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Word Processing:  Overview 
 
This module contains instruction in basic skills such as: 
  selecting text 
 copy, cut and paste 
 saving into folders  
 

Knowledge of these skills will be required in the Email and Internet modules, will benefit 
all learners, and should be taught even if the rest of the module is not covered. 

 

Entry Level Skills:    
The student has a basic knowledge of computers and limited experience using a computer.  
The student has mastered the module one competencies.   
 

Resources Needed:  
It is highly recommended that a USB or Memory stick be available for Module 2 lessons as 
the learner will be required to practice creating files and saving work.   
 

Module Competencies: 
The student will open, create, and perform simple editing functions for a Microsoft Word 
document.  The student will save, preview, print, and close his Word document.   The 
student can explain the difference between a program and a document.  The student will 
demonstrate his knowledge of files, folders, and drives by navigating the desktop to 
correctly locate and open a specific file in a specific folder. The student can use review tools 
to find and correct errors.     
 

Module Lessons: 
Lesson 1:   Parts of a Microsoft Word Window 
 

Lesson 2:   Files, Folders, and Drives 
 

Lesson 3:   Create a New Folder  
 

Lesson 4a:  Create a Simple Word Document 
 

Lesson 4b:  Save/Save As 
 

Lesson 5:   Selecting Text 
 

Lesson 6a:  Copy and Paste Text 
 

Lesson 6b:  Cut and Paste Text 
 

Lesson 7:   Format Text  
 

Lesson 8:  Align Text  (text alignment, spacing, lists) 
 

Lesson 9:  Page setup (margins, orientation, columns, tab settings)  
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Lesson 10:  Print Preview/Print  
 

Lesson 11:  Programs and Documents 
 

Lesson 12:  Use Review Tools 
 

** Please note that all Module 2 practice worksheets have been loaded on the LU 
laptops to be available for tutoring.  
 

Module Guidelines: 
The lessons in this module were prepared using Microsoft Office 2007 which is loaded on 
both the desktops and the laptop computers available for use during tutoring.  It is 
recommended to spend some time during the first session or two to introduce some of the 
basic parts of the Microsoft Word 2007 window before attempting to teach the student 
how to use specific tools in Word 2007.   If a different computer using a different version of 
Microsoft Word is used for the tutoring, the tutor will need to adjust the details presented in 
the lessons with respect to the location of certain tools or functionality.   
 
Before students can use many of the formatting and other tools available in Word, it is 
necessary for them to master the basic skill of highlighting text.  Enough time should be 
spent early in the module for the student to be comfortable with this skill.  Practice with 
copy and paste and cut and paste of text is also important before teaching more advanced 
editing skills.  
 
A number of different worksheets have been included with the module material.  Some 
students may want to enter their own text into a blank Word file and then make the type of 
changes specified in the worksheet to their text.  Some practice files have also been 
included with the module material.  To use these, the tutor will need to have them available 
on a storage device USB stick or disk) and load them for the corresponding lesson.  
Alternatively, the student may wish to work on a simple project such as a letter or other 
document as a final goal for the module.  In this case, the tutor would have the student 
practice his mastery of the various module objectives while creating and updating the 
student project. 
 
There are many more tools and functionality available in Word 2007.  The material 
included in this module represents a good basic introduction to word processing using 
Microsoft Word.  The tutor may choose to teach some additional things in Word after all the 
basic module objectives have been mastered by the student, depending on the literacy level 
of the student and their interest and time availability.   
 
It is important to review new skills or concepts with the student in subsequent sessions.  
Often the student may not remember all or some of the concepts learned in the previous 
lesson.  All, or part, of any lesson in this module can be repeated in later tutoring sessions 
until the student has mastered the lesson objectives.  Incorporate a quick review of terms 
and skills into a tutoring session that introduces a new lesson. 
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Evaluation: 
Successful completion of this module requires the student to demonstrate his/her mastery 
of the objectives in the lessons of the module.    
 
A variety of means for evaluating during a tutoring session can be used to judge if a student 
has met a particular objective (e.g. use of worksheets, online programs, execution of a task 
using the skills, or a short verbal quiz).  It may be necessary to review material and to re-
assess the student at a later session to verify that they can demonstrate mastery of the 
lesson objectives.    
 
To provide a consistent written measure of evaluation of skills for all students taking this 
module, a computer skills student assessment form is provided.  The tutor must use this 
student assessment form for each student to evaluate the student’s progress.  The 
assessment form should be filled out regularly during the module.  Document the date at 
which an objective is started and then document the date at which the objective is 
mastered.  If after some time the objective has still not been mastered then the tutor should 
indicate this in the comments field.  Some students may already be able to master some of 
the lesson objectives at the start of the module.  In this case, the tutor should document it 
on the student assessment form; this can be done by indicating the same date for the start 
date of objective and mastery date of objective and through the comments section.  The 
computer skills student assessment forms are to be kept in the computer tutoring binder at 
the Literacy Unlimited office and filled in by the tutor on a regular basis. 
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Word Processing:  LESSON 1  
- Parts of a Word Window 
 

Objectives:    
The student will be able to identify the main parts of a Microsoft Office 2007 Word 
Window.   
 

Microsoft Office button          quick access toolbar  title bar 
minimize/maximize buttons    ribbon various tabs  scroll bar 
close button                    status bar 

 
Resources Needed: 
Microsoft Office Word worksheet  
 

Procedure: 
1. Remind the student that when you start a program or application a defined 

work area called a window appears on your screen.   
 

2. After the computer is on and the desktop appears, ask the student to open a 
program, review if necessary. 
 

3. Have the student open a blank Microsoft Word document.    
 

Briefly introduce the student to the main parts of a Word window. 
 

4. The large button in the upper left-hand corner of the window is called the 
Microsoft Office button.  Clicking on this button brings up a menu with commands 
for managing Word and Word documents as a whole.  Demonstrate by clicking 
on the Office button and briefly mention a few of the commands in the resulting 
menu. 
 

5. To the right of the Microsoft Office Button along the top of the window is the 
Quick Access toolbar.  It contains buttons which represent commands that are 
used often.  Point to some of these and briefly explain their function (save, undo, 
and repeat buttons).   
 

6. The Title bar to the right of the Quick Access Toolbar shows the name of the 
active document.  Ask the student what the name of the active document is as 
shown on the screen.   

7. Show the student the minimize, maximize and close buttons and demonstrate 
how they work.  
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8. Below the title bar is the ribbon, which makes all the capabilities of Word 
available in one area so you can work easily with the program.    

9. Commands related to working with a document are shown as buttons on the 
tabs of the ribbon.  When you open Microsoft Word, the home tab is the active 
tab.  You can go to another tab by clicking on it.  Demonstrate by pointing to and 
briefly identify and explain the main tabs shown on the Ribbon.   
 

10. Have the student practice clicking on the various tabs of the ribbon and then 
returning to the home tab.   
 

11. On each tab, buttons are organized into groups.  The buttons in a group appear 
as icons or symbols that represent commands you use to make changes to your 
document.  
  

12. The Microsoft Office Word help button is at the right end of the ribbon.  It 
appears as a question mark.  
  

13. The narrow vertical bar along the right side of the window is called the scroll 
bar.   Have the student practice using the scrollbar to scroll up or down the page. 
 

14. The horizontal bar across the bottom of the window is the status bar.  It gives 
you information about the current document.   
 

15. At the right end of the status bar is the view toolbar.  It provides tools to adjust 
the view of the document content.   

 
16. Review the main vocabulary for common windows components by having the 

student point to the area of the window that each represents as you describe its 
function.    

 
17. Extra practice: Have the student fill in the Word worksheet.    If this is too 

overwhelming for the student during the initial session, this can be done in a 
later session after more review of the Word windows components. 

 
 

Assessment: 
The student should have a basic understanding of the functions of the main 
components of the Microsoft Word window.  
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Word Processing:  LESSON 2  
- Files, Folders, and Drives 
 

Objectives:    
The student can tell the difference between a file and a folder on the computer.  The 
student will be able to correctly locate and access the appropriate drives, folders, 
and files from the desktop. 
    

file   folder                        filename       document 
hard drive  disk drive              memory stick               USB  

 

Resources Needed: 
Disk or CD containing some files and/or folders 
USB memory stick  
 

Procedure: 
1. Ask the student if they can give examples of files they have created or seen in 

their everyday life. 
 

2. Give the example of using files and folders when doing your income taxes.  You 
collect many papers such as receipts and statements that you use to help you fill 
in the income tax forms.  Each of these papers (receipts, statements, income tax 
forms, information guides) is called a file.  For each year, you put all of these 
files into a folder and store the folder in a filing cabinet or other container for 
safekeeping.    
 

3. Explain that just as you use paper folders to group and store related files at 
home or at work, your computer has files and folders to store information.  Files 
on the computer store information such as a letter, a document, your resume.  A 
folder on the computer is like a filing cabinet.  The folder has a name or label on 
it and stores files that go together.   
  

4. If the computer is not already running, have the student turn on the computer 
and logon to arrive at the desktop.   
 

5. Demonstrate what computer folders and files look like.   Open the documents 
folder on the computer.  Explain that the folders appear as an open file folder.  
Click on a folder and show that it opens to display a window with a number of 
files and perhaps other folders.   
 

6. Explain that when we work with a word processing program such as Microsoft 
Word we can create a document or file.   You save the document as a file by giving 
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it a filename.  You also tell the computer where on the computer you want to 
store that file.  You can specify that it be stored in a specific folder.      

 
 
7. Have the student practice opening the documents folder and exploring the 

folders present.  Have the student practice opening some folders to see what 
files are inside these folders.   
 

8. Explain that a computer has more than one drive.  The hard drive located in the 
CPU or tower is the place inside your computer where programs and files are 
stored.  The disk drive on your computer is the place where you put your disk or 
CD so you can save files on it.  You may also have another storage device such as 
a USB or memory stick that you can put into a USB slot in the computer.  This 
device is another place where you can save files.  The hard drive, the disk drive, 
and the USB or memory stick use different spaces on the computer called drives.  
In order to locate files on these devices we must tell the computer to go to the 
correct drive.   
 

9. Demonstrate on the computer which drives are currently present.   Go to 
computer folder and open it.  A window appears which shows the available 
drives on the computer.  In the navigation pane (the left pane of the window) 
click on one or more of the drives listed to reveal the files and folders present 
on each.  Repeat the procedure after attaching a USB stick or putting a disk into 
the disk drive.   
 

10. Have the student practice by locating and opening the computer icon from the 
Start menu.  Have the student access one or more of the drives and see what 
information is stored on that drive.  Ask the student which of these are folders 
and which are files. 
 

11. Go back to the desktop.  Ask the student to find the folder called Program Files on 
the hard drive.  Next, ask the student to locate a file on a specific drive.    
 

12. Briefly review the concept of a file and a folder.  Review the accessible drives on 
the computer used for the lesson. 

 
Assessment: 
The student is able to identify and explain the difference between a file and a folder 
on the computer.  The student is able to correctly locate a specific file or folder on 
the named computer drive.   
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Word Processing:  LESSON 3  
- Create a New Folder 
 

Objectives:    
The student will create a new folder from the desktop and from computer window, 
name it, and save it to the appropriate drive.  
      

create new folder  naming a folder  saving a folder 

 

Resources Needed: 
Disk or USB memory stick available to save the newly created student folder to. 
 

Procedure: 
1. Review what a folder is. Ask the student to locate a folder on the computer.   

 
2. Explain that to keep our work on the computer organized we will want to create 

folders and give them names that are meaningful so we can easily locate files we 
need.  Just as there is more than one way to open and close a program, there is 
more than one way to create a new folder on the computer.       
  

3. Demonstrate how to create a new folder on the desktop.  Right click on an 
empty spot on the desktop.  Select the new option from the menu.   
Another menu pops up.  Select the folder option from this second menu. 
 

4. Now we need to give our folder a name.  Demonstrate how to name the folder 
and how to save it to the computer desktop. 
 

5. Have the student practice creating some new folders from the desktop and 
saving at least one new folder on the computer.    
 

6. Explain that if we want to create a new folder on a location on the computer 
other than the desktop, we would use the second method.  Demonstrate by 
going to the computer folder and select the icon for the drive you want to create 
the folder on.  Now click on the organize button and select the folder option from 
the menu that pops up.  Demonstrate how to name the folder created.   
 

7. Have the student practice creating some new folders from the computer 
window and saving at least one new folder on a designated drive.  This folder 
will be used to save future student work during this module. 
 

8. Review the two methods for creating a new folder and briefly talk about when 
you would use which method.    
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9. If too many new folders are created on the desktop, the tutor should send them 

to the recycle bin at the end of the lesson.  This could be covered as part of the 
lesson to demonstrate how to delete unwanted folders and how to empty the 
recycle bin.  If this would be too overwhelming for the student or if not enough 
time remains in the session, it could be covered in a subsequent session.  

 
 

Assessment: 
The student is able to create and name new folders from the desktop and from the 
computer window without assistance.  The student is able to save a folder to the 
desired location for later use. 
 
 

Links to future lessons: 
Teach this lesson after the lesson on files, folders, and drives.  This lesson should be 
taught in conjunction with the lesson on how to save a file.   In future lessons the 
student will learn to create and edit his own Word documents which can be saved in 
a new folder created in this lesson. 
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Word Processing:  LESSON 4a  
- Create a Simple Text Document 
 
Objectives:    
 
The student will open a Word program and create a simple text document:  use 
backspace, delete, shift, tab, and spacebar correctly to edit it.  
 

cursor  creating a new document  typing in text 
correcting typos     

 

Resources Needed: 
Disk or USB memory stick 
Practice work files (already loaded on LU computers)   
 

Preparation for Instruction:   
The tutor should have available one or more worksheets to use for the student to 
create a simple text document.   The tutor should verify that any practice work files 
to be used during this lesson have been loaded on the computer to be used. 
 

Procedure: 
1. Ask the student to open the Microsoft Word program.  Explain that they will be 

creating a new Word document.   Briefly mention about the active window.   
 

2. Explain that the flashing vertical bar in the program window is the cursor.  The 
cursor is the place where we will begin typing in some text for our document.   

 
3. Demonstrate by typing in some text and make a few errors while typing.   
 
4. Review the backspace and delete keys and their functions.  Ask the student to 

show you on the keyboard the location of these two keys.  Demonstrate how to 
correct the typos by using the backspace and delete keys.   

 
5. Now have the student type in some text.  The text can be something the student 

creates or it can be text supplied by the tutor if the student has difficulty 
thinking of something to type.   Have the student practice using the backspace 
and delete keys to correct any typos in the text.  Alternatively, the tutor may ask 
the student to open a practice work file on the computer and follow the 
directions in this file to practice working with the backspace and delete keys. 

6. Review the shift, tab and spacebar keys and their functions.  Ask the student to 
show you on the keyboard the location of these keys. 

 
7. Have the student type in some text.  The text can be something the student 

creates or it can be text supplied by the tutor if the student has difficulty 
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thinking of something to type.   Have the student practice using the shift, 
spacebar, and tab keys to capitalize letters and to add space between the text.  
Alternatively, the tutor may ask the student to open a practice work file on the 
computer and follow the directions in this file to practice working with the shift, 
spacebar, and tab keys. 

 
8. Briefly demonstrate saving the document.  The learner will learn how to save a 

document in the next lesson. 
 
9. Ask the student to close the document and to exit the Word program. 
 

Assessment: 
The student is able to open the Microsoft Word program and create a new Word 
document by entering some text, and use the backspace, tab, delete, shift, and 
spacebar keys to edit it.  
 

Links to future lessons: 
This lesson should be taught in conjunction with the lesson 4b on saving a Word document.   
The student needs to be comfortable with doing the most basic operations of word 
processing: opening a Word file, entering some text, very basic text editing, saving a 
Word file, and exiting the Word program before teaching him how to do more 
specific word processing operations such as formatting and using more advanced 
editing and review tools.    It may be necessary to repeat the procedures in this 
lesson in subsequent sessions until the student has mastered them.    
 
The tutor may use worksheets with various amounts of text depending on the 
student's literacy level and typing ability.    The tutor may use prepared practice 
work files on the teaching computer to have the student practice using backspace, 
delete, shift, tab, and spacebar keys for editing.    
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Word Processing:  LESSON 4b 
- Save a Word Document 
 

Objectives:    
The student will be able to explain the difference between Save and Save As options 
and to save a Word document on the appropriate drive. 
     

filename    documents  save & save as 

 

Resources Needed: 
Existing Word document 
Disk or USB memory stick  
 

Preparation for Instruction:   
The tutor should decide where newly created files will be saved for this lesson.  It 
may be preferable to create a special folder on the desktop or on one of the computer 
drives for this purpose; this will permit easy cleanup of files after the lesson.   If a 
disk or USB stick is to be used, verify that one is available for use prior to the lesson.   
 

If a personal (student) computer will be used for the lesson, the tutor should verify 
the version of Word available and adjust the terminology used in delivering the 
lesson, as older versions of Word use the file menu and the Save/Save As window 
looks different. 
 

Procedure: 
1. The tutor should open a new Microsoft Word document and type in a few lines 

of text. 
 

2. Explain that when we create a document (file) and we want to save our work, 
we must give the computer some information about how to save it.   We must 
tell the computer two things: what to name the file and where to save it.    
 

3. When you want to save the document (file), the computer will suggest a filename 
that contains the title or first few words in the document.  You can use this name 
or make up your own filename using a sequence of letters, numbers, and special 
characters.  Choose a filename that is not too long and that clearly describes 
what the file is or contains.   You can save the file on the hard drive of the 
computer or on another drive.   If you do not specify a location, the computer 
will use a default location such as Documents on the hard drive.   To save it to a 
location different from the default, you must specify the location. 
 

4. Click on the Office button to bring up the Office menu.  Explain that there are 
two options in the Office menu for saving a file, save and save as.  What is the 
difference between these two options?   
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5. Explain that save is used to save changes to a document or file that already has a 
name.  Save as is used to save a document for the first time or to save changes to 
an existing document and give it a new (different) name or to save it in a 
different format.   
 

6. Demonstrate the procedure for saving a new file using the Office menu and the 
Save As option.   Demonstrate from the save as window how to enter a filename 
and how to change the location in the address bar. 
 

7. Now close the newly created Word document. 
 

8. Have the student practice creating new Word documents and then saving them 
in one or more locations on the computer until they are comfortable with using 
the save as option for saving files.   
 

9. Explain that it is a good idea to save the document you are working on often so 
that you do not lose any data should the computer have a problem or lose 
power and need to be restarted. 
 

10. Open an existing Word document and enter some text.  Demonstrate how to save 
the existing document.   Point out that in this case we will not modify the 
filename or the location in the save window.   
 

11. Have the student open one of the Word documents they created, enter some 
text, and then save the document to the same location.   The student can 
practice opening, updating, and then saving more of their existing files until 
they are comfortable with using the save option for saving files.    
 

12. Review the procedure for saving a document.  Ask the student to give an 
example of when to use the save option and when to use the save as option to 
save a file.   

 

Assessment: 
The student is able to explain the difference between save and save as options and 
when to use each.  The student is able to save a Word document to the desired drive 
without assistance.   
 

Links to future lessons: 
This lesson should be taught in conjunction with lessons to create a folder and to 
create a simple text document.   The tutor can briefly review the save procedure in 
subsequent lessons, as needed.  The student should routinely save documents that 
he/she creates or edits during all future lessons to a folder on a personal disk or 
memory stick. 
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Word Processing:  LESSON 5  
- Selecting Text  
 

Objectives:    
The student will be able to use two methods for selecting text.   
 

select or highlight   click and drag  shift key 

 

Resources Needed: 
Handout 
Practice files (already loaded on LU computers)   
Disk or USB memory stick   (optional)   
 

Preparation for Instruction:   
The tutor should verify that an existing Word document with text is available for use 
in this lesson and note the location of this document.   
 

Procedure: 
1. If the computer is not already running, have the student turn on the computer 

and logon to arrive at the desktop.   
 

2. Have the student locate and open an existing Word document that contains 
some text.  Note: this can be a Word document previously created and saved by 
the student or it can be an existing Word document supplied by the tutor. 
 

3. Explain that Word has many tools to change the appearance of the text in a 
document, but before we can learn how to use these tools we need to know how 
to select (highlight) the text that we want to change. 
 

4. Before selecting the text, we need to position the cursor just before the start of 
the text we want to select.  To position the cursor, you move the mouse pointer 
inside the document window and click in front of the first letter of the first word 
you want to select.  Clicking the mouse before the desired text changes the 
appearance of the cursor from a capital I to a bold vertical line that flashes. 
 

5. Demonstrate by moving the mouse pointer into the document and positioning it 
just before the start of a word and left clicking. 
 

6. Have the student try moving the mouse pointer to a desired place in the 
document and clicking to position the cursor.   
 

7. Explain that to select text, you use your mouse to click in front of the first letter 
of the word and hold down the mouse button while dragging the mouse across 
the word or words you want to select. 
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8. Talk about which word or words you want to select.  Demonstrate how to select 
that text by positioning the cursor and performing a simple click and drag 
operation with the mouse.   
 

9. Now have the student try selecting the same text using the click and drag 
method.    
 

10. Ask the student to show you where on the keyboard the Shift keys are located.  
Ask the student if they remember what things we use the Shift key for.  Briefly 
review these if needed. 
 

11. Explain that there is another way to select text using the Shift key.  Some people 
may find this method easier to do.   In this case, we will use the Shift key to give 
the computer a command.  
 

12. Explain that with this method, we begin as before and position the cursor just 
before the start of the text we want to select and click with the mouse.  Instead 
of holding down the mouse button, we release the mouse button and hold down 
the Shift key.  While holding down the Shift key, click at the end of the last word 
that you want to select.    
 

13. Demonstrate how to select the desired text by positioning the cursor before the 
start of the first word, clicking the mouse, holding down the Shift key on the 
keyboard and clicking the mouse just after the end of the text while keeping the 
Shift key down.    
 

14. Now have the student try selecting the same text using the click, shift, click 
method. 
 

15. Have the student choose other text in the document to select (e.g. several words, 
one or more lines of text) and practice selecting the text using the click and drag 
method.  Then have them practice using the click, shift, click method.  
 

16. Verbally review the two methods for selecting text.  Ask the student which 
method he prefers.  
 

17. Have the student close the document and exit the Word program.    
 

Assessment: 
The student is able to demonstrate how to select text with the mouse using both 
methods (click and drag and click, shift, click) without assistance.   
 

Links to future lessons: 
Mastery of the skills in this lesson are required before the student can learn how to 
alter text or change spacing in an existing Word document.   The tutor can briefly 
review the two methods taught in this lesson during subsequent word processing 
lessons as needed.   
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Word Processing:  LESSON 6a  
- Copy and Paste Text  
 
Objectives:    
The student will be able to copy and paste commands to copy text to another location 
in a Word document using 2 techniques: by using the Office clipboard, and by using 
ctrl c and ctrl v. 
 

 This lesson on Copy and Paste may also be integrated into the Internet or Email 
module if the learner does not plan to complete the Word processing module. 

 

copy    paste    Office clipboard 
task pane    ctrl c&v 

 

Prerequisite Computer Skills:   
The student should know how to select text. 
 

Resources Needed: 
Practice files (already loaded on LU computers)   
Existing Word document or prepared Word worksheet 
Disk or USB memory stick (optional)  
 

Preparation for Instruction:   
A prepared worksheet or an existing Word file created in another lesson can be used 
for this lesson.  The tutor should verify that one of these is available for use during 
the lesson.   
 

If a personal (student) computer will be used for the lesson, the tutor should verify 
the Word version available and adjust the terminology used in giving the lesson, as 
needed. 
 

Procedure: 
1. If the computer is not already running, have the student turn on the computer 

and logon to arrive at the desktop.   
 

2. Ask the student to give an example of a time that they wrote a text and then 
later decided they wanted to change some or all of the text.   What did they do? 
 

3. Explain that with text typed into a computer document it is very easy to copy a 
word, some words, or entire lines of text to another location or locations in the 
document without needing to retype them.  We just need to select the text we 
want to copy and then use the copy and paste commands in Word to do this.   
 



November 2016 

4. Ask the student to tell you how to select text (lesson 5).  Remind the student 
that there are two ways to select text.  Briefly review the two methods as 
needed. 
 

5. The copy command selects text to copy to another place in the document or even 
into another Word document.  The paste command adds or pastes in previously 
selected text in a document.    
 

6. The first method uses the Office clipboard group.  The clipboard is a temporary 
workspace area used to hold information that you are moving around.  We can 
view this information by opening a separate window called the task pane of the 
clipboard.   
 

7. Ask the student to find and point to the Home tab on the Office ribbon.  Explain 
that we need to locate the clipboard group in the Home tab.  Ask the student if 
they can show you where the clipboard group is located.   Use the mouse pointer 
to point to the clipboard group.   
 

8. Explain that if we click on the Clipboard Dialog Box launcher from the clipboard 
group it will bring up the task pane (a narrow vertical window space) for the 
clipboard.  Demonstrate by moving the mouse pointer to the clipboard group, 
positioning the pointer on the clipboard dialog box launcher and clicking once.  
Point out the task pane.  Notice the text in the task pane.  If no items were 
previously collected, it indicates the clipboard is empty.   
 

9. Choose some text to copy.  Demonstrate the process by selecting the desired 
text.  Now move the mouse pointer to the clipboard group and click on the copy 
command (shown as a pair of documents).  Point out to the student that the text 
stays in the Word document window and a copy of it is put in the clipboard task 
pane.  Next, move the cursor to the place in the Word document where you want 
to put a copy of the text and click the mouse to position the cursor.  To paste in 
the copied text, demonstrate by clicking on the item in the clipboard task pane.  
Show the student that the text is copied from the clipboard and appears in the 
Word document just after where the cursor was.    
 

10. Move the mouse pointer to another location in the document and click to 
position the cursor.  Paste in the copied text to this location by clicking on the 
same item in the clipboard task pane.  Show the student that the copied text 
now appears in a second new location in the Word document.  
  

11. Have the student practice copying text by selecting some text in the document 
and using the copy command from the clipboard group.  Then have the student 
practice positioning the cursor in another location in the Word document and 
using the paste command to add the text to the new location.  Have the student 
repeat this a few times until they feel comfortable copying and pasting text 
without assistance. 
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12. The second method uses Ctrl (Control) c and Ctrl (Control) v.  Explain that the 

second method of moving text uses the keyboard. Point out that you can copy 
text by pressing the Ctrl key and “c” key at the same time after highlighting the 
text you wish to copy.  It is easy to remember “c” for “copy”.   

 

To paste, put your cursor at the spot you want the text to be placed and press 
the Ctrl key and “v” key together.  Some people find it easier to remember “v” is 
for paste if they think of the v as looking like a glue stick. 

 

Practice: Have the student highlight (select) text and then press the Ctrl key and 
“c” key together. The text has been copied and is waiting to be pasted. Now put 
the cursor at the spot you want the text to be placed and press the Ctrl key and 
“v” key together.   

 

Once the student has had an opportunity to practice both techniques, ask him 
which one he prefers and let him know that both are acceptable and both have 
advantages.  The Clipboard technique allows you to see what you have copied 
and can handle longer passages of text.  The second method is faster and has 
less steps.   

 

Assessment: 
The student is able to use the copy and paste commands to copy text in a Word 
document without assistance.   
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Word Processing:  LESSON 6b  
- Cut and Paste Text  
 

Objectives:    
The student will be able to cut and paste text using one of two methods: Office 
clipboard cut and paste or Control x and Control v.  The student can explain the 
difference between copying text and moving text in a Word document.  
 

cut and paste commands          Office clipboard group    Paste All button 
ctrl x                   ctrl v 

 

Resources Needed: 
Practice files (already loaded on LU computers)   
Existing Word document or prepared Word worksheet 
Disk or USB memory stick (optional)  
 

Preparation for Instruction:   
A prepared worksheet or an existing Word file created in another lesson can be used 
for this lesson.  The tutor should verify that one of these is available for use during 
the lesson.   
If a personal (student) computer will be used for the lesson, the tutor should verify 
the Word version available and adjust the terminology used in giving the lesson, as 
needed. 
 

Procedure: 
1. If the computer is not already running, have the student turn on the computer 

and logon to arrive at the desktop.   
 

2. Ask the student to give an example of a time that they wrote a text and then 
later decided they wanted to change some or all of the text.  What did they do? 
 

3. Explain that with text typed into a computer document it is very easy to move or 
revise the text.  We can move some text to a different place on a page or even 
put the text on a different page of the document.  We can delete some of the text 
without having to rewrite the entire page or document.  We just need to select 
the text we want to move or change and then use a few simple commands in 
Word to do this. 
 

4. Ask the student to tell you how to select text in Word.  Remind the student that 
there are two ways to select text.  Briefly review the two methods as needed. 
 

5. Explain to the student that in this lesson we will learn how to actually remove 
text from one location in the document and then put the removed text in 
another location of the document.  This is called cutting and pasting.   Explain 
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how this is different from what we did in the previous lesson (6a) where we 
copied the same text to more than one location in the document.   
 

6. We are going to learn one method to use the cut and paste commands to move 
text in a Word document.  We use the cut command to remove or delete the 
selected text from a document.  We use the paste command to add or paste in 
previously selected text in a document.      
 

7. The first method uses the Office clipboard group. Remind the student that the 
clipboard is a temporary workspace area used to hold information that you are 
moving around.   
 

8. Ask the student to find and point to the Home tab on the Office ribbon.  Explain 
that we need to locate the clipboard group in the Home tab.  Ask the student if 
they can show you where the clipboard group is located.   Use the mouse pointer 
to point to the clipboard group.   
 

9. Explain that if we click on the Clipboard Dialog Box launcher from the clipboard 
group it will bring up the task pane (a narrow vertical window space) for the 
clipboard.  Demonstrate by moving the mouse pointer to the clipboard group, 
positioning the pointer on the clipboard dialog box launcher and clicking once.  
Point out the task pane.  Notice the text in the task pane.  If no items were 
previously collected, it indicates the clipboard is empty.   
 

10. Explain that to move text around in a Word document, we will use the cut 
command and the paste command of the clipboard group.   Demonstrate what 
text you wish to move by using the mouse to select the text.   Now move the 
mouse pointer to the clipboard group and click on the cut command (shown as a 
pair of scissors).  Point out to the student that the text disappeared from the 
Word document window and appears in the white space of the clipboard task 
pane.  Next, move the cursor to the place in the Word document where you want 
to add the text and click the mouse to position the cursor.  To paste in the text, 
demonstrate by clicking on the item in the clipboard task pane.  Show the 
student that the text appears in the Word document just after the cursor.  If we 
had several items in the clipboard task pane and we wanted to add all of them 
into our Word document we could do this in one operation just by clicking on 
the Paste All button at the top of the task pane.  If we wanted to clear all items 
from the task pane, we could do this in one operation by just clicking on the 
Clear All button at the top of the task pane. 
 

11. Have the student practice by selecting some text in the document and deleting it 
by using the cut command from the clipboard group.  Then have the student 
practice by positioning the cursor in another location in the document and 
using the paste command to add the text to the new location.  Have the student 
repeat this a few times until they feel comfortable doing it without assistance. 
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12. The second method uses Ctrl (Control) x and Ctrl v.  Explain that the second method 
of moving text uses the keyboard.  Point out that you can cut text by pressing 
the ctrl key and “x” key at the same time after highlighting the text you wish to 
cut.  Some people find it easier to remember “x” is cut if they think of an x as 
looking like a pair of scissors. 
 

To paste, put your cursor at the spot you want the text to be placed and press 
the ctrl key and “v” key together.  Some people find it easier to remember “v” is 
for paste if they think of the v as looking like a glue stick. 
 

Practice: Have the student highlight (select) text and then press the ctrl key and 
“x” key together. The text has been cut and is waiting to be pasted. Now put the 
cursor at the spot you want the text to be placed and press the ctrl key and “v” 
key together.   

 
13. Once the student has had an opportunity to practice both techniques, ask him 

which one he prefers and let him know that both are acceptable.  
 

Assessment: 
The student is able to use cut and paste to move text without assistance.  The student 
is able to explain the difference between cutting and pasting text and copying and 
pasting text.   
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Word processing:   LESSON 7  
- Change the Appearance of Text  
 

Objectives:    
The student will learn to use formatting tools to change the appearance of text (font, 
size, font color and highlighting, bold, italics, and underline).   
 

formatting   font group   font style  font size 
bold     italics    underline  colour 

 

Resources Needed: 
Existing Word document 
Practice files (already loaded on LU computers)   
 

Procedure: 
1. When we format the document, we change the way the text or the document 

looks.   For example, we can make the text bigger or smaller, change the color of 
the text, underline it, or change the shape of the letters.   To make these 
formatting changes to a Word document we use the font group in the home tab.   
 

2. Open an existing Word document which contains some text.  Explain that we 
will start by learning how to change the font style and font size of the text.  The 
font is the shape of the letters of the text.  The font size refers to how big the 
letters are on the page.  A larger number for the font size means that the text 
will appear larger; a smaller number for the font size means that the text will 
appear smaller.  Point out the font style and font size buttons in the font group.   
 

3. Before we can make any changes to the text, we first need to select the text.  Ask 
the student to tell you one method for selecting the text that we learned 
previously.  Briefly review how to select text if necessary.  Demonstrate how to 
change the font style for the selected text by selecting a different font from the 
font style menu.  Demonstrate how to change the font size for the selected text 
by selecting first a larger size and then a smaller size of font.    
 

4. Have the student either open an existing Word document or have them create a 
new Word document by typing in some text (either text of their choice or text 
provided by the tutor).  Now have the student practice changing the font style 
and size of the text until they find one they like.   
  

5. Another handy way to change the text in a document is to make the letters bold 
(darker), italics (slanted), or underlined.  To do this, we use the B, I and U icons of 
the font group.  Point out these icons. 
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6. Again, we must first select the text that we want to change.  Demonstrate how to 

change the text to bold, italics, and underlined in an existing Word document.   
 

7. Have the student open a new Word document and type in the text from 
worksheet #1 or another document of your choice.  Then have the student make 
the changes to the text as specified using the bold, italics, and underlined and 
changing the font size and font style.   
     

8. Sometimes we want to add color to make some text in a document stand out.  
We can either change the color of the text itself (the font color) or we can decide 
to highlight some text in a different color (the text highlighting color).   Point out 
the font color and text highlighting color buttons in the font group.  We first select 
the text we want to change.  Demonstrate how to change the font color.  Next, 
demonstrate how to change the text highlighting color.  Briefly discuss how 
these two options create a different effect on the document.  
 

9. Have the student use an existing Word document to practice changing the font 
color and the text highlighting color of various segments of text.  When they are 
comfortable with using these options, ask them to open a new Word document 
and type in some text using worksheet #2 or another document of your choice.  
Then have the student make the changes to the text as specified using the font 
color and text highlighting color buttons and save the document to disk or to a 
memory stick.   
 

10. Briefly review the icons and buttons used in the font group to change the font 
style, size, color and appearance of text.   

 

Assessment: 
The student is able to change the font style, size, font color and to use bold, italics, 
underline, and text highlighting color to modify a Word document without 
assistance.   
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Word Processing:  LESSON 8  
- Change Alignment and Spacing 
 

Objectives:    
The student will learn to use paragraph tools to change the text alignment, line 
spacing, indenting, and to create lists. 
 

 text alignment    left justified centered  right justified  
 line spacing    bullets    numbered  

 

Resources Needed: 
Sample page with left, center, and right adjusted text 
Existing Word document to modify 
Practice files (already loaded on LU computers)   
Disk or USB memory stick 
 

Procedure: 
1. There are different ways that we can position text on the page of a document.  

All the text can start at the left margin of the page, it can be centered in the 
middle of the page, it can end at the right margin of the page, or it can start at 
the right margin and end at the left margin of the page.  This is called the text 
alignment.  Explain that the text can be left justified, centered, right justified, or 
justified and show the sample page(s) to illustrate these different text 
alignments.  To make these alignment changes to a Word document we use tools 
in the paragraph group in the Home tab.   
 

2. Open an existing Word document.  Explain that we will start by learning how to 
change the alignment of the text.  Point out the 4 text alignment buttons in the 
paragraph group.   
 

3. Before we can make any changes to the text, we first need to select the text.  Ask 
the student to tell you one method for selecting the text that we learned 
previously. Briefly review how to select text if necessary.  Demonstrate how to 
change the text alignment to be left justified for the selected text by selecting 
the align text left button.  
     

4. Have the student either open an existing Word document or have them create a 
new Word document by typing in some text (text of their choice or text 
provided by the tutor).  Ask them to save the document to disk or to a memory 
stick.  Have the student practice changing the text alignment until they are 
comfortable doing so.    
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5. Another way to change the spacing of the text in a document is to change the 
amount of space between lines of text.  We can add more white space between 
lines of text or we can change the amount of spaces the text is indented from the 
left margin or even change the amount of space to use between paragraphs.  To 
do this, we use line spacing tool.  Point out this tool in the Paragraph group and 
discuss some of the options available from the line spacing drop down menu. 
 

6. Again, we must first select the text that we want to change.  Demonstrate how to 
change the amount of white space between lines of text in an existing Word 
document.  Demonstrate how to change the indentation.    
 

7. Have the student open a new Word document and using worksheet #1, ask them 
to make the specified changes to the text using the line spacing options and the 
text alignment buttons.       
 

8. Sometimes we want to add information as a list.  We can either create a 
numbered list or we can create a set of bullet points.  Point out the bullets and 
numbered buttons in the paragraph group.  We first select the text we want to 
change.  Demonstrate how to create a bullet item from existing text and then 
add a few more bullets.  Next, demonstrate how to create a numbered list from 
existing text.   
 

9. Have the student use an existing Word document to practice creating bullet and 
numbered lists of text.  When they are comfortable with using these options, ask 
them to open a new Word document and use worksheet #2 to make the 
specified changes to create lists.  Have the student save the document to disk or 
to a memory stick.   
 

10. Briefly review the icons and buttons used in the paragraph group to change the 
text alignment, line spacing, and indentation of existing text and how to create 
simple lists.   

 
 

Assessment: 
The student is able to change the text alignment, line spacing, and indentation of 
existing text and can create simple lists in a Word document without assistance.   
 

Links to future lessons: 
It is recommended to review the tools taught in this lesson and to give the student 
more opportunities in subsequent sessions to create other Word documents and 
make changes to these documents using the tools from this lesson.    
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Word Processing:  LESSON 9  
- Page Setup 
 

Objectives:    
The student will use tools to set the margins, page orientation, columns, and tab 
settings for a Word document. 
 

page layout  tab page   setup group   margins  
page orientation columns tool   tab key             tab settings 

 

Resources Needed: 
Existing Word document 
Practice files (already loaded on LU computers)   
Disk or USB memory stick 
 

Procedure: 
1. Up until now, we have been creating Word documents using the default settings 

for the page layout (the way the page appears on the screen or on paper when 
printed).  Sometimes when you create a Word document you want to change the 
margins for the page or make changes to the amount of space you indent for a 
paragraph or the amount of space between paragraphs.  This may be true 
because you want the text to look more attractive on the page or because you 
need to fit more or less text on a page or because you need to follow a specific 
format to create your Word document.  We will now learn how to set or change 
the page layout by using some of the tools in the page layout tab of the Word 
ribbon.  
 

2. Open an existing Word document.  Click on the page layout tab in the Word 
ribbon and demonstrate using tools in the page setup group how to change the 
page margins and the page orientation.  Point out how this changes the 
appearance of the text on the page.   
 

3. Demonstrate how to create columns on the page by using the columns tool in the 
page setup group of the page layout tab.  Close the document without saving the 
changes you made. 
 

4. Have the student open an existing Word document and practice makings 
changes to the page margins and the page orientation. 
 

5. Have the student modify the document to have the text appear as columns on 
the page.      
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6. Briefly review the use of the tab key on the keyboard.  Place the cursor inside 
the existing text and demonstrate how the cursor is moved when the tab key is 
used. 
 

7. Explain that sometimes we might want to change the amount of space the 
cursor will move when we type the tab key.  Demonstrate how to set or change 
the tab settings on the page for the existing Word document.   
 

8. Have the student practice changing the tab settings for an existing Word 
document (either the same document used by the tutor or another Word 
document with existing text).    
 

9. Briefly review the main tools demonstrated in the page setup group of the page 
layout tab and ask the student to explain what each tool does.   
 

10. Give the student the worksheet and ask them to follow the directions in the 
worksheet to set the margins, orientation, columns, and tab settings in a Word 
document.  The tutor can have the student open an existing Word document 
that contains some text and have the student make the specified changes to this 
document.  Alternatively, the tutor can ask the student to create a new Word 
document, set the page layout according to the worksheet instructions and then 
have the student type in some text (either of their own creation or a supplied 
text).  After making the changes, ask the student to save the file in their Word 
folder, preview it, and then print the document.   

 

Assessment: 
The student is able to set or change the margins, page orientation, and tab settings, 
and to set up columns for a Word document without assistance. 

 
Links to future lessons: 
This lesson should be taught in conjunction with the lesson on saving a Word file and 
the lesson on previewing and printing a Word file.  The tutor can choose different 
types of text and have the student make more detailed changes to the page margins, 
orientation, and tab settings by using more elaborate worksheets or by using verbal 
directions, depending on the student’s abilities.   It is recommended to review the 
tools taught in this lesson and to give the student more opportunities in subsequent 
sessions to create other Word documents and make changes to these documents 
using the tools from this lesson.    
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Word Processing:  LESSON 10  
- Previewing and Printing a Document 
 

Objectives:    
The student will be able to explain the difference between Print Preview and Print 
options.  The student will preview the document before printing and select the 
appropriate options to print the document.    
 

print preview   print  print range   
number of copies   cancel 

 

Resources Needed: 
Existing Word document (2 pages or longer) 
Disk or USB memory stick (optional)  
 

Procedure: 
1. Ask the student if they have ever seen anyone printing out a very long 

document.   Why would it be important to see what the document will look like 
before printing it?   
 

2. Explain that with the computer we can use an option called print preview that 
lets us see an entire page or even two pages of the document at the same time 
before we print it so we can decide if that is the way we want it to look.    
 

3. The tutor should open an existing Word document that contains at least two 
pages. 
 

4. Demonstrate the procedure for previewing a file before printing.  Open the print 
preview window from the print preview option of the Office menu.  Demonstrate 
from the print preview window how to view the file.  Explain some of the options 
that are available from the print preview window (zoom in or out, preview one 
page or more than one page at a time, shrink to fit options).   
 

5. Now close the print preview window and close the Word document. 
 

6. Have the student practice the print preview process by opening a previously 
created Word document and selecting the print preview print option from the 
Office menu.  Have the student close the print preview window, make some 
changes to the document, save the file, and then preview the updated file.  Have 
the student practice using other files or selecting other options from the print 
preview window until they are comfortable with using the print preview option 
for previewing files. 
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7. Explain that it is a good idea to use print preview before printing any document 

to save time, paper, and printer ink.  
 

8. NOTE:  Although it is possible to do a quick print using the quick print option 
from the Office menu or from the print icon in some versions of Word, have the 
student learn to use the regular print procedure.   
 

9. Open an existing Word document and demonstrate how to select the print option 
from the Office menu and how to choose options on the print window to print an 
existing document.   From the print window, show the student how to select the 
name of the printer, the page range, number of copies, and number of sheets per 
page.  Point out the two boxes at the bottom of the print window (OK and 
Cancel).  Explain that if we decide not to print the document we click on the 
Cancel button; if we have set all the printing options correctly and want to print 
the document, we click on the OK button to send the printing job to the printer.   
 

10. Have the student open an existing Word document, use print preview to verify 
the look of the document before printing, close print preview, and then select the 
print option from the Office menu to print the document.   The student can 
practice opening, previewing, and then printing more of their existing files until 
they are comfortable with using the print option for printing files.    
NOTE: If there is a concern about using too many printing resources for this 
lesson, have the student select cancel from the bottom of the print window to 
cancel the actual print jobs.  
 

11. Review the procedure for previewing a document and for printing a document.  
Ask the student to give an example of some things that print preview allows you 
to do before printing a document.  Ask the student to name at least two 
important options that you can change or specify on the print window before 
printing a document.     

 

Assessment: 
The student is able to explain the difference between print and print preview options.  
The student is able to preview a document, make any necessary adjustments to the 
document, and then select the appropriate print options to print out the document 
without assistance.   
 

Links to future lessons: 
The student should routinely use the print preview option before printing any 
documents that he/she creates or edits during all other lessons.  
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Word Processing:  LESSON 11  
- Program or Document? 
 

Objectives:    
The student will be able to explain the difference between a computer program and a 
document created on a computer.  The student will be able to use cut and paste skills 
in Word to classify items correctly as either programs or a documents.   
 

Resources Needed: 
Practice files (already loaded on LU computers)   
Examples of documents and programs 
Disk or USB memory stick  
 

Preparation for Instruction:   
The tutor should be familiar with the computer to be used for the lesson, the 
definitions of a computer program and a computer document, and how to cut and 
paste text in a Word document.  Have available examples (either online or as 
physical demos) of several documents and some computer programs.  The tutor 
should verify the location of the worksheet prior to the lesson or copy the worksheet 
to an appropriate location on the computer if a personal (student) computer will be 
used for the lesson. 
 

Procedure: 
1. Ask the student:  What is a computer program?  What is a document?  Using 

paper or a white board, write down some ideas.  
 

2. Explain that there are many different types of computer programs.  Some are 
educational, some are for entertainment, some are for business purposes, and 
some help you to create drawings or text.   Give some examples of common 
computer programs (e.g. Microsoft Word, Mavis Beacon Typing Tutor, Internet 
Explorer, Solitaire, Paint)   
    

3. Demonstrate some of the programs available on the computer by going to the 
All Programs menu from the Start button on your computer. 
 

4. If disks containing other computer programs are available, show these 
programs to the student. 
 

5. Show some examples of computer documents (e.g. a letter, an email, a 
spreadsheet, a picture, a story).  These examples may be shown on the 
computer or they can be shown as printed copies.   
 

6. Explain that you may use different software programs to create these 
documents.   
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7. Have the student open the worksheet Word file by going to the appropriate 

location on the LU computer.  
  

8. Once the file is opened, take a few minutes to look at the contents with the 
student.  Explain that the file is divided into two parts.  The top part contains a 
table with two columns labelled Programs and Documents.  The entries in the 
table are currently blank.  The bottom part of the file contains a list of items that 
represent either computer programs or computer documents.  Read over the 
list of items with your student.  Explain that the student should decide for each 
item in the list, if it is a program or a document, and then select the item, and 
use cut and paste to put the item into a row of the table under the correct 
column.   
   

9. If the student is unsure of how to proceed with filling in the table, the tutor can 
do the first item with the student.  Ask the student if the first item is a program 
or a document.  Demonstrate how to select the item, cut, and then paste it into 
the appropriate column of the first table row. 
 

10. Explain that we want to save the completed document under another name.  Ask 
the student to tell you how we can do this in Word.    
 

11. Have the student perform a Save As to save his completed document under a 
different file name and to a location on disk or a memory stick. 
 

12. Ask the student to preview the document he has just saved, make any changes 
to the document appearance if needed, and then to print the completed 
document.   

 

Assessment: 
The student is able to explain the difference between a computer program and 
document and to give examples of programs and documents.   
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Word processing:  LESSON 12 
- Using Review Tools  
 

Objectives:    
The student will be able to use review tools to check spelling, grammar, and to find 
the definition of words or search for appropriate alternate words to edit a Word 
document.   
  

review tab     proofing group   thesaurus   word count  
spelling error   grammar error 

 

Resources Needed: 
Disk or USB memory stick 
Practice files (already loaded on LU computers)   
 

Preparation for Instruction:   
The tutor can use worksheets of varied types and amounts of text, error levels, and 
word search queries, depending upon the student's literacy level.  The tutor can use 
prepared worksheet files stored on the computer which have the mistakes already 
incorporated and ask the student to use the review tools to find and update the 
document.  This may be useful with students who have limited typing skills. 
 

Procedure: 
  
1. Tutor:  Open a new Word document and type in some text which contains a few 

spelling and grammar errors. 
 

2. Explain that we can use tools in the review tab to check for correct spelling and 
grammar and to look up the meaning of words or find alternate words to use to 
express the same thing.  
 

3. Click on the review tab in the Word ribbon and demonstrate how to check the 
text for spelling or grammar errors in the proofing group.  Explain that words 
underlined in red indicate a spelling error and green lines under a word(s) 
indicate a possible grammar error.  Explain that sometimes there is no error 
but instead the word is a name or new term that the program does not 
recognize.    
 

4. Correct any identified errors.  Select a word or words in the text that you want 
to look up the meaning and demonstrate how to use the thesaurus or the 
research buttons to do so. Choose an alternative word that has the same 
meaning as the selected word and replace it in the text.     
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5. Ask the student to open a new Word document and type in the text from a 

practice worksheet.   The worksheet contains some mistakes.  Have the student 
type in the text exactly as seen on the practice worksheet.     
 

6. Have the student practice using the proofing group in the review tab by 
checking for spelling and grammar mistakes and correcting any mistakes found.  
The student should save the document to his Word folder after making the 
necessary changes.   
 

7. Have the student practice using the proofing group in the review tab to look up 
the meaning of selected words and use the thesaurus to find words that have a 
similar meaning (synonyms) or the opposite meaning (antonyms).  The student 
should update the document to use the alternate word(s) and then save the 
document to his Word folder.   Alternatively, the tutor may choose to use a 
prepared practice work file on the computer with some errors already 
incorporated in the text and ask the student to open this file and use it to 
practice using the review tools to correct the mistakes. 
 

8. Briefly explain the other tools in the proofing group such as the translate and 
word count tools and when we might want to use them. 
 

9. Review the main tools in the proofing group of the review tab and ask the 
student to explain what each tool does.  

 

Assessment: 
The student is able to use the spell check, grammar, and thesaurus tools to correct 
errors and change the wording in a Word document without assistance. 
 
 
 

 


