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Creating an Employee Policy Manual


Creating an Employee Policy Manual

Overview

In this lesson, students will learn a variety of tools that particularly suit large, multipage documents as they create an employee policy manual. Students will learn how to apply styles to documents to ensure formatting consistency. They will also learn how to create and modify styles to better meet their needs. Students will use the powerful Outline view and see how it is an efficient way to apply styles and organize documents. They will learn how to set margins by using the Page Setup dialog box as well as by dragging the margin boundaries on the rulers. Students will learn several options that control the text flow of paragraphs, thereby making their documents neater and more professional.  Finally, students will experiment with several techniques for moving through long documents, enabling them to make more efficient use of their time.
Lesson Topics

	Applying Styles
· Types of Styles
· Accessing Styles
· Heading Styles
· Displaying All Built-In Styles
· The Styles and Formatting Task Pane
	Creating and Modifying Styles
· The Style Dialog Box
	Using Outlines
· Promoting and Demoting Headings

· Reorganizing Documents in Outline View



	Working with Margins
· Margins versus Indents
· Setting Margins with the Rulers
	Working with Text Flow Options
· Choosing Text Flow Options
	Navigating in Long Documents
· Browsing Objects
· Using the Document Map View
· Working with Thumbnails

· Working with Bookmarks


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min
	15 min
	30 min
	20 min
	3 hrs 35 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

	Applying Styles
	· Types of Styles 
· Accessing Styles 
· Heading Styles 
· Displaying All Built-In Styles 
· The Styles and Formatting Task Pane 
	Notes
· Define a style and discuss the types of styles (character, paragraph, list, and table) and their characteristics. 
· Show how to access styles in the Styles and Formatting pane and through the Style list.
· Discuss Word’s built-in styles and their uses.
· Explain the special significance and practicality of heading styles (e.g., Outline and Table of Contents).
· Demo applying a style to paragraphs in Print Layout and Normal view.
· Point out the Clear Formatting Option from the Style List drop-down menu.
· Point out that the Normal and Heading 1–9 built-in styles are not the only ones available in Word; show how to display others.
· Go over the features of the Styles and Formatting task pane. 
Questions

· Ask: Why would you use a style instead of regular formatting in paragraphs?

· Ask: How are heading styles special?

· Ask: Why would you use the Select All option in the task pane?

	Creating and Modifying Styles
	· The Style Dialog Box 
	Notes
· Explain that you can modify existing styles to fit your needs and even create your own styles.
· Introduce the Style dialog box and explain its features. Refer students to the illustration and Quick Reference table in the text.
Questions

· Ask: Why might modifying an existing style be better than creating a new one?

· Ask: When working with styles, can you define paragraph formatting? Name two ways to accomplish this.

· Ask: Can you create a style in one document and have it available in another document? How?

	Using Outlines 
	· Promoting and Demoting Headings 
· Reorganizing Documents in Outline View 
	Notes
· Discuss the functions and views of the Outline feature and show how styles are used in outlines.
· Explain how to navigate and rearrange an outline.
· Demo promoting, demoting, moving up and down, and expanding and collapsing headings in Outline view. 
Questions

· Ask: When might you use an outline?

· Ask: How is organizing a document easier in Outline view?

· Ask: How is expanding and collapsing headings useful?

	Working with Margins
	· Margins versus Indents 
· Setting Margins with the Rulers 
	Notes

· Explain and show that margins determine the overall size of the text area on a page.
· Explain and show the difference between margins and indents.

· Open a document. Choose File(Page Setup to increase the top, left, and right margins by 0.5".
· Set all four margins to 0.75" by dragging the margin boundaries on the rulers. 

Questions

· Ask: What types of documents have you created or do you plan to create that use margins other than Word’s default margins. Explain your reasoning.

· Ask: When have you used indents in your work?

· Ask: Do you prefer using File(Page Setup or the rulers to set margins? Why?

	Working with Text Flow Options
	· Choosing Text Flow Options 
	Notes

· Describe the various text flow options.

· Set a document to use the widow/orphan control.

· Show the difference between using and not using the widow/orphan control.

· Demo the Keep Lines Together option.

· Demo the Keep With Next option.

· Demo the Page Break Before option.

Questions

· Ask: When might you choose to have the widow/orphan control off?

· Ask: In what instances might you want to use a manual page break?

	Navigating in Long Documents
	· Browsing Objects 
· Using the Document Map View 
· Working with Thumbnails 
· Working with Bookmarks 
	Notes
· Discuss the various document objects that can be browsed.

· Show how to browse objects using the Browse Object menu at the bottom of the vertical scroll bar.

· Explain the Document Map and show how to access it.
· Demo navigating in the Document Map. 
· Explains thumbnails. Compare them to the Document Map.
· Explain the use of bookmarks.

· Explain the naming rules.

· Create a bookmark.

· Use a bookmark.

Questions

· Ask: When might you use the Browse Object menu?

· Ask: What are the benefits of using the Browse Object menu over other methods of getting to an object?

· Ask: What is unique about the Document Map tool? Which would you be more inclined to use, the Outline or the Document Map? Why?
· Ask: When would you choose to use thumbnails over the Document Map?

· Ask: In what other software have you used thumbnails?

· Ask: In what types of documents would bookmarks be useful?

· Ask: What experience do you have with bookmarks? If you've never used them before, are you likely to now?
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