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Creating a Simple Report


Creating a Simple Report

Overview

In this lesson, students are introduced to more advanced topics, including use of the Click and Type icon and ordered lists. The illustration of a traditional business report leads into paragraph formatting topics. Students learn to format line spacing using different methods and to indent lines using the horizontal ruler. Using custom tab stops and bulleted and numbered lists, students will create more easily readable and professional reports. They will also learn a how to set spacing before and after paragraphs and to add borders and fill to make their work more interesting. Viewing the Reveal Formats task pane will help students better understand and control the behavior of text and paragraphs. By the end of this lesson students will be well prepared to create effective business reports.

Lesson Topics

	Understanding Report Formats
· Overview

· Traditional Unbound Business Report Format
	Using Paragraph Alignment
· Click and Type

· The Formatting Toolbar

· The Paragraph Dialog Box


	Line Spacing

· Vertical Spacing between Lines



	Indenting Text

· Indenting 


	The Horizontal Ruler

· Using the Horizontal Rule to Create Various Indents 
	Using Tab Stops
· Changing the Default Tab Stops

· Working with Custom Tab Stops

· Setting, Modifying, and Removing Tab Stops with the Ruler

	Using Lists

· Bulleted
· Numbered
· Outline-Style Numbered
	Using Hyphenation

· Working with the Hyphenation Zone
	Using the Paragraph Space Setting

· Paragraph Space Compared to Line Space

	Using Borders and Shading

· Applying Borders to Paragraphs
	Formats

· Revealing Formats
· Clearing Formats
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	45 min
	30 min
	4 hrs 15 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

	Understanding Report Formats
	· Overview 
· Traditional Unbound Business Report Format      

	Notes
· Direct students to the traditional unbound business report format in the text.
· Go over the elements of spacing, title format, body style, and quotations.

Questions
· Ask: What other business report formats have you seen or used?

	Using Paragraph Alignment
	· Click and Type 
· The Formatting Toolbar 

· The Paragraph Dialog Box 
	Notes
· Discuss the differences between formatting paragraphs and formatting characters.

· Demo the four ways text can be aligned between margins (left, center, right, justify), mentioning when each is most often used.
· Explain and show how Word can automatically align paragraphs through Click and Type. Note how the mouse pointer changes.
· Explain the numerous types of formats you can apply using Click and Type (paragraph alignment, tab stops, tables, etc.).
· Use the Formatting toolbar buttons to align paragraphs.

· Open the Paragraph dialog box and use it to align paragraphs.

Questions
· Ask: Click and Type formatting can certainly save you time. When might it not be useful, though?

· Ask: Do you prefer using Click and Type or the formatting toolbar buttons? Why?

	Line Spacing
	· Vertical Spacing between Lines      
	Notes
· Show the Line Spacing button on the Formatting toolbar and describe the different types of line spacing.
· Note how to change line spacing via the menu bar as well as with keyboard shortcuts.
· Refer students to the Quick Reference table for line spacing descriptions.

Questions
· Ask: When might you use 1.5 line spacing over single or double spacing?

	Indenting Text
	· Indenting 
	Notes
· Explain and demonstrate left and right indents.
· Use the Increase Indent and Decrease Indent buttons.
· Explain and demonstrate the difference between first line and hanging indents.
Questions
· Ask: In what instances in your work would you use indenting?
· Activity: With the class, create a list of situations in which you would apply the different types of indenting.

	The Horizontal Ruler
	· Using the Horizontal Ruler to Create Various Indents 
	Notes
· Show the different components of the Horizontal Ruler.
· Move the right and left indent markers to show how to use the ruler to set indents.
· Create a hanging and a first line indent.
· Refer students to the Quick Reference table for information on indent markers.

Questions
· Ask: Do you find the view of the horizontal ruler useful? Why or why not?

	Using Tab Stops
	· Changing the Default Tab Stops 
· Working with Custom Tab Stops 
· Setting, Modifying, and Removing Tab Stops with the Ruler 
	Notes
· Show how the (Tab) key moves the insertion point to the nearest tab stop.
· Explain the concept of default tabs and show how to change them using the FormatTabs command.
· Discuss custom tab stops, including their uses and benefits.
· Set custom tab stops using the horizontal ruler.

· Open the Tabs dialog box. Point out the elements of it, referring students to the illustration in the text.
· Continuing with the Tabs dialog box, show how to set custom tabs and clear tab stops.
· Using the ruler, show how to reposition a tab stop and delete a tab stop.
Questions
· Ask: In your work, when would you use tab stops?
· Ask: Do you prefer using the ruler or the Tabs dialog box to set custom tab stops? Why?

	Using Lists
	· Bulleted 

· Numbered 

· Outline-Styled Numbered 
	Notes
· Explain that numbers are used when an order of priority needs to be established.

· Using the Format toolbar button, create a bulleted list. Explain that the last style used is what is inserted.
· Using the Format toolbar button, create a numbered list.

· Open the Bullets and Numbering dialog box. Review the elements of the box.

· Choose a different style from the bullet gallery.
· Show how to customize a bullet.
· Show how to reset a customized bullet or number style.

· Explain and demo the use of Restart or Continue Numbering.
· Discuss outline-style numbered lists and their frequent use in the legal profession.
· Show how to promote and demote list items using the indent buttons.

· Discuss line spacing vis-à-vis lists.
· Insert a manual line break.
Questions

· Ask: Why use lists?
· Activity: With the class, brainstorm specific scenarios when you might use bulleted lists.

· Ask: Does your work/profession find numbered or outline-numbered lists more useful?

	Using Hyphenation
	· Working with the Hyphenation Zone 
	Notes
· Explain hyphenation.

· Explain how Word can hyphenate a document automatically or manually.

· Open the Hyphenation dialog box. Set hyphenation to Automatic and point out where it hyphenated words within the document.
· Change the hyphenation to Manual and go through the Word prompts.
· Explain the hyphenation zone and show how to set it in the dialog box.
Questions

· Ask: Do you prefer automatic hyphenation, manual hyphenation, or none at all? Why?
· Ask: In addition to newspaper columns, when might you set hyphenation?

	Using Paragraph Setting
	· Paragraph Space Compared to Line Space 
	Notes
· Explain the difference between line spacing and paragraph spacing.

· Explain the benefits of using the paragraph space setting.
· Go to the Paragraph dialog box and explain the section regarding before and after spacing. Point out that line spacing can also be set in this box.
· Choose a paragraph in the document and add 6 points before and after it. View the paragraph. Change the spacing to another setting and review the paragraph.

Questions

· Ask: In what type of writing do you envision adding spacing to paragraphs?

	Using Borders and Shadings
	· Applying Borders to Paragraphs 
	Notes
· Select a paragraph and open the Tables and Borders toolbar.

Explain the buttons related to borders including the point, the unit of measure used in printing.

· Demo adding a 1 point double-line border and a shading color (fill) of 15% - Gray.

· Select a paragraph and open the Borders and Shading dialog box.
· Explain its elements, noting that Page Bordering is a separate tab.
· Demo adding a ½ point single line border and a shading color of blue.

Questions
· Ask: Why use borders and shading on paragraphs?
· Ask: Which border style do you prefer? Why? 
· Ask: Are some styles not appropriate for certain documents? Discuss.

· Ask: Do you find it easier to use the Tables and Borders toolbar or the Borders and Shading dialog box? Why?

· Ask: How do you think you’ll use this feature in your presentation work?

	Formats
	· Revealing Formats 
· Clearing Formats  
	Notes
· Click in a paragraph. Show and explain the Reveal Formatting task pane, including how it is organized.
· Choose another paragraph and view the information about it in the Reveal Formatting task pane.

· Demo how to clear formatting.

Questions
· Ask: Have you used other software that has a similar feature?
· Ask: Do you find the Reveal Formatting task pane useful? How?
· Ask: Have you used the EditClearFormats command in another software program? How is it similar? How is it different?
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