WHAT YOU NEED TO KNOW ABOUT MO!!!
(Microsoft Office)


In the classroom, Microsoft Office is usually used just for copying text that students have written.  There are many features of Microsoft’s software programs Word and PowerPoint that can support creativity and learning across all disciples.   Directions are given below for all of the changes in Microsoft Word 2003.
Visual Changes
Zoom- This feature allows you to magnify the document for easier viewing. This is like using a magnifying glass so the text is not actually changed and it will not print out as viewed. 

Go to View and scroll to Zoom. A message box appears with zoom percentage choices and a sample view. 
Background Color- There is research to support the use of color to enhance the print for some students. Because of the ability to allow the student to log in under windows XP, all of these adaptations can be saved for the individual student. The student can experiment with the colors and find the one that works best for them.

Go to Format and scroll to Background. Choose a fill color and the change will be visible. The color does not print with the document. 
Font Size and Color- This feature is probably the most used effect. It is often used to emphasize a certain section of print or to draw attention to a section of a document.  Font style, size, bold, italicize, and underline are all buttons at the top toolbar of the window of a document. If you are missing one of the buttons, go all the way over the right to the down arrow with a line over it and click on it. Scroll to Add buttons, choices will appear, choose the buttons that you want to appear. 

You must select the text if the document is already created or you can go to Edit and Select all to change the whole document. If you only want a section with a font change, click to the left of it and hold as you drag across the area that you want selected. If you want more than one area changed, use the Control(Ctrl) key on the left side of your keyboard.   After you have made your first selection, hold the control key as you make your other selections. You can then have different areas of the document with the same color text and size.

Highlighting Tool- This tool is another one that can be made available as a button at the top of the document on the toolbar. It has an ab with a color bar under it (default color is yellow).  Click on it and choose the color that you want to use. There are many uses for highlighting. Students can mark the text for a specific feature that you are studying. Students can highlight all of the verbs in blue or all of the proper nouns in pink. After clicking on this button, you will highlight anything that you click and drag on.  If you make a mistake, you can use the undo button but you lose the highlighter tool and you must go back up to the toolbar to recover it. An easier way to correct is to go back over the highlighted section to take it off. 
Character Spacing- This feature allows you to create space between the letters of the text. If you already have a document, you must select the text first before making this change. Then you go to Format scroll to Font, click on the tab-character spacing. 

Find and Replace- Use of this feature as a teaching tool can help the students with their writing skills. Go to Edit, scroll to Find/Replace. You can create more space between the words by finding all single spaces and replacing them with 4 or more spaces. This is very helpful to students who use single word bookmarks when reading. Be sure the cursor is in the correct box when you are trying to replace the spaces.

Using the More tab on the Find/Replace box can allow you to change the color and font and add effects to certain words. Click on Format and scroll to Font. Many features can be given to the word such as sparkle, highlighting, etc. Be sure to click on the replace box before clicking on the feature change, the cursor defaults to the find box when you open the format window. 
As a teaching tool, you can show a student how many times he/she has used a word such as is or are by highlighting or changing the font color of that word. Then the student can use the thesaurus to find new words to use in place of that word. Students can be taught to right click on the word to bring up the dictionary and the thesaurus. 

Options
The options for office programs can be found by clicking on Tools and scroll to Options. Click on the tabs to make changes. When you make changes in these tabs while in Word, it is saved for use in Powerpoint and Excel. For example, on the Spelling and Grammar tab, the box beside ignores words in UPPERCASE is checked as a default. This is how errors in brochures or posters are made. Uncheck the box and make sure you click OK before closing the options box. You can take off the spell as you go if it is distracting to the student to see the red squiggly lines.  Another great feature that is not set as a default is the readability of a word document.  It can be automatically determined by checking the box- show readability statistics. Be sure to click OK before closing the options box. There are two measures of the readability. One is the reading ease score-the higher the number, the easier the reading. The other is the approximate grade level. To view the readability of a selection, copy and paste it into a word document, then click on Tools, scroll to Spelling and Grammar. After spell check is complete, the readability will automatically appear. 
Another feature in the Options box is the Save tab. Did you know that your work in Office programs is saved automatically in case of a power failure? Make sure there is a checkmark beside the Autorecover box and choose the number of minutes to save the work, i.e. every 10 minutes. Again, be sure to click OK before closing the box.  This feature will only be shown if your program is interrupted then autorecover can be accessed. 

Autocorrect- This feature can be accessed by clicking on Tools, scroll to Autocorrect. This is great tool for students with Dyslexia, or people who think faster than they can type. You can put in your most frequent “finger oops” and it will automatically replace it for you. Look at the choices of suggestions that are already there. 
Also, you can use acronyms and abbreviations that will convert to the whole word. You can even have pictures appear in place of a typed word.

To use this feature, first type the replacement word or words, then highlight these word or words, click and scroll to Autocorrect. Notice that your word or words to be used as a replacement appear in the “with” box. Type the abbreviation or common error in the replace box.  If using an acronym, type an “x” before the word in the replace box so that you can use the acronym when you want it instead of the spelled out words. Example: VDOE- Virginia Department of Education- use the x before the vdoe. If you want to use a picture, capture or copy and paste a picture file (gif, jpeg, etc) into your document. Make sure it still has the “handles” or boxes at the corners and then click on Tools, and Autocorrect. The picture will automatically appear in the “with” box. Place a “p” in front of the word that you want to represent the picture. There are other features in autocorrect that you can change. Most used features such as correct two capitals together are checked by default. 
Autosummarize- Autosummarize is another great tool for the student who has a reading selection that is too difficult for him/her to read. It only works with nonfiction selections. Autosummarize can allow the student to get at least the basic information from a selection. Under Tools, click on Autosummarize, choose a percentage and then click OK. The selection will be highlighted and a percentage bar will appear at the top of the document. Use this to adjust the autosummarize to pick the info that you want the student to read. This highlighted text will print in color or as a grayed area.  This is, also, a great way to teach summarizing with students.
Templates and Wizards Using www.microsoft.com , many templates, cliparts, and powerpoint designs can be downloaded FREE!  Schedules, calendars, and lesson plan templates are just a few of the choices. There are many wizards available to help you create documents. Click on File, scroll to New and choices will appear.
Hidden Text Key- While writing or taking an electronic test, students often benefit from reminders of directions or well-placed teacher prompts, hidden text can be added and only visible to those students who select the hidden text key. Follow these directions to utilize this feature:

1. Create the assignment or test using Microsoft Word, noting areas where you could provide support in the form of directions or prompts for students.

2. Once your document is completed, highlight the directions or prompts that you want hidden.

3. Click on the Format menu and then select Font. In the Effects area of the dialogue box, select Hidden and then click OK. 
4. The selected text will disappear from your document. It is still there, just hidden from view.

5. To see the hidden text, select the Show/Hide icon.

6. As a default, hidden text DOES NOT print.
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This toggles hidden text on and off. Show this tool to your students before they use the document. You may want to make the hidden text bold or a different color to help students recognize that it is not intended to be a part of their final document. You will find this hidden text key on the tool bar beside the % size of the document.
Forms Menu
This feature is located in the VIEW menu, scroll down to TOOLBARS.  Select the FORMS toolbar.  This toolbar will let you add “fill-in-the-blank” fields, “checkboxes” and “pull down menus” into a word document.  After creating the form you can lock it to prevent changes to the text.

If you want to password protect your form, go to the TOOLS menu to PROTECT DOCUMENT.  Choose the FORMS section and decide if you want to enter a password.  If you want to allow the students to do short essay and allow them to have access to the spell check, you will have to create the forms in sections.  After creating the form, you can go back and insert section breaks from the INSERT menu.  Then when you go to protect the forms, you can designate which sections to lock.  Don’t put a check mark in front of the section you want the individual to be able to spell check.

Text Form Field
Ants have    legs.

· Type Ants have 

· Click on ab or text form field on the FORMS menu bar.

· Double click on the box to create more options.

· Be sure to limit the maximum length of the answer to prevent a page of space. 

· Type the word legs.

· Lock the text to activate the form.

Checkboxes     FORMCHECKBOX 
 Reading
 FORMCHECKBOX 
 Math

· Click on the box with the check mark on the FORMS menu bar.

· Type in the word Reading.

· Double click on the checkbox to create more options.

· Repeat with the word Math. 

· Lock the text to activate the form.

Sound Files and Powerpoint Slides

How to Insert a Sound File on a Slide

Sounds can be located in Microsoft Clip Art Organizer on your hard drive, on your original Microsoft Office disk set or downloaded from their website.  You can also create your own sound file and save it to a folder

· Select “Insert” from the Power Point tool bar

· Highlight “Movie and Sounds”

· Select “Sound from File”

· Find your file that you have saved and highlight it

· Click OK

· Double Click on sound icon (now on your selected slide) to hear it play

How to Record Sound On a Slide

Make sure that you have an external mike plugged into your computer.  Check the sound level by double clicking on the sound icon at the bottom of your computer.

· Select “Insert” from the Power Point tool bar

· Highlight “Movie and Sounds”

· Select “Record Sound”

· Click on the red dot and begin speaking

· Click on the black square when finished

· Double click on the sound icon (now on your selected slide) to hear it play.

Recording Narration

This feature allows you to read every slide at once and it automatically saves the timing for each individual slide.  When finished, the narration will play automatically when that slide is selected.  The student does not have to click on a sound icon to hear the narration.

· Go to “Slide Show” on the Power Point Menu bar

· Select “Record Narration”.  A Dialog box will appear telling you how much space on your computer you have to record.  Remember when you are using recorded speech, the file will increase significantly in size.

· Once you click “OK’ your slideshow will begin at slide #1.  Record what you want to say and click your mouse.  Continue until you reach the end. 

· Save your file.

Adding Sound From a CD

In Power Point, you can have an audio CD play along with your presentation.  You can play the whole CD or choose the specific tracks that you want.  Using a CD can be effective as you will not be adding any extra size to your files.

· Go to the slide where you would like to insert the music.

· Put your CD in the CD-ROM player.

· Go to “Insert” on the Power Point menu bar,

· Highlight “Movies and Sounds”

· Click on “Play CD Audio Track”

· The “Movie and Sound Options” dialog box will open

· Choose the track you want to start on and the ending track

· Choose if you want the sound to loop or not

· Click on OK

· The dialog box will open asking if you want the sound to play automatically.  If you do, choose “Yes”.  If not, choose “No”.

· A CD icon will be inserted on your slide.

Adding Sound files to Word Document

· Open a blank document.

· Go to Insert on the menu bar.

· Scroll to Object and select.

In the Object window, scroll down and select WAVE SOUND and click OK

Make sure that you have a microphone plugged into your computer!!!!!

In the recording window, press on the red dot and speak into the microphone. 

When you are finished recording, press the black square to stop.
Text to Speech in Microsoft Word
Text to speech and speech playback is available in Word.  To access this tool go to “tools” menu and down to  speech.  The language toolbar will open.  Click on the icon for text to speech.  Also available in this toolbar is the speech recognition option.  This feature can be tricky at times but it might also be worth exploring.
Other options are also available for text to speech that are not included in Microsoft Word.  Additional information has been given on Read Please, a free download from the internet.

Text to Speech in Microsoft Excel 2002

Text to speech and speech playback is available in the newest version of Excel. By utilizing the Speak Cells button on the Text to Speech toolbar, you can hear your data read back to you so that you can check the numbers and text that you have entered.

To access the Text to Speech toolbar:
· Under Tools, click on Speech and then show Text to Speech Toolbar.

· Select the cells that you want to hear.

· Click Speak Cells button.

The default setting reads across as rows, you can change this by clicking on By Columns button on the Text to Speech toolbar.

Each cell is highlighted as its contents are spoken.  You can stop the playback and make the changes and then continue with the text to speech.

· Click on the Stop Speaking button on the Text to Speech toolbar.

· After making the changes needed, click on Speak Cells and it will continue where you left off.

Another feature allows you to hear what you have entered after each cell entry. To access this option:

· Click Speak on Enter button on the Text to Speech toolbar. It can be turned off by clicking on the Speak on Enter button again.

Windows XP Operating System Narrator

A program called Narrator is available for Notepad, WordPad, Control Panel programs, Internet Explorer, the desktop and some parts of the Windows setup. Narrator may not read correctly in the other programs.

· It will read new windows, menus or shortcuts when they displayed.

· Typed characters in the listed programs.

· The mouse pointer will follow the active part of the screen.

· Adjust the speed, volume or pitch of the voice.

To start Narrator, follow these steps:

1. Press the Windows logo key+U. It should start with the Utility Manager.

2. Accessibility Options can be started by pressing the Windows logo key+U at the Welcome to Windows screen after starting the computer.

In order to have something read again, press CTRL+SHIFT+SPACEBAR.
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