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Designed for High Engagement

And Certification Preparation

Basic format of these activities
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] New sKkills
| .
] Introduced —
Create a poster in tabloid size using a Change the size of a document - - .
- 3 draw tool and a footer. e T Quick Reference
: Format the background
(( Job #6 Insert Word Art a Steps to
n Insert a Foote f
File Home Insert Draw :JESIC].‘@B
lan is making some 11” x 17" posters at a local print shop. Create the artwork i a ] = preaks~ rererence
! T i
- y 4 y 4 . forthe poster. Margins -.‘.l-i;-n;r.\:ic-(‘.I\.n.n". - Line Numbers fo r a
1. Open aWord Document and change the size to 11”7 x 17” Tabloid by .
going to the Layout tab and selecting ‘size’ and then ‘Tabloid". q uic k
n .
2. Change the orientation of th-e poster from p_ortrait olandsca i visua [
to the Layout tab and selecting the or ion Xt
—
( ( a_ Step by step
. . ——
Instructions.
K f onthe top line—> Saturday Morning Activities for 12 & under
Hola Hoop Jump Time
r Tumbling Time Prompt
Crafts at the Arcade
$1.00 Hot Dogs number

$1.00 Slushy
BOGO Arcade Games
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4. Insert a Footer by going to the Insert tab and selecting ‘Footer’. Choose the
‘Blank” option. In the footer, type Sk]f Vibe (and insert the copyright symbol).
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Great for Certification Prep

Great for Independent Learning
Great for Home Schooling
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Microsoft Word ‘

‘ Microsoft PowerPoint

A comprehensive collection of lessons to prepare

Microsoft Excel

BONUS
FUN & SEASONAL ACTIVITIF
MICROSOFT CLASSROOM DH




WORD: Page. Printable Packet for Stud

Qui A
Insert a table Quick R H i i Change the orientatic
Y —
Employee Training Insert a text box Microsoft Word Table Components || Fomatataste Microsoft Word Discovery Exercise e A
Insert the date P Tool andfunction Fe  Home E : #2 Format table
Insert a footer E . # 1 discovery H [ W i Xercise Changethe page siz
Xercise o ok e hOEH 1. Open ablank Microsoft Word Document. Format font
Page~ Page Besk
e b anhvo DU et o et | 2. Change the orientation of the page to landscape.—Go'to the Layout tab, select ‘Orientation’, selsct ‘Lands
2. !nsen a 100?lumn, 14 row table by going to the Insert tab, select Table’ and click on 3. Create a 2 column 11 row table.—Soto the Insert tab, select ‘table’.
6.Choose the *Austin Sidebar’ option andinsert the followingtext inthe sidebar textbox. Insert Table’,
4. Change the table format--Select the entire table. Be sure not to highlight beyond the table. Right click, got
7. Type the followingin the Austin Sidebar Textbox. 3. Makethe column headings the titles for each of the tabs on the tool bar of the Microsoft on the *Row tab and check the ‘Specify Height” box. Set the row height to 0.5”.
Word interface starting with ‘File’ and ending with ‘Help’.
4 5. Change the page size to tabloid.—Go to the Layouttab, select the ‘Size’ option and select “Tabloi
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Training Needed

il —

Insert Word Art
Apply text effects
Set Margins

Insert SmartArt
Format SmartAi

Quick Reference

Party Paper

Sky Vibe is going to be hosting Birthday Parties. This has the potential for some extra
revenue forlan. Prepare a letter to those who wishto have their Birthdayevent hosted at
the trampoline park.

1. OpenaWord Document and start the letter by saying:

Do in WordArt > —

We are thrilled to have you host your party at Sky Vibe. There are 3 simple stepsto
ook your party with us:

THINKING OF HOSTING A PARTY AT SKY VIBE?

2. Makethe heading “Thinkingof hosting a party at Sky Vibe?” in size 28 font and select the
“Text Effects and Typography’. Under that text effects, select the ‘Glow’ option and stay with
ablue theme. Choose one other text effect in that drop down to really makethe heading
stand out.

#3
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2. Go to the Design tab and add athick page border in a blue color.

Quick Reference

Use a heading style
Insert a signature line
Insert a symbol
Apply a watermark

Liability Waiver

#1

e

Job #4

There will need to be a legal liability waiver for all customers who are visiting the
trampoline park to sign.

Aptos (Body) B

1

28

U - @ ox

1. Open a blank Word document anduse the Heading option on the Home tab.
The heading of this document is Sky Vibe Liability Waiver. Center the heading. [A] A

et Quick Wordan

Borv Patse v

#3
2. Type the following legal agreement below. Makethe font 14 size and all caps.

&) objeat
Bold the name of the business and make it size 16 fontand NOT in all caps.

Tt

B e & e

I AM VOLUNTARILY PARTICIPATING IN THE AFOREMENTIONED ACTIVITY AND |
ATING IN THE ACTIVITY ENTIRELY AT MY OWN RISK. I AM AWARE OF

i LAY

INCLUDE. BUT ARE NOT LIMITED TO: PHYSICAL OR PSYCHOLOGICAL INJURY.

WhyAll-Caps? The use
of All-Capsin contracts
arisesfrom legal

ponm——

Create a formal business letter: This is an example

of aformal
business letterin
block format

Reference

v ot [ Rewmaddress WITHQOUT a
e 7 Dae letterhead. This
P . |leteraddress |atter has areturn
- - SoloEiE address instead.

5
xperiance snd what you Uked 8nd gisiked SBOUL hass j0bs.

15130 taved that you have putin s much volunteer time sk the local food barik. That shows youe
compassion for
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e #2°. Bold and center the hea

6. Merge the first row and add the heading, ‘MicrosoftWord Exploratory Ex
sizeds.

a e - Insert pict
Microsoft Word Discovery Exercise Insert stockimay
Apply a Wate

Exercise #2 Insert an eq)

. Insert a drawin,

Continued (i |

Add a pagel

Afterthe tableis populated.... Insert a he

9. Insert awatermark—Click on the design tab and select the ‘Watermark’ option. Select ‘Custom Waterm:
drop-down menu. Click the text watermark box. In the ‘Text’ window, type Discovery. Makethe watermar

10. Find a word and replace it-Go to the home tab andselect ‘Find". Atask pane will open on the left of ours
the navigationwindow. Now select ‘Replace’ just below the Find option. Type ‘Select’ to change all of thi
‘choose’ appears. You will be prompted to change each of them at a time. Click on ‘Replace” each time.

uaA 7 Malatha fant in tha ract nf tha tahla ciza 1R 11. Change the row color to yellow--Highlight the first row of the table and select ‘Table Design’. Go to ‘Shadi
== tnehade the firet rawan
lewho
Insert shapes . seapageborde
Party Paper, Format Shapes Quick Reference ick Ref pag
Sitinued — u Quick Reference
Insert a table mn of 9, Use mailings tab I
B % @y om v s i lan’s Labels '
ob #8 ormat table #5 repres Create labels PO = S —— #1 n page) opt
. . Insert a foot i
5. Insert a dotted line under the SmartArt image by going to the |:::n : s‘;‘:n:'ul | ,& o i Rzl s e Mome ket Daw Dwign Lyt ,
Insert tab and inserting a line shape. You must drag the line where N n ‘Ste
'you want it on the page. Make it go from one end of the page to the
other. N ‘Stc . . r q q
Lnes . lanis starting some advertising through the mail. He is
6. Click on the line that you created and go to ‘Shape Format’, then N n “St in need of mailing labels for the business @
'shape Outline’to make the weight of the line thicker. . .E . 42 =
7. Clickon that line that you created again and go on the ‘Dashes’ . the fa o1
et gy A A fJu6 i Us OpenezWord I?ocument. Go tothe Mailings tab and
= select‘Labels’. .o
8. Createthe table below the dashed line and at the bottom of | Z
the page. using 2. Selectthe Avery Mailing Labels that are in the image
Referto i
to the right.
[— tromages . - —
3
.. Usethe Design tab Quick Reference . Quick Reference
Activities Poster Apply a page border Children’s Activities Changeume;‘lzzufs:!u:ument 1
Format bord sethe drawtal ——
Change the orientation 4 Fﬂmllﬂﬂhewbﬂ%kimu"d a
nsert Word Art
of a document D @ Insert a Footar Fle Home Insert Draw Des\g.@
There will be a special schedule to ramp up business withvarious age and #1 Watermark CZ“‘D“,EV BZ;’::,S lan is making some 11” x 17” posters at a local print shop. Create the artwork e ) f:m.,
social groups. ——t e p—— Margis Oenttor e
1. OpenaWord document and create a poster with the schedule. Createa 1. OpenaWord Document and change the sizeto 117 x 17” Tabloid by
border by going to the Design tab and selecting‘Page Borders’to the far ) going to the Layout tab and selecting ‘size’ and then ‘Tabloid’.
right. Create your border using the specifications in the graphics to the e . R . . #1
right 2. Change the orientation of the poster from portrait to landscape by going
B - to the Layout tab and selecting the orientation on the far left.
2. Change the orientation of the poster to landscape by going to the ‘Layout’ I:l - @ 3. Thisisa posterfor the children’s activities on Saturday morning. Use the
it tab, select Orientation, and then Landscape. J — notepaper Draw Background by goingon the Draw tab and selecting

‘Format Background”and choosing the option shown to the right.

| Formal Business Letter:

Change the orientation
Format font
Explore makinglines
Change background color

Making lines in Microsoft Word

Making Lines in Microsoft Word
Exercise #3

1. Open ablank Microsoft Word Document.

2. Change the orientation of the document landscape. --Go to the layouttab and select the ‘Orientation’
option and then ‘landscape’.

3. Insert WordArt to create a heading to read ‘Making Lines and Borders’. Use the

WordArt formatting to make it really stand out.—Go to the insert tab and select WordArt and use the
formattingtools in that section.

Quick Reference

Sort alphabtically

Employee Training

Insert a text box

Mailings ~ Review  View

Help

Create a list of employees who need training on the new equipment. v iE.

#2

. Open a Word Document.

Enmployee Training

2. Type the list of names to the
right and selest the Left Align’

Gibbs, LoviLea #4
option.
3. Usea professionalfontthatis Aunderson, Aber - v
Easyiolisad. Z.elderburg, Jemmn -
4. Sort the names by alphabetizing e T Tescandng
usingthe Text Direction’ under aers, 5 Thenty
the paragraph section of the Trimal, Trevor
home tab. Highlight the list of &
names, click on the text i i L
diraction ican [21 | and salact BLLCNIRED KLL&H _

Usethe design tab
Changethe page color
Apply a page border

with artwork

Quick Reference

Concession Menu

sjout Reereces  Maings  Reiiew View  Help

There will be a concession stand at Sky Vibe andlan is inneed of a menu to hangin several

O Comments | | ¢ Editing ~
places. It needs to be easyto read, colorful, andeye catching.

1. OpenaWord Document and changs the background color to yellow by goingto the
“Design’ tab and selecting ‘Page Background” andthen ‘Page Color’.

2. Add apage border by selecting ‘Page Border’ next o the Page Color icon. Makeyour
width 30 ptand go to Art’ and select one of the art border selections from the drop down
list. Click OK once you makeyour selection.

3. Typethe items below. Use a fun, easy-to-read font. Use WordArt for the menu title and
use ‘Outline’, ‘Shadow’, ‘Reflection’, or ‘Glow’ to make the title stand out. Be sure to
makethe font big enough to fill the whole document so thatit is easy to read froma
distance.

Footlong Hotdog $4.50

Microsoft Word

A comprehensive collection of lessons to prepare
teens for a productive future in the workforce.

Businass Education with Danisa Laigh ©

Set up document pages R " Gyl Quick Reference
Formata etter Business Preparation Document: nsertatable | o —— Nachos § Cheese £2.50
ormata table ullets: a a
Sliceof Pizzad2.50 [] :
a oo 8
ntions & Spancer lan ispursting his dream of becoming a business owner. He willbe self employed. He was giventhe - e S walking Taco $4 .50 D - TXAZ]
100 Conoarate opportunity to buy his aunt and uncle’s trampoline park and arcade business called SKY VIBE®. @ i g v 3
Morganvite, A 15060 lanisapplying fora smallbusiness Loan at United Savings Bank. b, Popecorn$2.00 o H !
1. Opena new Word documentand respond to Mr. Soptomber 14, 20— 1. Preparea letter to the bank to accompany his business plan.
Coffield's letter. Setthe marginsto 1inch at the top, Information needed: . ot Q ick Ref
: i ot Use lan’s address as the return address forthe letter. ag [ nsert atable = uick Reference
[Seiem, (CEE G 9f ﬂ:'e dof:un‘wem bygoingtoths 250 0mmantane Use thefollowing address for the letter address:  United Savings Bank ~|e 0 = + & Arcade Ga mes Apply borders & shading @ C
Layout tab and selecting ‘Margins’. Morganwite, i 15069 620 Nash Strest ’© Formattable @
i Morganville, PA 15069 -
2.Use his address as the letter address. Dearlan Date: October 1, 20— . - O -
— oweas Salutation: To Whom it May Concern -
3.Uselan’s address as the return address. AR B 90 N 00t 125 o Bodyofthe letter: Insert taple: lan will be purchasing some arcade games from anarcade company. The company. #3 e -
Thotshews your | amwriting this letter to include all of the information needed to myaccompany by business plan requested a list of 10 games that heis requesting. He asked you to makea list of 10 arcade. e 2 #4
4. Use the date September 17, 20--. Belzyzyogu will Imd{a [fz of rhmg; rharfmu:i: glgn orderto startmy business. | also included a table games thatyou thinkwould be a good it for his teenaged target market.
ekl it e e R e ering o for ab oo | Prepare a table in MicrosoftWord thatincludes 10 arcade games thatyou feel would be
5. Inthe body of the letter say: o v/l sl bkl popular amonga teen audience. If you need help withthis, search the web for “top arcade Q
funner *Be sure tolist“enclosure” afteryour name at the bottom of the letter. games”. -
| it W?S a pleasure to meet you as well. Thank you so mucﬁ for inour fim, Title the table “Arcade Games Requested”. In thefirst column, number them 1-10. The
S e . second column should include the name of the arcade game. Include a third column that | E —
| If your students are usingthe free version of
- .. e Microsoft, some tools and functions will not be
Basic format of these activities Table of Contents Create a formal business letter:
New skills Jobs Skills learned Th|S I'S an example
introduced ————m— 8 — | Job#1- FormalBusiness Letter Set up and formatdocumentpages. Reference
Create a poster i tabloid size usinga | cnangs e size ot ocument e \ Job #2-Business PreparationDocument | Applybullets, Inserta table, Formata table of a formal
draw tool and a footer. Use the draw tab Letter Head
(if present) i i
Job #6 Stffﬂps to Jobi#3- Arcade Games Inserta table, Apply borders & shading, Format table Andrews & Spencer e ot e saess e OUSINESS letterin
o reference 1000 Corporate Drive Suite 8 Morganville, PA 15069 is o letier head.
e s e U poem S et T op. Ermmt et otk foFa Job #4- Liability Waiver Use 2 headingstyle, Insert a signature line, Inserta symbol, Apply a watermark orporate Drive Suite & Morganvite, block format
(" 1. OpenaWord Document and change the size to 11"x 17" Tabloid by Lick PP — e A D T T R T T G po——
ey it ob#5- Activities Poster e the Design tab, Applya page border, Format page border, Change the orientation of a
§0ing o the Layout tab and selcting ‘i’ and then Teblok qu Uesiste: A — P Date WITH a letterhead.
2. Change the poster from portrait visual. 4
to the Layout tab and selecting the orientation on the far left. Job #6- Children’s Activities Change the size of a document, Use the drawtab, Formatthe background, Insert Word Art, Inserta sPaces RIS
3. i tor morning. Use the Footer M lon Westlord -—
notepaper Draw Background by going on the Draw tab and selecting = . - oot
Step by step Formmat Backgrollod and chooeing the opton showrto tha At Job#7-ConcessionStand Use the design tab, Change the page color, Apply a page border with artwork L. L sawutation
InStrUCtI ons < 4. Enter the list below by going to the Insert tab and selecting ‘WordArt'. Deerlen
. Enter a separate WordArt for each line. Choose a fun font that s easy to Job #8- Party Paper InsertWord Art, Apply text effects, Set Margins, Insert SmartArt, Format SmartArt, Insertshapes 2 spaces
read. Enter the data by skipping every other line to make the poster Format Shapes and table, inserta table, footer, & a symbol. s [
destriantit exporence andwhat you ke snd aiod about those s Campanies eien ves
Job #9-lan’s Labels Use mailingstab, Create labels, Format labels 1 5 v that you N Bt in 85 mch OlURLAS? tirns ot the Lozl 1564 Bk, That Shows your p
onntntne—» Saturday Morning Activiis for 12 under snge | comamionrs - ’ their own letterhead at
Hola Hoop Jump Time Job #10- Employee Training Sort alphabetically, insert atext box, insert a text box, insert the date, & inserta footer SPECEANE | o e onyour professional demeanr and your past expariances, | weuld Lk 1o offeryou 5 job at
rompt i
Tumbling Time P ‘| urfirm. foel ke you wouid tn wel withour cultur here o Ancewes & Spencer. h fall
Crafts atthe Arcade spsoe Body of the letter ~ the top of a
$1.00 Hot Dogs. number e atachedjob ofer 12568322510 tnastter
$1.00 Slushy . s i ol i correspondenceto
8060 Arcads Games quick display their business
i i you Complementary Close
4 Inserta Foter by going o th Inserttab and slectingFoote, Choose the reference. Exercises Skills learned o ey play
- 4 symbol " 5 incersly
Blank option. 10 the Tootel, pe A V1be fidlesst B omipxomf Exercise#1WordTableGomponents | Tools and functions discoveryactivityfor exploration " brand and present
spaces .
3 = 5 N N N Letter Signature A
Exercise#2 Discovery Exercise Change the orientation, Inserta table, Format table, Change the page size, Formatfont B | Nemeotour professionally prepared
s S A R AN S ©ooog Mo ofHRat Andiews & Sponcer 3 N
Zgpocss e communication.
Exercise#3Making Lines in Word Change the Formatfont Change color - — Initials of preparer
25P5CES  actmant -—_—
Indicationthatthere
isan attachment
(if present)
2 Business Education with Denise Lsigh® 3
Business Education with Deniss Leigh© n

Busingss Education with Danies Leigh ©




St umEx ampl es

| |
o d Bordg
Making Lines an Exercise #1

Microsoft Word Function and Tool Table

Skills Applied
hange the oricntati

el on

Toolandfunction discovery

NOTE If your students are using the free version
of Microsoft WORD,some tools and functions will
not be available to them.




