


� Microsoft Word is a software application that 
allows the user to perform word processing

� Create beautiful and engaging documents
� This lesson includes instructions along with 

screenshots and text bubbles to demonstrate 
how easy it is to create high-quality documents 
using Microsoft Word

� The following slides show some of the most 
commonly used features located under the 
Menu bar / Ribbon



WORD



FILE

File Main Functions
1. New Document
2. Open Documents
3. Save
4. Print
5. Share
6. Export
7. Close



SAVE AS
PATH
1. File
2. Save As
3. Choose a save location
4. Type in a name for the document
5. Save
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HOME

Home Main Functions
1. Font (Style, Size, Color)
2. Bold, Italics, Underline
3. Justify (Left, Center, Right)
4. Line Spacing
5. Bullets and Numbering



Bold, italics and 
underline

Font Style and 
Size

Align and 
Center Text 

Bulleted Lists

Font Color

HOME



FONT SIZE

PATH
1. Home
2. Select Font Size from 

drop down
Note: You can also type 
in any number you wish  
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FONT STYLES
FONT COLOR

Choose from a variety of 
Font / Lettering Styles 

and Colors



INSERT

You can insert a variety of things into a Word Document 
LQFOXGLQJ«
Cover Page, Tables, Pictures, Shapes, Icons, Charts, 
Header/Footer, Page Numbers, Text Box and WordArt



Cover
Page

ChartTable

SmartArtShapesPictures

INSERT



TABLE PATH
1. Insert
2. Table
3. Select the appropriate 

number of columns and rows
4. The Table will automatically 

be inserted on your document
Note: You can also go to Insert 
Table and type in the number of 
rows and columns you need
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TABLE TOOLS

� Once you create or select your 
table, Table Tools will open

� You can choose from a variety 
of color designs



SHAPES
PATH
1. Insert
2. Shapes
3. Click on the shape you 

wish to add to the 
document
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SHAPE OUTLINE1
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SHAPE FILL



PICTURES

PATH
1. Insert
2. Pictures
3. Locate your picture 

on your computer
4. Insert
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PICTURE TOOLS

� Click on your picture to 
access the Picture Tools

� Select from a variety of 
photo options



WORDART

PATH
1. Insert
2. WordArt
3. Select a WordArt Style
4. Type in your text



TEXT BOX

PATH
1. Insert
2. Text Box
3. Type in your text into the box



DRAW

Drawing tools include 
Pens, Pencils, Highlighters 
and erasers.



DRAW TOOLSEraser 
Tool Pen

Tool

Highlighter 
ToolPencil

Tool



DESIGN



DESIGN

Choose from a variety of 
Themes and Color Schemes



PAGE COLOR

PATH
1. Insert
2. Page Color



WATERMARK

PATH
1. Insert
2. Watermark



BORDERS AND SHADING

� You can choose from a variety of border and shading options for 
your document

� Options include double lines, dashed lines, shadow and colors etc.



PAGE BORDERS

PATH
1. Insert
2. Page Borders



LAYOUT

Layout Main Functions
1. Margins
2. Orientation
3. Size
4. Columns
5. Indent
6. Spacing
7. Align



MARGINS

PATH
1. Insert 
2. Margins



PAGE ORIENTATION



PAGE SIZE ALIGN



COLUMNS



REFERENCES

Reference Main Functions
1. Table of Contents
2. Insert Endnote
3. Insert Citation
4. Bibliography
5. Mark Citation



MAILINGS

Mailings Main Functions
1. Envelopes
2. Labels
3. Mail Merge



REVIEW

Review Main Functions
1. Spelling & Grammar
2. Thesaurus
3. Word Count



CHECK SPELLING



WORD COUNT



VIEW

View Options
1. Read Mode
2. Print Layout
3. Web Layout

� Zoom-In to an area of the 
document to view and 
adjust fine details

� Zoom Out to view the whole 
document



HELP

� Find help on a 
variety of topics 
under the Help tab

� Search Topics to 
find answers



Microsoft Word Activity
1.  Create the title BTT Word Processing in 20pt Gill Sans Ultra Bold font at the top of the 
document
2.  Type your first and last name in 14pt Comic Sans font below the title
3.  Center and Bold the title and your name
4   Create a table that is 2 Columns and 4 Rows 
5.  Merge the top row of this table and shade this top row in light grey
6.  Enter information and pictures about Google, Computer Crime or Web Design into the cells of 
this table.  (Use the top row as your title)
7.  Change the font inside the table to 12pt Corbel
8.  Below the table create a subtitle Pause Before You Post
ϵ͘���ĞůŽǁ�ƚŚŝƐ�ƚŝƚůĞ�ƚǇƉĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͙
Before I make a post, I pledge to ask myself:
�Who will be able to see what I post? 
�Will anyone be embarrassed or hurt by it? 
��ŵ�/�ƉƌŽƵĚ�ŽĨ�ǁŚĂƚ�/͛ŵ�ƉŽƐƚŝŶŐ͍�
�How would I feel if someone posted it about me?
10.  Create bullets for each of the bulleted points above 
11.  Use spell-check and correct any errors
ϭϮ͘���ŚĂŶŐĞ�ƚŚĞ�ƉĂŐĞ�ŵĂƌŐŝŶƐ�ƚŽ�ϭ͘ϱ͟�Žƌ�Ăůů�ƚŚĞ�ǁĂǇ�ĂƌŽƵŶĚ�;dŽƉ͕��ŽƚƚŽŵ͕�>ĞĨƚ�ĂŶĚ�ZŝŐŚƚͿ





Marking Scheme
Title 20pt Font /2

Name 14 pt. Comic Sans /2

Center and bold /2

Table (2 columns x 4 rows) /2

Merge and Shade top row /2

Information about Google etc. /2

Font 12pt. Corbel /2

Pause Before Post subtitle /2

Pledge /2

Bullets /2

Spell Check /2

Margins /2

TOTAL /24
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Table in Microsoft Word

Summer Camp Agenda
Times Monday Tuesday Wednesday Thursday Friday Saturday Sunday

9:00 Breakfast Breakfast Breakfast Breakfast Breakfast Breakfast Breakfast

10:00 Games Tug of War Free Time Fishing Games Fishing Free Time

11:00 Swimming Tennis Swimming Tug of War Swimming Diving Swimming

12:00 Lunch Lunch Lunch Lunch Lunch Lunch Lunch

1:00 Canoeing Chess Canoeing Tennis Chess Sailing Canoeing

2:00 Swimming Swimming Diving Swimming

3:00 Games Fishing Games Sailing Tug of War Chess Fishing

4:00 Dinner Dinner Dinner Dinner Dinner Dinner Dinner

Note: the next slide includes instructions for creating this table
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Instructions for creating the
Summer Camp Table
1. Construct a table that is 8 Columns and 10 Rows by selecting 

Table along the top toolbar and pressing New Table.
2. Type in all the required information into the cells
3. Merge the top title cells and the Canoeing cells.  (You do this by 

selecting the cells that you want to merge and then press the 
Merge button under the table tab) 

4. The title should be Centered, 20pt Franklin Gothic Book
5. All the other information should be in 12pt Arial Font 
6. Change the Fill of the appropriate cells to orange
7. Outline the cells in orange
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Table Rubric
Category Marks
Table /2
Information /2
Merge /2
Title (20pt Centered 
Franklin Gothic)

/2

Body (12pt Arial Font) /2
Orange Fill and Outline /2
TOTAL /12
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Shapes using Microsoft Word
Path ²> Insert ² Shapes
Task: Put together a group of shapes and create an 
object or picture
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Adding an Image

� These screen shots and instructions will show you how to add 
images to Microsoft Word documents using the Picture Tool 
feature

� It is difficult to move an image around on a Word document 
without using the Picture Tool feature

� There are a variety of Picture Tool effects including In line with 
Text, Square, Tight, Top and Bottom, Behind Text, In Front of 
Text, Edit Wrap Points

� This tutorial will demonstrate several of these features 
� You will then perform an activity to experiment with these 

features on a document



Picture Tools
Steps
1. Copy/Paste the image 

onto a page in word
2. Click on the image
3. Select Picture Tools
4. Choose Wrap Text
5. Choose your picture tool 

effect
6. Move the image around 

on the page to the 
desired position

The next few slides will 
demonstrate several picture 
ƚŽŽů�ĞĨĨĞĐƚƐ͙



Picture Tools

Behind Text
In Front of Text



Activity

� Copy and Paste the information on the following 
slide about Google onto a Word Document

� Find 3 images by doing a Google image search to add 
to this document

� Add the 3 images to the document using Text Wrap.  
Note: you may need to reduce the size of the images 
so that they fit within this document. 

� Each image should have a different text wrap option



Google

dŚĞǇ�ĐŚŽƐĞ�ƚŽ�ŶĂŵĞ�ƚŚĞ�ĐŽŵƉĂŶǇ�͚'ŽŽŐůĞ͛�ďĞĐĂƵƐĞ�ŝƚ�ƐŽƵŶĚĞĚ�ĐŽŽů͘��ůƐŽ͕�ƚŚĞ�ǁŽƌĚ�'ŽŽŐůĞ�ŵĞĂŶƐ�Ă very large number (1 
followed by 100 zeros).  This is appropriate for a website that generates a large number of search results.  

The Google homepage is extremely clean. The homepage features only the logo and the search box. Unlike other search 
engines, Google does not have links cluttering its homepage. Back in the early 90s, people testing Google were not familiar with
such a clean look. When they would open up the homepage they would wait for all of the links to load. However, no matter how 
long they waited, the links would not appear.

Google AdWords is an online advertising program created by Google. It allows you to advertise to a large range of people to
expand your business. You can personalize your ad by choosing where it appears, the cost for the ad, and even the impact of the 
ad. You are charged every time someone clicks on your ad. Your ad is attached to a keyword, so when someone searches the 
keyword your ad can appear.

Working for Google appears very luxurious, as the company provides the employees with many perks.  There is a volleyball 
game very day at lunch, a workout room and massages. Google wants their employees to spend a lot of time at the company.   
Therefore the company provides them with free meals, transportation and will even do their laundry. They want their employees
to be as comfortable and focused as possible.  

The Google campus is like a playground. There is so much to do, whether you want to play volleyball or go on a bike ride. It also 
ŚĂƐ�Ă�ďĞĂƵƚŝĨƵů�ĐĂŵƉƵƐ�ǁŝƚŚ�ŵĂŶǇ�ďƌŝŐŚƚ�ĐŽůŽƌƐ�ĨƌŽŵ�'ŽŽŐůĞ Ɛ͛�ůŽŐŽ͘��ǀĞƌǇŽŶĞ�ŝƐ�ǁĞůĐŽŵŝŶŐ�ĂŶĚ�ŚĂƉƉǇ͘ ���/ŶƚĞƌŶƐ�Ăƚ�'ŽŽŐůĞ�ĂƌĞ�
treated just like everyone else.  They are given opportunities to create products and be involved just like any of the regular paid 
employees.  Goggle is a place filled with geniuses, who all respect the ideas of each other, regardless of their title.

/ŶƐƚĞĂĚ�ŽĨ�͞ĚŽŶ͛ƚ�ďĞ�ĂĨƌĂŝĚ�ƚŽ�ĨĂŝů͕͟ �Ăƚ�'ŽŽŐůĞ�ƚŚĞǇ�ƐƵŐŐĞƐƚ�͞ĚŽŶ͛ƚ�ďĞ�ĂĨƌĂŝĚ�ƚŽ�ƐƵĐĐĞĞĚ͘͟ ���/�ƚŚŝŶŬ�ƚŚŝƐ�ĂĚǀŝĐĞ�ŝƐ�ŐŝǀĞŶ�ďecause 
ĞǀĞŶ�ƚŚŽƵŐŚ�ƉĞŽƉůĞ�ĐĂŶ�ƐĂǇ͕ �͞ĚŽŶ͛ƚ�ďĞ�ĂĨƌĂŝĚ�ƚŽ�ĨĂŝů͕͟ �ĨĂŝůƵƌĞ�ǁŝůů�ĂůǁĂǇƐ�ďĞ�ƉĞŽƉůĞƐ�ďŝŐŐĞƐƚ�ĨĞĂƌ͘ �tŚĞŶ�ƌĞƉŚƌĂƐŝŶŐ�ƚŚĞ�ƐĞŶƚĞnce to, 
͞ĚŽŶ͛ƚ�ďĞ�ĂĨƌĂŝĚ�ƚŽ�ƐƵĐĐĞĞĚ͕͟ �ƉĞŽƉůĞ�ŝŵĂŐŝŶĞ�ƐƵĐĐĞƐƐ�ĂŶĚ�ĂƌĞ�ŵŽƌĞ�ŵŽƚŝǀĂƚĞĚ͘��ůƐŽ�'ŽŽŐůĞ Ɛ͛�ǁŽƌŬƉůĂĐĞ�ƌĞĂůůǇ�ƐƚƌĞƐƐĞƐ�ŽŶ�
positivity and energy, using motivating words helps to maintain this positive, motivated workplace.

Imagination is very important for an employee at Google. This is because everything new in technology is created through 
ŝŵĂŐŝŶĂƚŝŽŶ͘�EĞǁ�ƚĞĐŚŶŽůŽŐǇ�ŝƐ�ĐƌĞĂƚĞĚ�ďǇ�ƉĞŽƉůĞ�ǁŚŽ�ĂƌĞ�ǁŝůůŝŶŐ�ƚŽ�ĚƌĞĂŵ͘��ƚ�'ŽŽŐůĞ�ƚŚĞǇ͛ƌĞ�ĂůǁĂǇƐ�ƚƌǇŝŶŐ�ƚŽ�ŝŵƉƌŽǀĞ�ĂŶĚ�
create new technology.  They need staff with strong imaginations that can make their dreams a reality.

�ŽƉǇ�ƚŚŝƐ�ŝŶƚŽ�Ă�tŽƌĚ�ĚŽĐƵŵĞŶƚ�ƚŽ�ƉĞƌĨŽƌŵ�ƚŚĞ�ĂĐƚŝǀŝƚǇ�ŽŶ�ƚŚĞ�ƉƌĞǀŝŽƵƐ�ƐůŝĚĞ͙



Steps
1. Click on New
2. Scroll down through 

the options to Resume
3. Click on it to open
4. Select Create

Resume



Resume



Edit this resume template 
ǁŝƚŚ�ǇŽƵƌ�ŽǁŶ�ŝŶĨŽƌŵĂƚŝŽŶ͙
1.Type your name at the top 
of the page
2.Put your address, 
telephone and email
3.Fill in your Objective, 
Education, Skills and 
Experience

Resume



Resume
Example



Terms of Use:

Purchase of this product is for single classroom use by the purchaser only. It is a violation for individuals, 
schools, and districts to redistribute, edit, sell, or post this item on the internet or to other individuals.

Teachers can post TEACH WITH TECH Ρ INC. resources to Google Classroom or another secure online 
platform, that is accessed only by their students and parents.

Created by Gavin Middleton © TEACH WITH TECH � INC.

Product names, logos, brands, and other trademarks featured or referred to within this lesson are the 
property of their respective trademark holders.

These trademark holders are not affiliated with TEACH WITH TECH � INC. They do not sponsor or endorse 
the contents, materials or processes discussed within this lesson.

I hope that you and your students enjoyed it!
If you provide Positive Feedback and Follow Me, I will 
send you a Free Lesson of your choice ($5 or less value).
E-mail me at teachwithtech1@gmail.com to receive 
your free lesson. 

Link to store
http://www.teacherspayteachers.com/Store/Gavin-Middleton

Thank you for your purchase!
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