this lesson, students will learn and practice more of Word’s tools and features. While gaining experience with memorandum styles, students will insert and format dates and symbols. They will learn how to control the flow of documents through the use of manual page breaks and gain efficiency in copying and pasting by switching between documents. They will also learn how the spelling and grammar proofreading tools can make their work more accurate and professional. Students will learn how to format characters in a variety of ways, including with changing fonts and animating text, to make their work more interesting to read. The powerful Format Painter is introduced, providing a convenient, consistent, and efficient method to copy formats to single and multiple locations. Students will also learn how to find and replace text based on different attributes. Finally, students will learn a tool to help them adhere to length constraints—Word Count.
Lesson Topics

	Understanding Memorandum Styles
· The Traditional Memo


	Inserting and Formatting the Date and Time and Symbols
· Date and Time

· Symbols
	Working with Page Breaks
· Automatic Page Breaks
· Manual Page Breaks



	Switching Between Documents
· Using the Window Menu
	Working with Proofreading Tools
· Spell Checking

· Custom Dictionaries

· Grammar Checking

· The Spelling and Grammar Dialog Box
	Using Character Formatting
· The Font Tab
· The Formatting Toolbar

· The Format Painter
· Hidden Text

	Working with Find and Replace

· Find

· Replace
	Working with Word Count and Readability Statistics

· Word Count

· Readability Statistics
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	40 min
	20 min
	4 hrs 


Preparing for this Lesson

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

Lecture Plan

	Major Topic
	Details
	Discussion

	UnderstandingMemorandum Styles
	· The Traditional Memo 

	Notes
· Explain the standard elements of all memo styles.
· Show a variety of styles using Word’s templates.
Questions

· Ask: Do you have a particular style you like to use?  What is it? Why do you prefer it?
· Ask: Is there an element you like to regularly include in your memos that is not considered standard? What is it?

	Inserting and Formatting Date and Time and Symbols
	· Date and Time 
· Symbols
	Notes
· Set up a memo using a new, blank document.
· Insert today’s date using the Insert Date and Time command.
Delete the date and insert it using the keyboard strokes.
· Format it as February 1, 2004.
· Explain and show the Update automatically check box.
· Open the Symbol dialog box and review its layout.
· Use InsertSymbol to insert a right-arrow (
· Use InsertSymbol to insert the registered trademark (®) special character.
· Using keystrokes, insert a symbol by inserting the copyright special character (©).
· Show Webdings and Wingdings.
Questions

· Ask: Which date style do you prefer for memos? Do you have a different preference for business letters? If so, what is it?
· Ask: When do you expect you will include a time stamp in your work?

· Ask: In what instances will you use the automatic update feature?
· Ask: Why use symbols?

	Working with Page Breaks
	· Automatic Page Breaks 
· Manual Page Breaks 


	Notes

· Explain automatic and manual page breaks.
· Insert a manual page break.
· Show the manual page break notation in the Normal and Print Preview views.
· Show how to delete a manual page break.
Questions

· Ask: Do you see the value in controlling page breaks?

	Switching Between Documents
	· Using the Window Menu 


	Notes

· Open several files.
· Click the Window menu and explain its contents.
· Demo the ease of switching windows to copy text from one document to another.
· Mention and demo another method of switching between documents (i.e., the taskbar).

Questions

· Ask: Do you think you’ll copy between documents by using the Window menu?

	Working with Proofreading Tools
	· Spell Checking 
· Custom Dictionaries 

· Grammar Checking 
· The Spelling and Grammar Dialog Box 


	Notes

· Explain how Word checks for spelling errors. Discuss main and custom dictionaries.
· Type the sentence Arby’s Roast Beef sandwiches are delicous.

· Right-click on the red wavy line and explain the components of the drop-down menu that pops up.

· Correct delicous and add Arby’s to the custom dictionary.
· Explain grammar checking.

· Insert two spaces between Beef and sandwiches, and point out the green wavy line that appears.
· Right-click to correct.
· Click ToolsSpelling and Grammar and explain the dialog box.
Questions

· Ask: What unique words and names do you use often in your work? Will you add to your custom dictionary?
· Ask: What are the benefits of using the Spelling and Grammar Dialog box?

	Using Character Formatting
	· The Font Tab 
· The Formatting Toolbar 
· The Format Painter 
· Hidden Text 
	Notes

· Explain the difference in the formatting procedure if you want to format existing text or future text.

· Open the Font dialog box. Explain and demo the Font, Character Spacing, and Text Effects tabs.
· Show how to format text using buttons on the Formatting toolbar.
· Use keystrokes to select and format text.

· Explain what “default font” means. Show how to change it.

· Explain the Format Painter and its benefits. Refer students to the Quick Reference table.
· Demo the use of the Format Painter to copy formats to one location.

· Demo the use of the Format Painter to copy formats to multiple locations.

· Demo how to hide text.
· Show hidden text.

· Print hidden text.

Questions

· Ask: Since animation is only visible onscreen, under what circumstances do you think you’ll use it?
· Ask: Do you prefer using the Font dialog box or the Formatting toolbar? Why?

· Ask: Do you see the power in using the Format Painter?

· Ask: When might you hide text?

	Working with Find and Replace
	· Find 
· Replace 


	Notes

· Click EditFind and explain the dialog box that appears. 
· Demo the various search options.

· Use the Replace command.

· Use the Replace All command. 
Questions

· Ask: Why might you want to search a document for text formats?

· Activity: With the class, brainstorm when you might use Replace All.
· Ask: Do you see the power in the Replace All command?

	Working with Word Count and Readability Statistics
	· Word Count         
· Readability Statistics 


	Notes

· Turn on the Word Count toolbar, click Recount, and view the information.
· Access the Word Count dialog box and view its contents.
· Briefly explain the function of the Flesch Reading Ease and Flesch-Kincaid Grade Level statistics.

· Show how to turn on the Readability Statistics feature.
· Activate a spelling and grammar check and point out the statistics. Compare the results with what the experts say.
Questions

· Ask: Do you prefer using the Word Count toolbar or the dialog box? Why?

· Ask: Does the Word Count toolbar provide you with useful information?

· Ask: Does your work require you to observe length constraints in your documents? Explain.

· Ask: Does the Readability Statistics feature provide useful information to you? Why or why not? 
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