[image: image1.png]Mercia Partnership





Some Basic Formatting

· Open Microsoft Word

You will notice that there is a blank page for you to start writing. A standard format has been set. Look at the toolbars and see if you can answer these questions:

· What is the font size?
· What will be the font?
· How will your text be aligned?
You can change the formatting at this stage and your text will appear as you want. You can also keep the formatting as it is, write your text and then HIGHLIGHT what you want before changing the format of your document.

Let’s practise!

· Save the document in your folder and name it ‘Formatting’

· Change the font to ‘Courier New’

· Change the font size to ‘14’

· Change the font colour to ‘dark blue’

· Change the alignment to ‘fully justified’

· Now type in the following text:

Unlike other qualifications, the City & Guilds iTQ will require you to take an active part in your assessment. As you make progress you will be able to demonstrate that you have the necessary practical skills and knowledge to do your work effectively and efficiently.

Because you set the formatting before you started to type, all the above text should be dark blue, Courier New in font size 14.

We want to change some of the formatting now, after we have typed. It’s important to remember that we cannot just change them in the toolbars. As we are changing text that has already been done, we have to HIGHLIGHT what we want to change.

Make the following changes to your text:

· Make the words ‘City & Guilds’ in the first sentence red
· Change ‘iTQ’ to bold
· Underline the word ‘active’ in the first sentence
· Change the words ‘practical skills’ and ‘knowledge’ so that they are in italics
· Split the text into two paragraphs. The second paragraph should start with ‘As you make progress…’ Make sure there is a line space between the two paragraphs
· Now right align the second paragraph
· Save your document before closing it
Two common buttons on the Formatting toolbar that we haven’t looked at yet are the ‘Numbering’ and ‘Bullets’ buttons. They look like this:
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This is the 
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Numbering button



and this is the Bullets button

Can you spot them on your toolbar?

Look back at the previous two pages and you will notice how bullets have been used.  They have been used here so that it’s easier for the reader to notice the instructions. They help to highlight important information within the document. 

Like the other formatting techniques, we can click to add bullets before we type or add them into text that has already been written.

When we add bullets, each PARAGRAPH will be bulleted.

· Open a new document in Word
· Save it as ‘Bullets and Numbering’ in your folder 
· Type in the heading ‘Bullets’ in font Ariel, size 14 and centre this heading
· Copy page 2 of this booklet exactly
· Save again but keep the document open
Now we are going to add bullets to text that has already been written. 

· Open the document you saved earlier named ‘Formatting’
· Highlight the first paragraph and add a bullet

The bullets that you add, like text, is already set. We can change bullets to a different format too. Here’s how:

· Ensure the paragraph is still highlighted

· On the Menu toolbar, click on ‘Format’, then 

‘Bullets and Numbering’

· Now click on the ‘Customise’ button here

· We want to change the bullet, so click on the bullet button here


· Change the font to ‘Webdings’ and choose the 

       bullet that looks like an arrow head facing right

· The new bullet should look like this: 

· M

· Click OK, then OK again to change the bullet
· Save and close this document

You should still have the ‘Bullets and Numbering’ document open. After the last line of text, which should read ‘Save your document before closing it’, press Enter twice to add in line spacing. We are now going to practise formatting bullets.

· Add the heading ‘Different Bullets’ in font Ariel, bold and size 14
· Click on your Bullet button in the formatting toolbar and type ‘Bullet 1’ before pressing Enter on your keyboard and typing ‘Bullet 2’
· Carry on until you have ten lines naming bullets 1 – 10
· Change every bullet in each line. Try changing the bullet size and colour too using the ‘font’ button in the’ customize bulleted list’ dialogue box here

Your text may look something like this:

· Bullet 1

· Bullet 2

· Bullet 3

· Bullet 4

· Bullet 5

· Bullet 6

· Bullet 7

· Bullet 8

· Bullet 9

· Bullet 10

· Now save your changes and close this document
You will look at the Numbering button later in your course. Let’s put together what you have covered in today’s session.

· Open a new Word document
· Save it as ‘Word Processing Levels’ in your folder

· Copy the document below, remember to save frequently 




Word processing software – 108, 208, 308
This is the ability to use a software application designed for the creation, edit and production of documents and text (eg writing a letter, memo or CV).

A level 1 job role is likely to involve:

· producing simple documents (e.g. producing letters, envelopes, memos, simple reports, faxes, CVs, agendas, posters, travel directions and simple web pages).

In addition a level 2 job role is likely to involve:

· using a wide range of tools and techniques to produce professional looking documents (e.g. producing mail merged business letters and invoices, more complex reports and content for web pages).

In addition a level 3 job role is likely to involve:

· customising and automating tools and techniques to produce complex documents (e.g. producing newsletters, journals, complex reports, form letters, form envelopes and form address labels).
· When you have copied the document exactly, save it before closing
The heading is in Arial, font size 14 and bold. 208 is red.





The first paragraph is Times New Roman, italic and font size 12.





Except for the main heading, the whole document is fully justified and in font size 12.





The sub-headings are Arial,  bold and underlined.





The ‘level 2’ paragraph is in red.
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