Lecture Notes

Internet Integration: Collaborating Online with Word


Internet Integration: Collaborating Online with Word
Overview

In this lesson, students will exchange feedback and revisions when working on projects with people located elsewhere. Students will first learn the importance of organizing files and folders. Then they will insert, accept, edit, display, and print comments. Setting up user information and why this is important is also covered. Students will learn different techniques of emailing documents to others. Once these team members make revisions to and insert comments about the document, they return the document to the sender. Students will then compare and merge versions of the document into a final draft using Compare and Merge. Students will also create a quick summary of a document using AutoSummarize. They will also learn how to make text stand out using the Highlighter tool. Finally, different methods of pasting information will be explained.

Lesson Topics

	Organizing a Project
· Working with Folders
· Renaming Folders
	Working with Comments
· When to Use a Comment

· The Reviewing Toolbar

· How Word Displays Comments
· Switching Off Comment Balloons

· Showing the Markup

· Navigating Comments

· Inserting Comments

· Setting the User Name

· Editing Comments

· Printing Comments
	Emailing a Document

· The Send To Command

· The E-mail Button

· Sending a Document as an Attachment



	Comparing and Merging Documents
· Compare and Merge versus Track Changes

· Working with Compare and Merge Options
	Working with AutoSummarize

· Example of AutoSummarize
	Using the Highlighter

· Example of Using the Highlighter

	Pasting Data from Other Sources

· Pasting Various Formats

· The Paste Special Command

· Paste Link

· Paste Special and SmartTags
	
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min
	15 min
	n/a
	n/a
	2 hrs 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

	Organizing a Project
	· Working with Folders 
· Renaming Folders 
	Notes
· Explain the importance of using project folders.
· In Word, create a new folder.
· Rename the folder. Refer students to the Quick Reference table for folder naming rules.
· Show how to move files into the folder.
· Create a subfolder, explaining that you can create one or more subfolders within any folder.

Questions

· Ask: Why would you create and rename folders in Word versus in My Computer?

· Ask: Do you prefer managing your folders in Word or in My Computer? Explain.

	Working with Comments
	· When to Use a Comment 

· The Reviewing Toolbar 

· How Word Displays Comments 

· Switching Off Comment Balloons 

· Showing the Markup 

· Navigating Comments 

· Inserting Comments 

· Setting the User Name

· Editing Comments 

· Printing Comments 
	Notes
· Define comments and why/when they are used.
· Show the features of the Reviewing Toolbar and discuss the function of each option. 
· Show how comments look in Normal and Print Layout views and in the Reviewing Pane.
· Show how to switch off comment balloons.

· Explain what markups show and how to view them.
· Show how to navigate, insert, and edit comments. Refer students to the Quick Reference table for more information.
· Show how to change the user information.
· Show how to print comments. Refer students to the Quick Reference table for more information.
Questions

· Ask: Why would you use comments instead of just typing text into a document?

· Ask: How can comments help during online collaboration?

· Ask: Which view layout of comments do you prefer? Why?
· Ask: How important is setting the user information? Is it necessary?

· Have students brainstorm scenarios in which they might work with comments.

	Emailing a Document
	· The Send To Command 

· The E-mail Button 

· Sending a Document as an Attachment 


	Notes
· Explain the reasons for emailing a document.
· Explain the options of the Send To command.
· Demo emailing a document with Send To.
· Demo emailing a document with the E-mail Button.
Questions

· Ask: Is one method for emailing documents better than another? Explain.
· Ask: Have you sent emails in other ways? Give details.

	Comparing and Merging Documents

	· Compare and Merge versus Track Changes 
· Working with Compare and Merge Options 
	Notes
· Explain the Compare and Merge tool and how it can be helpful.
· Briefly explain the difference between Compare and Merge and Track Changes. 
· Show and explain the three options available with Compare and Merge.
Questions

· Have students brainstorm scenarios in which they might work with the Compare and Merge tool.

· Ask: Do you have a preference in which Merge and Compare options to use? Why?

	Working with AutoSummar-ize


	· Example of AutoSummarize

	Notes

· Explain the purpose of Word’s AutoSummarize feature and how it works.
· Demo summarizing a document. Refer students to the Quick Reference table in the text.

Questions

· Ask: Do you think this feature is easy to use?
· Ask: How worthwhile will AutoSummarize be in your work? Explain.

	Using the Highlighter
	· Example of Using the Highlighter 
	Notes
· Describe the highlighter and discuss situations in which you might use it.
· Show how to use the highlighter.

· Show how to change the color of the highlight.
· Show how to remove the highlight.
Questions

· Ask: When might you use the highlighter? Give specific examples.

· Ask: Why might you use different colors? Give specific examples.

	Pasting Data from Other Sources
	· Pasting Various Formats 

· The Paste Special Command   

· Paste Link 

· Paste Special and SmartTags 
	Notes
· Explain the various formats available with Paste Special. Note the ones most commonly used.
· Explain the purpose of Paste Special.

· Demo using the Paste Special command to change formats of copied data.
· Explain Paste Link and how it differs from normal pasting and Paste Special.

· Show the Paste Link button and explain the options.
· Use Paste Link to copy an Excel worksheet into a Word document.
· Paste some text and show the SmartTag and its available options.
Questions

· Have students brainstorm scenarios in which they might use Paste Special.
· Ask: When might you use Paste Link?

· Ask: Which do you prefer to use when changing the format of pasted text: Paste Special or Smart Tags? Why?
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