INFORMATION PROCESSING
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It’s time to learn word processing.  In this part of training you will be using a word processing program which makes editing and rewriting a snap.  It helps you write by letting you move and change words, sentences, or even whole paragraphs quickly and neatly.  
Activity 1: 
Scavenger Hunt--Retrieve a document, and clear the screen.

Activity 2:
Line/Font Appearance--Change font face, size, color, and alignment.

Activity 3:
Tongue Twister Tree--Horizontal centering of existing and new text.

Activity 4:
Your First Job--Insert/Typeover Mode, Margins, Line Spacing.

Activity 5:
Food Allergy--Change alignment, use enter to separate text, bold.

Activity 6:
Health Careers--Learn how to cut/paste and change layout to columns. 

Activity 7:
Medical Specialists--Make changes to a table, Sort.

Activity 8:
Coded Message--Search and replace a secret message.

Activity 9:
Mail Merge--Learn how to merge two documents together.

Some Career Options:

	Receptionist
	Secretary 
	Data Processor

	Legal secretary
	Medical secretary
	Stenographer

	Word Processor
	
	


Word Processing 
Activity 1 Scavenger Hunt
Let’s go on a scavenger hunt.  You will need the Word Processing Activity 1 Worksheet - Scavenger Hunt. 

On this scavenger hunt your job is to retrieve several documents from the word processor, read them, write down on the worksheet the clue word you find, and then exit the document.  Each clue word will be underlined and bolded.  It will look like this: Clue.  The clue word will then be the name of the next Office Button you should retrieve.  Let’s try it now!

You will find the first clue in the poem below.  Remember, look for the bold and underlined word.

LISTEN TO THE MUSTN’TS

By Shel Silverstien

Listen to the MUSTN’TS, child,   

Listen to the DON’TS                   

Listen to the SHOULDN’TS         

The IMPOSSIBLES, the WON’TS

Listen to the NEVER HAVES      

Then listen close to me--               

Anything can happen, child,          

ANYTHING can be. 

Crying is not allowed!
Clue #1--Did you find the first clue?  That’s right, it is Crying.  Write this clue on your worksheet now.
To find your second clue, you must RETRIEVE A DOCUMENT called Crying from your word processor.  Follow the steps below to retrieve the document.

HOW TO RETRIEVE A DOCUMENT:
1. Load the Word Processing software.

2. Go to Office Button (round circle in upper left corner) and Open.
3. Go to Assignment drive, Behling folder, TLC folder.

4. Click on the yellow folder named Sad.
5. Click on the Office Button named Crying and then click on Open.

Did you find Clue #2?   Write the clue on your worksheet.

HOW TO CLEAR THE SCREEN:
1. Click on Office Button, Close. Choose No to the Do you want to save dialog box. You should now have a blank screen. 

2. Now, retrieve the file named after Clue #2 -- Anything.  If you have forgotten how to retrieve a document, review the instructions above.

Follow these easy steps and you will not get lost. 

   1.
Retrieve the document

   2.
Read the poem

   3.
Find the clue word

   4.
Write the clue on your worksheet.

   5.
Close the Office Button
   6.
Retrieve the next clue (Remember!  The next clue is saved in the word processor under the clue word you have just written down.)

After you have found all six clues and written them on your worksheet, write the circled letters in the blanks provided on your worksheet.

There are keys for activities 2-4 
Word Processing 
Activity 2 Line/Font Appearance
1.
Open the document named FONTS from the Assignment drive. 

2.
You will now have to save all of the Office Buttons you open.

HOW TO SAVE A DOCUMENT: 
1. 
Click on the Office Button (round circle in upper left corner) Click on Save as. You can just save it as a 2007 document.
2
Choose your H: drive (Look for your name)

3. Click on Save to keep the same document name.  We could have typed in another name for this document, but let's keep the same name.

Check the blue bar at the top of the page to see if it says H:fonts

Put a header with your name and class period at the top of the page. Click on the Insert Ribbon. Click on Header and choose the top option (Blank). Double click the type here and put your name and period. Do this each time you will start an assignment.

Follow the directions in each sentence or paragraph. You will need to select the words first before you can make the changes. Your printed paper should look similar to the key.  It must fit on one page.
Be sure to save all your changes before you print.

HOW TO PRINT:
Click on Office Button, Print. Click on Ok. 
After you print each document you will need to close the file by clicking on the Office Button, Close, No to saving changes.


LINE/FONT APPEARANCE

To center the title first click the I – beam in front of the word Line, then click the Center button on the Home Ribbon.

To make this sentence have the words line up on the Right Margin (Align Right Text), first select/highlight all of this paragraph, then select the Align Right button on the Home Ribbon Paragraph Section.  

To make this paragraph have a Justified Alignment, first select/highlight all of it, then select the Justify on the Home Ribbon Paragraph Section. Justified alignment means that all of your lines will line up at the right and left side, excluding the last line.

Change this paragraph to a different font, first select/highlight all of it, On the Home Ribbon Font Section click the drop down arrow next to Times New Roman and choose a different font. 

To change the font size of this paragraph, first select/highlight all of it, then select the font size button, on the toolbar and select the point size 16.
To make this sentence change to an italic font, first select/highlight all of it, then click the Italic Button   I on the Font Section.

To make this sentence change to bold font, first select/highlight all of it, then click the Bold Button   B on the Font Section.

To make this sentence underlined, first select/highlight all of it, then click the Underline Button   U on the Font Section.

To make this paragraph change to a shadowed font, first select/highlight all of it, select the drop down arrow on the right corner of the Font Section. Make sure the Font tab is selected then choose Shadow. 
To make this paragraph change into small caps, first select/highlight all of it, select the drop down arrow on the right corner of the Font Section. Make sure the Font tab is selected then choose Small Caps. 
To make this paragraph change to a strikethrough font, first select/highlight all of it, select the drop down arrow on the right corner of the Font Section. Make sure the Font tab is selected then choose Strikethrough. 
To change the margins, click the Page Layout Ribbon Page Setup Section. Click on the Margins icon and choose Narrow.

Key

Word Processing
Activity 3 Tongue Twister Tree
1. Load the Word Processing software.

2. Go to Office Button and Open.
3. Go to Assignment drive, Behling folder, TLC folder.
4. Click on the yellow folder named Sad.
5. Click on the Office Button named Tree and then click on Open.

6. Go to Office Button Save as to your H: Drive. Keep the same name
START THE EXERCISE:
Place your cursor in the document. Hold down the Control key and hit the letter A. 
HOW TO CENTER:
On the Home Ribbon in the Paragraph section click on the Center alignment button on the bottom row second from the left. 
All of the text should have centered. All you need to do now is type the text for the trunk of the tree. Move your cursor after the last sentence and type:

Centering

this 

poem

is

very

fun!!!

Put your name in a header. Save, Print, and Close the document

Of 

all the 

saws I ever

saw saw I never 

saw a saw that could 

saw as this saw saws! (
Peter Piper picked a peck of 

pickled peppers.  If Peter Piper picked 

a peck of pickled peppers, how many pickled

peppers did Peter Piper pick?( Fuzzy Wuzzy was

a bear, Fuzzy Wuzzy had no hair.  If Fuzzy Wuzzy had

no hair, he wasn't very fuzzy wuzzy?  ( A black bug with

blue blood and a blue bug with black blood. ( How much wood

could a wood chuck chuck if a wood chuck could chuck wood?  A wood

chuck would chuck all the wood he could chuck if a wood chuck could chuck

wood.  ( Six slimy snakes slithered steadily southward.  (  She sells sea shells

 by the seashore. ( Which witch watched which watch?  ( The sinking steamer sunk. 

Rubber baby buggy bumpers.  Ten slippery snakes slithered down the slippery slide slowly.

Centering

this

poem

is 

very

fun!!!!

Key

Word Processing 
Activity 4 Your First Job
The insert key above the arrow keys has two modes:  INSERT and TYPEOVER.  TYPEOVER mode allows you to type over the existing characters.  INSERT mode allows you to place your cursor where you want it and add in new letters or words.  The words next to what you are typing simply move over to make room.  The default mode in all word processing software is the INSERT mode.  The INSERT key switches between the two modes.  Let’s see the two modes in action.

Learning about the Insert and Typeover Modes
1.
Type your first and last name on the screen. 

2.
Use the arrow keys to position the cursor on the first letter of your LAST name.  Type the word AND --then space one time.

3.
Your screen should look like this:

(example)
Lisa AND Adams

4.
This is the way the insert mode works.  When you type a word or sentence in between two words, the rest of the words move to the right to make room for the new words you are typing.

5.
Now, click on the Insert key.  You will see the abbreviation “ovr” appear in the bottom center of your screen.

6.
Position your cursor on the first letter of your LAST name again.  Type the word PERSON.

7.
Notice that what you typed replaced or typed over your last name.  This is called the “Typeover” mode.  When you want to change back, you simply press the Insert key again.

Show to the teacher--do not save
1. Go to Office Button and Open.
2. Go to Assignment drive, Behling folder, TLC folder.
3. Click on the yellow folder named Sad.
4. Click on the Office Button named Job and then click on Open.

5. Go to Office Button Save as to your H: Drive. Keep the same name
START THE EXERCISE:
1.
As you read through the document, notice that the word JOB has been misspelled 7 (seven) times.  Your first goal is to TYPEOVER the misspelled words, spelling the word JOB correctly.  Don't forget to press the INSERT key to enter the “typeover” mode.

2.
Your second goal is to insert a sentence that has been left out in the middle of the second paragraph.  To do this, place your cursor on the first letter of the word Employers.  Press INSERT to turn the typeover mode off.  Then type the following sentence:  Show your employer that you are capable and reliable.
3.
Your third goal is to change the left and right margins.  The following steps will help you to do this.  Press the Page Up key to position your cursor at the top of the document.

HOW TO CHANGE THE MARGINS:

Click on the Page Layout Ribbon. In the Page Setup section click on Margins. A list of options will appear choose Wide. This will give you 2” left and right side margins. The top and bottom will remain the same.
4.
Your final goal is to change the document from single to double spacing.

(example) Single spacing has no blank lines between each typed line.

(example) Double spacing has one 

       blank line between each line.   

HOW TO CHANGE THE LINE SPACING:

You will need to select all of the text first by choosing Control A
Click on the Home Ribbon and Paragraph Section. Click on the button to the right of all of the alignment buttons. It has some lines with two arrows, one pointing up and the other down. Click on 2.0 which is the same as 
double line spacing.
Select the main title and change it to Center alignment.
Insert a header with your name and class period. Save, Print, and Close the document from the Office Button.


Your First Job

When you begin looking for your first job, try to see yourself as others see you.  Make an honest check of both your strong and your weak points.  Then try to get a job that fits your own personality.  Unless your skills match the job, you will not be happy.  

On your first job, you should be willing to devote the time and effort required to do the work as your employer wants it done.  You must learn to make the best use of your job time.  Show your employer that you are capable and reliable.  Employers do see the eagerness and willingness that all workers show on the job.  All such traits soon make a lasting and favorable impression.

Key
Word Processing
Activity 5 Food Allergy
1. Load the Word Processing software.

2. Go to Office Button and Open.
3. Go to Assignment drive, Behling folder, TLC folder.
4. Click on the yellow folder named Sad.
5. Click on the Office Button named Food and then click on Open.

6. Go to Office Button Save as to your H: Drive. Keep the same name
START THE EXERCISE:
1. Select the title (FOOD ALLERGIES) – On the Home Ribbon Font Section change the font to size to 16. Change ONLY the font size on the title. Click on the diagonal arrow in the bottom right corner of the Font Section. The Font dialog box will appear click in the box before Shadow at the bottom of the box. Then click OK.
2. Separate the paragraphs by pushing Enter one time when you see a paragraph heading. There are 5 paragraphs. The first heading is What are the symptoms? Click to place the insertion pointer before the word What.

3. Put the cursor at the top of the body of text (after the title) and drag the mouse to select all five paragraphs. Click on the Justified button on the Home Ribbon Paragraph Section. This is the fourth button from the left of the alignment buttons.You will notice that the text will be straight along the right and left margins.

4. Select each paragraph heading (the beginning sentence of each paragraph that ask a question) and change them to Bold. You can click on the “B” on the property bar.

Insert a Header, Save, Print, and Close the document.

Word Processing
Activity 6 Health Careers
7. Load the Word Processing software.

8. Go to Office Button and Open.
9. Go to TLC Drive.
10. Click on the yellow folder named Sad.
11. Click on the Office Button named Career and then click on Open.

12. Go to Office Button Save as to your H: Drive. Keep the same name

START THE EXERCISE:
6. Highlight the Main Heading, CONNECTION TO CAREERS, and do the following: Center, Bold, and change the font size to 16.

7. Cut and paste the Medical Career paragraphs in alphabetical order - follow along carefully. There are 7 medical career paragraphs. You only need to move the last paragraph to the beginning of the document so the careers will be in alphabetical order.  (Hint: the 1st one is Admitting Clerk or Officer, the 2nd one is Genetic Counselor.)

a) Highlight the last paragraph (all of it.)

b) On the Home Ribbon Clipboard Section click on Cut.  This removes the paragraph.

c) Move the cursor to the beginning of the document then click on Paste. 

Great!  Did the paragraph that you just cut reappear?  If so, you just did the cut and paste procedure of moving items.

8. Put the cursor on the first letter of the title, Admitting Clerk or Officer.  Drag to select all of the paragraphs. 
9. Leave the cursor on the first letter of the title, Admitting Clerk or Officer.  Click on Format, then on Columns. Click on two columns and then Ok.
10. Click on the Page Layout Ribbon Page Setup Section. Click on Columns and choose Two.  Click On the Home Ribbon  Change the Alignment to Justified.
11. Center and Bold each medical career title within the column.  Press enter once after bolding the career title. 

If a job title and its paragraph are split at the end of column one, press Enter until the complete paragraph is in column two.
Insert a Header, Save, Print, and Close the document.
Word Processing
Activity 7 Medical Specialists

1. Load the Word Processing software.

2. Go to Office Button and Open.
3. Go to Assignment drive, Behling folder, TLC folder.
4. Click on the yellow folder named Sad.
5. Click on the Office Button named MEDSPEC and then click on Open.

6. Go to Office Button Save as to your H: Drive. Keep the same name.

START THE EXERCISE:

1. Change the way the title looks:

Drag across it to select it then change it to bold and center.
On the Home Ribbon Font Section drop down arrow next to Aa choose UPPERCASE.
Click diagonal arrow under Font Section and choose Shadow effect.
2. Change the words in the first row:
Select the first row of the table with your mouse. Your mouse will turn into an arrow at the left edge of the table, then click and drag to select

(Name-Degree-Speciality) then choose bold and center.

3. Place a border around the first row:

Your first row should still be selected, if not drag across it to select it.

Click the drop down arrow to the right of the Border button in the Paragraph Section and choose Borders and Shading. In that dialog box make the following changes:

Settings - Choose Box

Color - Select any color

Width - 1 ½ pt.

Click back on the page to see the results.
4. To sort the first column alphabetically.

Select (drag your mouse down) the first column (the names of the doctors). Do not select the title “Name”. 


On the Home Ribbon Paragraph Section click on the AZ   button to sort the text in ascending order. The medical specialists are now arranged alphabetically.

5. To center the middle column (the Degree column).

Select the middle column without selecting the title “Degree”.  Choose center alignment.

Make certain that the table stays on ONE PAGE.
Insert a Header with your name, Save, Print, and Close the document.

Word Processing
Activity 8 Code

7. Load the Word Processing software.

8. Go to Office Button and Open.
9. Go to Assignment drive, Behling folder, TLC folder.
10. Click on the yellow folder named Sad.
11. Click on the Office Button named Code and then click on Open.
12. Go to Office Button Save as to your H: Drive. Keep the same name.
START THE EXERCISE:

1. Be sure your cursor is at the top of the screen - before any of the text - on a blank line above the letter “Q”.

2. At the far right of the Home Ribbon Editing Section click on Replace - you will then get a box.
3. Type the number “1" in the Find what: box. Push the tab key.
4. Type the letter “a” in the Replace with: box.
5. Click on Replace All and then Ok.

6. Move your mouse to the top of the document  - above the “Q”  - and click the left mouse button twice.
7. Use the above directions as you replace the following numbers with the correct letter in the box at the top of the next page.

a) Start at the top.  Search for 2, Replace with o.

b) Start at the top.  Search for 3, Replace with s.

c) Start at the top.  Search for 4, Replace with n.

d) Start at the top.  Search for 5, Replace with t.

e) Start at the top.  Search for 6, Replace with d.

f) Start at the top.  Search for 7, Replace with h.

g) Start at the top.  Search for 8, Replace with a.

h) Start at the top.  Search for 9, Replace with r.

8. After you have replaced all the numbers with letters, be sure and capitalize the letter “W” for Why, “A” for Answer and “S” for She.
Insert a header with your name, Save, Print, and Close the document.

Word Processing  
Activity 9 Mail Merge
In this activity you will learn how to merge two documents together to get one document.  This is a technique called Mail Merge. The first step is to create a standard letter that can be sent to everyone.  There are spaces left (fields) for the individualized information included in the second file. This document or letter is called a Form file.  A Form file has already been created for you.

The second step is to create a Data file.  A Data file consists of any information that will be plugged into the spaces left (fields) in the main Form file. You will need to create a Data file for this activity.  Carefully follow the steps below, or your mail merge will not work correctly.

1. Load the Word Processing software.

2. Go to Office Button and Open.
3. Go to Assignment drive, Behling folder, TLC folder.
4. Click on the yellow folder named Sad.
5. Click on the Office Button named Form and then click on Open.

6. Go to Office Button Save as to your H: Drive. Keep the same name.

START THE EXERCISE:

Click on the Mailing Ribbon. In the Start Mail Merge Section click on Start Mail Merge.  Click on Step by Step Mail Merge Wizard

A NEW TASK PANE WILL OPEN ON THE RIGHT SIDE OF THE SCREEN. YOU WILL MAKE THE FOLLOWING SELECTIONS IN THAT WINDOW.

For STEP 1:  Make sure the circle is filled in like this: ( Letters then click on the link  at the bottom Next: Starting Document 

For STEP 2: (Use the Current Document the link Next: Select Recipients

For STEP 3: (Type a New List, Select the Create link, 

a) Click the Customize Columns button on the bottom left side of the dialog box.

b) Delete all the field names by selecting Delete, Yes for each one listed.
c) Click on the Add button to add each of the field names listed below. 
TYPE THE BOLD WORDS FOLLOWING THE WORD TYPE
Do not capitalize or add spaces between words. The capital letters are included only to help you distinguish the separate words.

For example #1 type in someonesfullname not Mrs Behling.

Be sure to type the words correctly or the merge will not work.

 1.
Type SomeoneFullName press Add 
 2.
Type YourFullName press Add 
 3.
Type PluralNoun (meaning more than one person, place, or thing), press Add
 4.
Type adjective (meaning something that describes a noun), press 

Add
 5.
Type adjective2 press Add
 6.
Type adjective3 press Add
 7.
Type FamousPersonsName press Add
 8.
Type noun press Add
 9.
Type noun2 press Add
10.
Type BirdName press Add
11.
Type PluralNoun2 press Add
12.
Type SomethingGooey press Add
13.
Type SomethingGreasy press Add
14.
Type SomethingHealthy press Add
15.
Type adjective4 press Add
Click OK
a) Now fill in the blanks for each field you just entered. The field names are listed at the top. Now you can add capital letters and spaces. Use your imagination.

b) Press Tab to move to the next field. At the end click on the OK button.
c) Save to your H: drive and name the document Data. 

You should now be back on the file named Form we opened first.

For STEP 4:  ( Use Existing List Click on the link Next: Write Your Letter

For STEP 5:  Click on Next: Preview Your Letters 

For STEP 6:  Click on Next: Complete the Merge

Click on Print
Close all of the open files.
