NAME:_____________________________          PC#   _______               Home Room _______

Compare and Contrast WORD PROCESSING,    and just plain using a TYPEWRITER PENCIL or PEN
DIRECTIONS:  Follow along with the teacher as she discusses each of the BOLD words and enter what you learn in each of the boxes.

 (
Word Processing
) (
BOTH
) (
Typewriter, Pencil or Pen
)























Underline the sentence if you think word processing would make the activity EASIER..  You might want to read the WHOLE list first. When finished add 2-5 things that you think would be easier if you used a word processor
1. Write a letter to one of your friends
2. Write a letter to 20 of your friends
3. Pack your suitcase for a two week trip
4. Make a check list of things to pack for a trip
5. Plan an itinerary of where you will be going.
6. Pack your car for the trip
7. List the things in your car that should be checked before you make a trip
8. Write a journal during your trip and send a copy to each of your friends.
9. Draw pictures of the sights and the people that you will meet during your trip.								

















Word Processing Vocabulary Match Up
	Word Processing
	

	Edit
	

	Save
	

	Bold
	

	Select/Highlight
	

	Font
	

	Alignment
	

	Format
	

	Print
	

	Text
	

	Line Spacing
	

	Character
	

	Cursor
	

	Document
	

	Word wrap
	

	Insert
	

	Cut text
	

	Copy text
	

	Paste text
	

	Left align
	

	Right align
	

	Center align
	

	Style
	

	Margin
	






DEFINITIONS
	The creation, input, editing and formatting of documents and other text using software on a computer 
	

	To make changes in a document
	

	To store information for later use on a name drive, CD, thumb drive
	

	A style of text that makes a letter or word stand out in a document
	

	To choose part of a document to work with by dragging over it with the mouse
	

	The name given to the different ways text can look
	

	The way the text is set up (justification) on a page
	

	To set the margins, tabs, font or line spacing in a document
	

	To put what is on the computer screen on paper. It creates a hard copy of the document
	

	The term given to the words on a page
	

	The distance between lines of text
	

	Letters  numbers or symbols within a document 
	

	The flashing “l” that shows “where you are.”
	

	a computer file that contains text, images, hyperlinks, etc 
	

	information can be keyed on successive lines without having to tap the return/enter key at the key of each line 
	

	To add or remove text, characters etc from a document
	

	removes the information from its original location and relocates it when you use Paste
	

	leaves the information in its original location and makes another copy of the information when you use Paste
	

	Placing copied or cut text in a new location
	

	Lines up all of your text to the RIGHT side of the document
	

	Lines up all of your text to the RIGHT side of the document
	

	Positions text evenly between the left and right margins.
	

	Bold, underline, italic – changing the way that the text looks
	

	The blank space that surrounds the text on a page; "He widened the margins in his document.”
	









Formatting Fun
Directions: color each word appropriately (ex. red). Next, appropriately align the words left, right, and center. (Do not use the tab or spacebar.) Finally, have students add or delete spaces so only one space appears between each word and between each sentence.
Color These Words:
Red
Blue
Green
Yellow
Orange

Move These Words:
Right
Left
Center

Space These Words: (You will need to use either the backspace or the delete keys as well as the space bar)
Bob   was   afrog.Hedid   not like to hop.   Bob likedto walk   on his tiptoes.Silly Bob!
INSERT These Words: (use cursor to get to the place where they should go  in the sentence above and then type.  Do not copy and paste
Green, rapidly
EXTRAS:
Highlight with yellow the word frog
Underline the word tiptoes
Bold the word rapidly




Using the DELETE or the BACKSPACE

 (
Their is a which who is quite silly indeed. She is much to bald. It is hare that she needs. So four trick-or-treat if she knocks on you’re door, please give her sum hair from a witchy wig store.
) (
1
. Find 7 incorrect homophones. Use the 
delete
 or 
backspace
 key to change the spelling of each homophone so it is used correctly.
2. When you have finished highlight the words you changed, make them 
BOLD
, and 
italic
)



























CUT, PASTE, COPY activity #1
DIRECTIONS: Cut or copy and paste the sentences below in the correct order. You should have a PARAGRAPH when you have finished


In their fright the women bowed down with their faces to the ground, but the men said to them, "Why do you look for the living among the dead? He is not here; he has risen! 
On the first day of the week, very early in the morning, the women took the spices they had prepared and went to the tomb. 
Remember how he told you, while he was still with you in Galilee: 'The Son of Man must be delivered into the hands of sinful men, be crucified and on the third day be raised again.' " Then they remembered his words. --  Luke 24:1-8 
They found the stone rolled away from the tomb, but when they entered, they did not find the body of the Lord Jesus. While they were wondering about this, suddenly two men in clothes that gleamed like lightning stood beside them.

Editing Practice #2
Cut or copy and paste the sentences below in the correct order. You should have a PARAGRAPH when you have finished.  Make it so that t here is no space between the lines (hint: the way to do this is in the PARAGRAPH group in the HOME ribbon)

Our Father, who art in Heaven
On earth as it is in Heaven
Amen
But deliver us from evil
And lead us not into temptation
Thy kingdom come, thy will be done
And forgive us our trespasses
As we forgive those who trespass against us.
Give us this day our daily bread
Hallowed be thy name






Editing Practice #3

1. Using the cut and paste function, move the reading theme titles from box 1 into box 2, putting them in alphabetical order.
 (
Box 2
) (
Box 1
Journeys
American Stories
That’s Amazing
Problem Solvers
Heroes
Nature: Friend or Foe
)





2. Using the copy and paste function, move the names of the US regions from box 1 into box 2, putting them in alphabetical order.
 (
Box 1
Southeast
Northeast
Middle West
Southwest
West
United States
) (
Box 2
)






INSERTING Text Practice 
Directions:  Read the paragraph below and insert words where necessary so that the story makes sense. Provide a conclusion.  Underline the words that you insert.

One dark and rainy night, I walked Suddenly, jumped out at me.  I started to run Then before my eyes appeared.  He said,  “You must leave  I was afraid  Then, for no reason at all, he The next thing I knew. I 




Fun with Graphics
1. Insert two Clip art images and use the text wrapping feature so they can be moved.
2. Find a picture of a school bus on the internet and save it to your name drive.  Then insert it on this page using the PICTURE icon.  Make sure to make it “moveable”












Bullets and Numbers
1. Create a list of everything that you think is in your book bag.  (Minimum of 8 things.)
2. Underneath that list write the steps to saving your work to your name drive. DO NOT number these.  Just put the steps in order one under the other.










Using SPELL CHECKER and the Thesaurus
Directions: Find a synonym for the words that have a  “Mouse” around it using your Thesaurus. 
Don't forget do a Spell Check.

Bass Pro Sportsman’s Warehouse – featuures the South’s largest fishing deparrtment, an offshore angler saltwater shop, and a hunnting, fishing and fly shop highlighted by a 6,000 gallon bass tub.
Chateau Elan Winery and Resort – Styled after a 16th centuury French chateau, this four-star resort has a beautiful 306-room inn, a logde, six restauurants, three golf courses, a European spa and a winery.  
Dave and Busters – 55,000- square -foot entertanment center and eatery.  Featuing virtual reality high-tech gammes, billiards and huge eatery.

SAVING 
DIRECTIONS: Create 3 Text Boxes .  Tell me WHERE you should save your work, WHY you should save your work and WHEN you should save your work .  Use either Bullets or numbers for your list. You may change the border size and color of each box














Using the header and the Footer
Directions – Double click in the header.  Fill in the requested information.  Make sure to remove any lines.  Then GO TO the FOOTER and insert today’s date and the page numbers.  You may put them wherever you like within the footer




Exploring AUTO SHAPES
Directions:  Follow the directions for each sections
 (
Callouts – 
Label with Text Box
) (
Stars & Banners – 
Label with Text Box
) (
Stars & Banners – 
Label with Text Box
) (
Flow Chart – 
Label with Text Box
) (
Block Arrows – 
Label with Text Box
) (
Block Arrows – 
Label with Text Box
) (
Basic Shape – 
Label with Text Box
) (
Basic Shape – 
Label with Text Box
) (
Using AutoShapes, Create 4 different shapes fitting 1 in each of the following 4 boxes.
) (
Using WordArt, Type 3 Cities in PA fitting 1 in each of the following 3 boxes.
)


 (
Line – using the 
Arrow Tool
) (
Line – using the 
Curve Tool
) (
Line – using the 
Freeform Tool
) (
Line – using the 
Scribble Tool
) (
Use the AutoShapes for the following shapes:   
*** Add 1 or more of the following
:  color to border, inside, shadow and 3 – D Where possible.
)
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