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Introduction
Welcome to the 2nd Edition of Word It! from B.E. Publishing.
The Word It! Student Workbook includes all new and updated activities that provide students
with real-world, hands-on practice activities and projects to help them become proﬁcient users of
Microsoft Word.
Using Word It!, students will create real-life, teen-based documents to further develop and enrich
their word processing skills. Completing the activities in this workbook will prepare students for the
Microsoft Oﬃce Specialist Certiﬁcation in Word.
Prerequisite Skills Required

In order to complete the activities in this book, the student should have a basic working knowledge
of using Microsoft Word. This book does not provide step-by-step instructions speciﬁc to any one
particular version of Microsoft Word; rather, it provides general instructions for students to practice
using any version of Microsoft Word.
Compatibility

The instructions have been written for any version of Microsoft Word running on a Windows
operating system. However, with few modiﬁcations, this book can easily be used with Macintoshbased systems.
Standards

The skills in this book align with NBEA (National Business Education Association) and ISTE
(International Society of Technology Education) information technology standards for word
processing.
Organization of the Textbook

The text is organized into a hierarchical skill-level format. With a few exceptions, most of the
activities in this book build upon skills practiced in previous activities.
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Activity Layout
ACTIVITY

7

Glee

New Skills

New Skills

T

1. Find and
replace text in a
document.

lists the new skill or skills
being reinforced.

Activity Overview

Activity Overview
he ﬁnd and replace feature in Word is one of those elements that makes
word processing so great. Editing a ﬁrst draft is often tough enough
without having to ﬁnd recurring text throughout a document. With ﬁnd and
replace, your computer does the searching and replacing for you.

Provides a description of each activity,
highlighting the document(s) to be
produced.

In this activity, you will type a summary from one of today’s hottest TV shows,
Glee, and replace text within the document.

Instructions

Instructions

1. Open a NEW document in Word.
 Unless otherwise stated, the font should be 12 point Times New Roman.
2. Insert a header that includes the activity number and title left aligned, and your
name right aligned. Type the header in all caps.

Provides the step-by-step instructions
for completing each activity.

3. Starting on the ﬁrst line of the document, type the article text exactly as shown
in Figure 7-1.

New Skill Indicator

4. Save the document as GLEE.
NEW SKILL

5. Find and replace the words provided in the table below. When complete, you
should have 20 replacements.
 Note: Be careful not to replace “Jane Lynch” with “Ms. Lynch.”

identifies an instruction that
includes a new skill reinforced
in an activity.

Find

Replace With

Glee

GLEE

Lynch

Ms. Lynch

Cheerios

“Cheerios”

glee club

Glee Club

Reference Box
illustrates information needed to
complete the activity.

6. Carefully proofread the document for spelling, grammar, and accuracy.
7. Resave the document.
8. Print the document if required by your instructor.
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Important Formatting Notes

ACTIVITY

18

Default Page Margins

How to Buy a Used Car

FIGURE 18.2

Many of the activities in this book
are set up to use the default page
margins set within Word. If page
margins are not speciﬁed within
the instructions of an activity, the
following default page margins
should be used: Top and Bottom
set to 1; Left and Right to 1.25”.

Input Frames

Step 1. Be prepared.
Do as much research as you can. Read reviews, consumer reports, ask colleagues and friends,
compare options, and gather gas consumption data on the make and model you’re interested
in. Examine reliability ratings. Try to determine maintenance costs and upkeep, etc. Your goal
should be to narrow your search to one or two models. Know what you want to buy.

Provides the text to be typed and
formatted into the finished project.

FIGURE 18.3

Step 2. Check a car’s history records.
Checking the car’s history will probably eliminate half of the vehicles from your potential
list. Vehicles that have been ﬂooded or restored after serious accidents, those with rolled back
odometers, heavily abused vehicles (e.g. rentals), those with outstanding liens, etc., can be
eliminated after simply checking the history record of the vehicle. If you’re purchasing your car
from a reputable dealer, they will have no problem providing you with a CARFAX report.
FIGURE 18.4

Step 3. Have the car inspected.
Check out the car yourself very carefully. Ask a person who knows about cars to help you. As a
ﬁnal step, bring the car to a mechanic you trust for an inspection.
FIGURE 18.5

Spacing after Punctuation Marks

All activities in this book are
shown using one space after a
period or punctuation mark.
Check with your instructor for
spacing requirements.

Step 4. Be careful doing the paperwork.
Be extremely careful when doing the paperwork. For questions about vehicle registration,
change of ownership, legal aspects, etc. contact your local vehicle registration authorities.
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ACTIVITY

23

Thank You Letter
FIGURE 23.1

Sample of a Properly Formatted Modified Block Style Letter

Format Sample
321 Sender Street
Sender City, SS 54321
Current Date¶

illustrates a completed document
with proper formatting.

RETURN ADDRESS
& DATE

¶
¶
¶
Recipient’s Name
Recipient’s Title
INSIDE ADDRESS
123 Recipient Street
Recipient City, RS 12345¶
¶
SALUTATION
Dear Recipient:¶
¶
Here is an example of a modified block style letter. Use a modified block style when you want to
write a less formal letter. Start by setting a left tab at the center of your page at 3.25” so that you
can easily position the return address and complimentary close. If you are not using a letterhead,
be sure that your top margin is set to 2”. All other margins should be set to 1”.¶
¶
Just below the return address, type the current date, without abbreviations, and quadruple space
to the inside address. Double space after the inside address and type the salutation. If you don’t
know the recipient’s name, use “Ladies and Gentlemen” or “Good Morning” for the salutation.
Next, double space to begin the body of the letter. The body of the letter is single spaced and has
one blank line between paragraphs.¶
¶
Finally, after your last paragraph, double space to the complimentary close. Use an appropriate
complimentary close such as “Thank you,” “Sincerely,” or “Very Truly Yours.” Leave a
quadruple space between the complimentary close and your typed name so that you may sign the
letter with blue or black ink. Always be sure to proofread and spell check your letter before
printing and mailing.¶
¶
Sincerely,¶
COMPLIMENTARY CLOSE
¶
¶
SIGNATURE BLOCK
¶
Sender’s Name¶
SENDER’S NAME/TITLE
Sender’s Title (if applicable)

BODY

45
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Curriculum Guide
ACTIVITY

iv

NEW SKILLS

1

Like It or Not?

Create and save a Word document.
Retrieve a saved document.
Save an edited document with a new name (save as).

2

Headers and Footers

Insert headers and footers in a document.
Insert page numbers in a document.
Insert page breaks.
Print preview a document.

3

Shortcut Keys

Use control keys for commonly used editing tasks.

4

Party Invitation

Format page orientation.
Vertically center align text on a page.

5

Texting Phrases

Use common formatting features.

6

Symbols

Use common symbols and special characters in a document.

7

Glee

Find and replace text in a document.

8

America’s Got Talent

Use the spelling and grammar checker.
Use the thesaurus.

9

Homonyms

Manually proofread for grammatical errors.
Use the auto numbering feature.

10 Movie Ratings

Set tabs in a document.
Use the show/hide feature when looking at a document.
Set page margins in a document.

11 Menu

Set tabs in a document with dot leaders.

12 World Series Team Roster

Sort text in a document.

13 TV Show

Use Word Count.
Change line spacing in a document.

14 Winter Scene

Use and format the draw tools.

15 Creative Clipart

Insert clipart into a document.
Resize clipart.

16 In the News

Insert and format text boxes.
Group text boxes and graphics.

Curriculum Guide
ACTIVITY

NEW SKILLS

17 Wipeout

Format columns in a document.
Justify text.
Wrap text around an image.

18 How to Buy a Used Car

Insert bookmarks into a document.
Hyperlink text to bookmarks.

19 Good News Memo

Create a memo using proper format.

20 Cell Phone Memo

Write an eﬀective memo with proper formatting.

21 Business Letterhead 1

Re-create a business letterhead.

22 Business Letterhead 2

Create an original business letterhead.

23 Thank You Letter

Format a modiﬁed block style letter.

24 Cover Letter

Format a block style letter.

25 Complaint Letter

Write an eﬀective letter of complaint in a modiﬁed block style
format.

26 Fan Letter

Write an eﬀective letter of request in a block style format.

27 Fan Letter Envelope

Create an envelope.

28 Prom Invites

Perform a mail merge.

29 Mailing Labels

Create a sheet of labels with diﬀerent addresses.

30 Top 5 Vacation
Destinations

Create a bulleted list.
Customize a bulleted list.
Create a numbered list.

31 Fruit Smoothie

Expands on the use of bullets and numbering.

32 College Application
Process

Re-create an alphanumeric outline.

33 Teens Going Green

Format a report in MLA style.

34 The New You!

Insert ﬁles into a document.

35 Months of the Year

Insert a drop cap into text.
Use Word’s change case feature.
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Curriculum Guide

vi

ACTIVITY

NEW SKILLS

36 NFL Players

Insert a watermark behind text.

37 Presidents and Their Dogs

Create and format a table.
Insert a row in a table.
Merge cells in a table.

38 Worldwide Movies

Sort text within a table.
Use the AutoSum feature within a table.

39 Summer Daze

Vertically align text within a table.
Change row height within a table.
Distribute table columns evenly.
Change the text direction within a table.
Insert clipart into a table.

40 Resume

Create and format a resume.

41 My Resume

Open a document and use it as a template.

42 American Idol Winners

Insert an Excel worksheet into a Word document.
Format cells in an Excel worksheet.

43 Marching Band Fundraiser

Use the AutoSum function in an Excel worksheet inserted into a
Word document.

44 College Links

Hyperlink text to Web site addresses within a document.

45 Image Links

Hyperlink images to Web site addresses within a document.

46 Graduation Card

Create a greeting card using advanced draw tools.

47 School Newsletter

Create and format a newsletter.

48 Make Your Own
Newsletter

Create and write an original newsletter using a template as a guide.

49 School Flyer

Create and design a ﬂyer.

50 File Links

Hyperlink text to ﬁles.

Activities

ACTIVITY

Like It or Not?
New Skills
1. Create and save a
Word document.
2. Retrieve a saved
document.
3. Save an edited
document with a
new name
(save as).

1

Activity Overview

U

sing word processing software to create documents has become a
common task for millions of people. One of the simplest tasks it can do
is also one of the greatest beneﬁts of using such software—saving an existing
document with a new name. Before word processing software, one would
have to re-create an entire document, even if it required just a few small
changes from the original version. With programs like Microsoft Word, an
entire document does not have to be re-created in order to make a copy with
minor changes. The following activity illustrates how a Word document can be
saved using one ﬁle name, editing that ﬁle, and saving it with a new ﬁle name.

Instructions
NEW SKILL

1. Open a NEW document in Word.
 Unless otherwise stated, the font should be 12 point Times New Roman.
2. On the ﬁrst line of the document, type your ﬁrst and last name, then hit ENTER.
3. Type the name of your favorite snack food, then hit ENTER.
4. Type the name of your favorite pizza topping, then hit ENTER.
5. Type the name of your favorite movie, then hit ENTER.
6. Type the name of your favorite song, then hit ENTER.
7. Type the name of your favorite TV show, then hit ENTER.
8. Carefully proofread the document for spelling, grammar, and accuracy.

NEW SKILL

9. Save the document as LIKES.
10. Print the document if required by your instructor.
11. Close the ﬁle, saving changes upon exiting.

NEW SKILL

12. Open the document LIKES.
13. Change your favorite snack food to your least favorite snack food.
14. Change your favorite pizza topping to your least favorite pizza topping.
15. Change your favorite movie to your least favorite movie.
16. Change your favorite song to your least favorite song.
17. Change your favorite TV show to your least favorite TV show.
18. Carefully proofread the document for spelling, grammar, and accuracy.

NEW SKILL

19. Save the document as DISLIKES.
20. Print the document if required by your instructor.
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ACTIVITY

2
New Skills
1. Insert headers
and footers in a
document.
2. Insert page
numbers in a
document.
3. Insert page
breaks.
4. Print preview a
document.

Headers and Footers
Activity Overview

T

here are many types of documents that require the same information to
appear on every page. Open any of your favorite books or magazines, and
you will notice page numbers, book titles, or chapter names on the top or
bottom of each page. Another great example of this is a school assignment. A
typical assignment from your instructor may require your name to appear on
your work. A great way to provide that information without altering the setup
of your document is with the use of a header or footer.
Headers are areas of text that are typed once and appear at the top of
each page within the document. Footers contain text that has been typed
once and appear at the bottom of each page. Headers and footers may also
contain page numbers, dates, and ﬁle names. They can be very useful for long
documents. In this activity, you will practice creating a header and footer in a
document.

Instructions
1. Open a NEW document in Word.
 Unless otherwise stated, the font should be 12 point Times New Roman.
2. Select the headers and footers command.
NEW SKILL

3. Create a header that contains the following information as shown in Figure 2-1:
a. Type your name (in all caps), then hit the TAB key.
b. Type the text “ACTIVITY 2: HEADERS AND FOOTERS” (in all caps), then hit the TAB key.
c. Type the current date (in all caps).

4. Switch to the footer command.
NEW SKILL

5. In the center of the footer, type the word “PAGE” (in all caps) and insert the
page number as shown in Figure 2-2.
6. Close the header and footer.
7. At the top of the page, type the text “My header/footer page 1.”

NEW SKILL

8. Insert a page break by pressing CTRL+ENTER.
9. At the top of page two, type the text “My header/footer page 2.”

NEW SKILL

10. Print preview your document to be sure that both pages show the header and
footer. Be sure the page number in the footer is correct as shown in Figure 2-3.
11. Carefully proofread the document for spelling, grammar, and accuracy.
12. Save the document as HEADFOOT.
13. Print the document if required by your instructor.
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ACTIVITY

2

Headers and Footers
FiGuRe 2-1 (heAdeR)

STUDENT NAME

ACTIVITY 2: HEADERS AND FOOTERS

CURRENT DATE

FiGuRe 2-2 (FOOTeR)

PAGE #

FiGuRe 2-3

STUDENT NAME

ACTIVITY 2: HEADERS AND FOOTERS

CURRENT DATE

My header/footer page 1.
STUDENT NAME

ACTIVITY 2: HEADERS AND FOOTERS

CURRENT DATE

My header/footer page 2.

PAGE 1

PAGE 2
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ACTIVITY

3
New Skills
1. Use control keys
for commonly
used editing
tasks.

Shortcut Keys
Activity Overview

E

veryone knows that fast and eﬃcient typists rarely let their ﬁngers leave the
keyboard. Having to lift your hand to ﬁnd the mouse, then point and click
at an icon, only slows down typing speed. Becoming adept at using control key
shortcuts will not only save time but will increase your knowledge of the power
of your word processor. In this activity, you will practice using shortcuts for
common editing tasks in Word. Before you begin, review the table below which
lists common shortcut keys that can be used in Microsoft Word.

Common shortcut keys that can be used in Microsoft Word
CTRL+B

To bold selected text

CTRL+R

To right align text

CTRL+I

To italicize selected text

CTRL+L

To left align text

CTRL+U To underline selected text

CTRL+E

To center align text

CTRL+[

To decrease font size of selected
text

SHIFT+ARROW
KEYS

To select text

CTRL+]

To increase font size of selected
text

CTRL+A

To select all text

CTRL+C

To copy selected text

CTRL+S

To save a ﬁle

CTRL+X

To cut selected text

F12

To save as a ﬁle

CTRL+V

To paste selected text

CTRL+P

To print a document

CTRL+Z

To undo

ALT+F4

To close a document

Instructions
1. Open a NEW document in Word.
 Unless otherwise stated, the font should be 12 point Times New Roman.
2. Insert a header that includes the activity number and title left aligned, and your
name right aligned. Type the header in all caps.
3. Starting on the ﬁrst line of the document, type responses to the statements
provided below. Type one answer per line. Do not type the statements or
preceding letters.
a. Your ﬁrst and last name.
b. The name of your school.
c. Your parent(s) or guardian(s) name(s).
d. Your birth date.
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ACTIVITY

Shortcut Keys
e. The college you might consider attending.

3

f. The career path you might take.
g. The kind of car you would like to own someday.
h. Your best friend’s name.
i. Your parent(s) or guardian(s) occupation.
j. One sentence explaining why you have chosen the career in 3f.

4. Carefully proofread the document for spelling, grammar, and accuracy.
5. Save the document as SHORTCUTS.
NEW SKILL

6. Select the appropriate text and make the following changes using shortcut
keys only:
a. Italicize your name.
b. Bold the name of your school.
c. Underline your parent(s) or guardian(s) name(s).
d. Italicize, bold, and underline your birth date.
e. Increase the font size by 2 points of the college you might attend.
f. Decrease the font size by 2 points of your possible career choice.
g. Center align your choice of car you might like to purchase.
h. Right align your best friend’s name.
i. Copy your parent(s) or guardian(s) occupation and paste it under their name(s)
center aligned.
j. Cut the sentence explaining your career choice and paste it under your
possible career path.

7. Carefully proofread the document for spelling, grammar, and accuracy.
8. Resave the document.
9. Print the document if required by your instructor.
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