Microsoft Word 2007
Lesson 2

Open the “Lab Report” Word file that you saved in Lesson 1. We will begin by adding atitle

page to the report.

Position the cursor before the first character in .'
the document. Insert a page break by holding

down the Ctrl key and pressing the Enter key pPrinking Bird Experiment

once.

David M. Whisnant

Experiment completed: HNovewber 11, 2006
Report submitted: Novewber 20, 2006

Y ou should see a new page appear, making what had been the first page of the report into the
second. Move the cursor to the top of the first page, which we will make the title page of the

report.

Changing the Zoom View

eferences

Fuler

The View ribbon alows you to choose how close you view  [sine:
the page on which you are working. Select the One Page e
Zoom, which should show you the entire page.

Lab Report - Microsoft Word

Mailings Review View

Document Map

'
] ] ) one Page
1@. =20 1] Two Pages

L5 New Window

Preparing a Cover Page

Next we would like to add a cover page for the report. On the Insert
ribbon, select Cover Page and then Conservative.
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Thumbnails ﬂ Arrange All
Zoom 100%
ge 8a " =l page width || =] split
Show/Hide Zoom

— p—— =

(On) H 9 7
HV);
—-/ Home Insert Page Lay

) Cover Page =

Built-In

Alphabet

[Type the document ttie]

e

Contr




You will see atemplate for a conservative cover page, an
appropriate form for alab report. Company

[Type the document title]

[Type the document subtitle]

[Type the abract of the documert her. The absract Estypically & SOt summery of the cortents ofthe
TOUMENT. Ty the SO5TRCIOT the GOCUTIETE het. The aTsTectis JRicaly & SHTT SUMmary of The coMenTs of
e cocument.]

Modify the cover page so it looks like the picture at the
right. Along with adding the text shown at the right,
make the following changes: e
Change the font to Courier New

Make the name and date 14 pt

Remove the subtitle

Move the abstract up on the page so that it is
positioned as shown.

The Drinking Bird
Experiment

David Whisrant
&/30/2007

The text of the abstract is shown below:

The drinking bird is a toy that bobs up and down
when its head dips into a container of water. In this
experiment we determined that heating the bird's
tail and cooling its head causes the liquid in the
bird to evaporate in the tail and condense in the
head. This pushes the liquid into the head, causing
the bird’s head to fall, at which point the liquid
runs back into the tail. This continues as long as
the bird' stail iswarmer than its head

na bizd’ s haad te fAll,

tha bizd's . r liguid mens Dack inte the tail.
This eoncinues a8 leng as the bizd*s

o
tail i3 wasmes Than its haad.

Change the Zoom View back to 100%.
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Automatically Checking Spelling and Grammar

Office has a spelling and grammar checker that you always should use after you have written a
document. It ispossible to set this up so that Office automatically checks for potential spelling
and grammar problems as you type, and indicates the potential problems by underlining them

with asquiggly line.

To seeif Officeis set up to automatically check spelling and
grammar, click on the Office Button and then Word
Options.
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Recent Documents

1 Llab Report
‘Word_2007_Lesson_2
‘Word_2007_Lesson_1
‘Wikipedia Drinking Bird
‘Word_Lesson_1

Lab Report
‘Word_Lesson_2
‘Word_Lesson_2
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I-i1 Waord Options I|X Exit Waord

In the Word Options window, select Proofing in Word Options
the menu on the left. The boxes should be checked Popular

Save
If they are not, check these boxes and click on Advanced
OK . Customize
Add-Ins

Trust Center

Resources

B
by “Check spelling as you type,” “Mark grammar Displs —
asyou type,” and “ Check grammar with spelling. | Proofing AutoCo

Change how Word corrects and formats text as you type: E

When correcting spelling in Microsoft Office programs

Ignare words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

I:‘Su

Custom Dictionaries...

French modes: | Traditional and new spellings %

When correcting spelling and grammar in Word

Change how Word corrects and formats your te

rrect options

ggest from main djctionary only

|

eck spelling as you type I

| Us

e contextual spelling

Mark grammar errors as you type
Check grammar with spelling

1 sh
Writin

Recheck Document

—
ow readability statistics

g Style: | Grammar Cnly w
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Potential grammar Introduction

problems are indicated by a

When its head is allowed to dip into a glass of water, the drinking bird toy

Sq[_uggly green ||ne under bobks up and down indefinitely, We hypothesize that the evaporation of the
. . water mway have a cooling effect on the head of the bhird. We will explore the
the pOtentIa”y Offend' ng effect of temperature on the head and tail of the bird to see if temperature
SeCt|0n differences affect its hehavior.
. . L. 13 allowed to dip into a glas
Not al of the potential grammar problemsidentified by the Grammar |z
Checker actually are problems: the sentence above is grammatically iy [————
correct, for example. Right-clicking on the sentence will bring up a hav 3 Grammar..
window explaining what the Checker thinks the problem. Click on @  About This Sentence
p g p 7
I gnor e Once to ignore this grammar “problem™ with this sentence. L | ook up..
When you do, the green underline will disappear.
gb
c hf [, | Paste

If you move to the second page of
the document, you will see three
potential spelling errors identified
by a squiggly red line under the
words: “coloured,” “methylene,”
and “vapour.”

A drinking bird consists of two glass bulbs, joined by a tube (the
bird"'s neck). The tube extends nearly all the way into the bottom bulb
but doez not extend into the top. The space inside iz typically filled
with goloured dichloromethane (also known as methylene chloride).

Rir is removed from the apparatus, so the space inside the body is
filled by dichloromethane yapour. The upper bulb has a "beak" attached,
which along with the head, is covered in a felt like material. The bird
iz typically decorated with paper eyez, a blue top hat (plastic) and a
zingle green tail feather. The whole zsetup iz pivoted on a variable

point on the neck.

o moT | — — = o R

Potential spelling errors are words that the Spelling Checker b coilchres dichicromethans (aizo know

does not find inits dictionary. Right-click on *coloured.” e vemoye| | colored

Y ou will seethat you have four options: led by aic|  lanore
Replace it with “colored” Eh along W Ignaore Al
Ignore this occurrence of the word fypically Add to Dictionary

hle green

Ignore all occurrences of this word in the document —
Add the word to the Dictionary

Thisreally isn't an error, just an alternate British spelling of “colored.” Still, it probably is
preferable to use the American spelling. Click on colored to replace “ coloured” in the sentence.

Do the same for “vapour,” which clearly is the alternate British spelling vapor

of vapor.
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Ignare All

Add to Dictionary




“Methylene” is a specialized chemical term that you would not expect
to bein the Dictionary. Unless you are achemigt, it is probably best to

choose Ignore All.

ethylene

Ignore

Ignore All

Add to Dictionary

Checking Spelling and Grammar in the Entire Document

Y ou also can check the spelling and grammar
yourself. In the Review ribbon, click on the
Spelling & Grammar button.

O_,; - :

il
—/ Home

v

Insert Page Layout References

- <) Delete
\j‘f_‘j-‘..:.:

Mailings

i} Research [~
= Thesaurus g

Spelling & Q. BT New Track  Balloons L
Grammar [f'g Translate ag) Comment Zd Me Changes = .h@ Reviewing Pa
roofing Comments Tracking

Lab Report - M

Review View

B E;

* 1 Final Showi

=] show Markug

The Spelling and Grammar checker
will run through the entire document
looking for potential problems. It
should find two potentia sentence
fragmentsin the footnote. Y ou can tell
the checker to ignore them.

Spelling and Grammar: English (U.5.)

Fragment:

THkipedia. |
>

Suggeskions:

‘Fragment {consider revising)

Dictionary language: English {U.5.3 w

Check grammar

Ignore Once

I I IIIm

Ignore Rule

Mext Sentence

Explain. ..

Cancel

“*The Drinking Bird. “ 15 Mowember Z006 .
en. wikipedia. org/wiki/Drinking bird him-

19 November Z006.
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The Thumbnail View

I n the VI ew rl bbon, Cl ICk ,’!‘Ts H9-~ )= Lab Repaort - Microsoft Word o x
on Thumbnalls [0 that |t Home  Insert  Pagelayout  References  Mailings  Review I |
. ! . = & Ruler Document Map { JlonePage || 22 Mew Window | (1] View Side by Side =
is checked. Youwill see |- =) R Grrmee | o = =

44} Synchronous Scrolling
Print |Full Screen Web Outline Draft Zoom  100% Switch || Macros

llayout | Reading Layout Message Bar =] Page Width || ] Remove Split | +14 Reset Window Position

thumbnail views of each Showride —
page on the | eft side of Tnbrels - .
the screen,

Macros

The Drimking Eizd
Zapeciment

Part 4: Drinking Bird Dissection

The Thumbnail View is
convenient for viewing a
long document because
the thumbnails on the |eft
side of the window make
it easy to locate a page
you want. Clicking on the
thumbnail will show the
corresponding page in the
viewing pane at the right.

The drinking bird is constructed as follows:®

B drinking bird consists of two glass bulbs, joined by a tube (the
bird's neck). The tube extends nearly all the way into the bottom bulb
but does not extend into the top. The space inside is typically filled
with colored dichloromethane (also known as methylene chloride).

Air iz removed from the apparatus, so the space inside the body is
£illed by dichloromethane wvapor. The upper bulb has a "beak" attached,
which along with the head, is covered in a felt like material. The bird
is typically decorated with paper eyes, a blue top hat (plastic) and a
single green tail feather. The whole setup is pivoted on a variable
point on the neck.|

We removed the felt, paper eyes, and tail feathers from one of our toy birds. We
then dipped the head into a beaker of water and watched to see if it would continue
to bob up and down.

Close the Thumbnail View.

Hanging Indented Margins

Open up some space in the last section of the report and type in the text shown here.

We removed the felt, paper eyes, and tail feathers from one of our toy birds.
P

Felt: The felt was difficult to remove because it adhered so strongly to the glass.
We =scraped it away with razor blades.

Eyes: The eyes came off when we removed the felt.

Tail: The tail could be pulled off. We then used acetone as a zolvent to remove the
glue that was holding the tail on.
]

We then dipped the head into a beaker of water and watched to see if it would
continue to bob up and down.

It would be nice to indent the explanatory text to make the main words (Felt, Eyes, and Tail)
stand out, like in abulleted list. We can do this with hanging indented margins.
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Select the three paragraphs that we want to set up with hanging indent margins.

We removed the felt, paper eves,

point on the neck.

Felt: The felt was difficult to remove because it adhered so strongly te the glass.
We scraped it away with razor blades.

Eyes: The eyes came off when we removed the felt.

Tail: The tail could be pulled off. We then used acetone as a solvent to remove the
glue that was holding the tail omn.

We then dipped the head into a beaker of water and watched to see if it would
continue to bob up and down.

and tail feathers from one of our toy birds.

In the Page L ayout
ribbon, click on the small
arrow located in the lower
right corner of the

Par agraph section.

() H9-0 )
ol

Home Insert Page Layout References Mailings Review View

n' |1 Orientation = *= Breaks ~ |4 Watermark = || Indent Spacing q
' Ij Size ™ £ Line Numbers ~ || ¥ Page Color ~ || £E Left: (0" - :: Before: 0 pt z
Themes Margins __ = = || = —|| P
- (9] - EE Columns - b Hyphenation - || || Page Borders || E2 Right: 0" = after |0 pt
Themes Page Setup 5 || Page Background Paragraph

Lab Repaort - Microsoft Word

Paragraph

In the Paragraph window, under the I ndents and

Spacing tab, set Special to Hanging. Leave the
By: set toitsdefault value of 0.5”.

A hanging indent indents the margins of al lines
in a paragraph except the first, as shown below. It
isalittle bit like abulleted list, except that the

“bullets’ are words.

Indents and Spacdng | ine and Page Breaks

General
Alignment: Left w
Cutline level:
Indentation
Left: Special: By:
Richt: = tangng___ EONCEE]
[ Mirror indents
Spacing
Before: Line spacing: At:
After: |D pt B | |Single v| | E5

[ pon't add space between paragraphs of the same style

We remowved the felt,

paper eyes, and tail feathers from one of our toy birds.

Felt: The felt was difficult to remove because it adhered so strongly to the glass.
We =zcraped it away with razor blades.

Evez: The eyes came off when we removed the felt.

Tail: The tail could be pulled off. We then used acetone asz a solvent to remove the
glue that was holding the tail on.

We then dipped the head into a beaker of water and watched to zee if it would
continue to bob up and down.
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Setting Tab Stops

Enter a heading called “Results: Heating.” B e T e oy, Peaier of mater and o
We now want to enter the results of our heating

experiments, which are shown below. Results: Heating

Run Where Temperature (°C) Results

1 Head 40 No motion

2 Head 35 No motion

3 Talil 42 Head moved

4 Tall 39 Head moved

We want to align the experimental resultsin the report so that their format looks like the above.
We will do this by setting tab stops in appropriate positions.

The default tab stops in Word are every |eft tabs positioned every ¥2inch. We can change these
to other types of tabs located at positions we select. There are several tab types:

IE Left tab: Aligns text to right of tab
Center tab: Centers text on the tab
@ Right tab: Aligns text to left of tab

@ Decimal tab: Aligns numbers by their decimal pt.

m Bar tab: Inserts a vertical bar at the tab stop

O 2 H -3 )7 Lab Report - Micros
ChOOSG Ruler from the VIGW I’Ibeﬂ Home Insert Page Layout References Mailings Review View I
|f the I'U| er |S nOt VISI ble abOVG the J ﬁ j J Document Map [\ 0
Gridlines Thumbnails \-&
p@e' | Print |Full Screen Web  Outline Draft R Zoom  100%
Layout Reading Layout €553, bar
Document Views Show/Hide Zof
: : E SEENEEEE SRR
The current tab typeis shown on the left side of the ruler bar. - FRiE: The cati couta e b
Thisis probably the default L eft tab. :
- continue to bob up and down)
Results: Heating
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Click on the tab typeicon once to change it to a Center tab.

We then di
continue t

With the cursor positioned two lines below the “ Results: Heating” heading, click on the ruler
inthree spots: 1.5”, 3", and 5”. Thiswill insert three Center tab stops at these locations.

.............................................

E then d_pped t.l’) ead 1nto a DE&K o water and watched See _I it WOUI d !
continue to bob d down.
Results: He

Typein“Run,” press Tab, typein “Where,” press Tab, type in “ TemperatureoC,” press Tab,
and typein “Results.” Note: In“TemperatureoC, alower case“0” is before thefinal “C.” Put
thislinein Bold.

Pressthe Enter key to move down to the next line and retain the tab stops that you set for the
previousline.

Enter the data as shown below. Pressing Tab on the keyboard will move you from column to
column. Press Enter to move to the next line and retain the tab stops.

Results: Heating

Ruon Where Temperatore (oC) Eesnlts

1 Head 40 Ho motion

2 Head 35 HNo motion

3 Tail 42 Head moved down
4 Tail 35 Head moved down

Soace down three lines below that data you just entered. We now will make atab stop that will
insert aline of periods when you move to that tab:

SUMMENY ... See the line of periods
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In the Page L ayout ribbon,
click on the small arrow
located in the lower right
corner of the Paragraph
section.

At the bottom of the Paragraph window, click on the

Tabs button.

In the Tabs window, click on Clear All to clear the tabs you had set to

display the experimental results.

Enter atab stop position of 3”.
SettheLeaderto2..........

Click on Set.

Click on OK.

Word — Lesson 2
July 31, 2007

10

[] Don't add space between paragraphs of the same style

Preview

Do)\ H2-0 )+ Lab Report - Microsoft Word
)
—'/‘ Home Insert Page Layout References Mailings Review View
j H' 'y Qrientation = += Breaks - Al Watermark ~ | Indent Spacing
== [a]- I3 Size = £ Line Numbers ~ || <] Page Color ~ || 5 Left: 0" 21| 3= Before: 0pt =
Themes Margins __ - . . Tl w= . Paosition
- ' - == Columns ~ be Hyphenation ~ J Page Borders £% Right: 0° — After. 0 pt
Themes Page Setup T || Page Background Paragraph
Paragraph
Spacing
Befare: 0pt £ Line spacing: At
After: opt |& Single v -

sam
fams
P

[ Default... I I QK } [ Cancel
Tabs ]
Tab stop position: Default tab stops:
I 0.5 =
Tah stops to be cleared:
18", 3", 5"
Alignment
) Left (%) Center () Right
) Decimal ) Bar
Leader
() 1 Mone (@8 ooooooo O3
O4__
Clear all
Tabs ]
ab stop position: Default tab stops:
05" &
¥ Tab stops to be cleared:
All
Alignment
() Left (O Center O Right
) Decimal O Bar
Leader
O 1w O
Os__
|
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Type in* Summary" as Results: Heating

shown at the right and then

press Tab. You should see Ran Where

the periods appear, leading 2 i

over to thetab at 3”. Type : Tail

“Heating the tails makes the

head dip.” AI% type |n the SUMMATY wusursnnssannnn

sentence below the summary. | smen cne cast vas neatea, cne
the head to fall.

Temperatore (oC)
40
35
42

38

Results

Ho motion

Ho motion
Head moved down
Head moved down

Heating the tail makes the head dip.

liguid in the tail rose into the head, which caused

Using Super script and Subscript Fonts

We need to make the “0” in “(0C)” into (°C) by
changing it into a superscript.

Select the“0” in“oC.”
In the Home ribbon, click on the Super script

icon, x2. Thiswill makethe“o” look like the
degrees symbol, °C.

Using the Thesaurus

|I Home IInser‘t Page Layout References Mailings Review View

I & Courier Mew -0 || A A2 (= = ’E'Hi? §§I|‘%,H|
3
-y (BI O #xE\.v::ak?vA == = =|=EEE
ard = Font [F Paragraph
------ g”""ll I A
Results: Heating
Ron Where Temgeraturel“c]
1 Head 40
2 Head 25

When you are writing, you may encounter a situation in which you have written aword for
which you think there may be another that sounds better. Word has a built-in thesaurus that will

supply synonyms of words you choose.

Suppose that you are dissatisfied with the word
“portion” in the description of the experiments.
Right-click on “portion” in the “Heating” section
and select Synonyms in the window that pops
up.

Y ou then will see alist of synonyms, from which
you can choose if you like. Click on section. This
will change the sentence to “We used a
thermometer to measure the temperature of the
air near the section being heated.”

Do the samein the “ Cooling” section.
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Pa Paste
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i= Numbering 3

Q,J Hyperlink... piece
Part &l LookUp.. bit
In this M e d
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Using the Dictionary

ps

Y ou aso can look up words in the program’ s built-in dictionary.

Suppose that you are not quite certain about the meaning of the bulbs,

211 the wal i, Hyperlink..

word “pivoted” in the Wikipedia description of the bird. space
Right-click on the word and, in the window that pops up, click on  [%5°
Look Up. e 2

bwn as meth

Fetup i

Eullets ]

MNumbering 3
joi

inzi

aCE

Translate 3

Styles 3
] p‘_i'.rotea On & variable

LcourerNe =90 = A% " A~ |

A Resear ch pane will open up on the right of the screen. Choose the
Encarta Dictionary from thelist of reference books. The Research
pane then will display alist of definitions for the word “pivot.” Thefirst
one is the best for our purposes.

Close the Research pane when you are through.

Finding and Replacing Words

Research v X
@ 3| a

Search for:

pivoted ﬂ
I Encarta Dictionary: English (Morth America) Iv

=l Encarta Dictionary: English (North ~
America)

= piv-ot (noun)
piv-ot [ pivvat]
1. object on which larger object
turns

TECHNOLOGY & small object such as a
bar or pin that supports a larger
object and lets it turn or swing

2. crucial person or thing
the one person or thing that is
essential to the success or
effectiveness of something

3. turning movement

Occasionally awriter may find that he or she needs to change aword that is used throughout a
document. In the past this was painful for along document because it required the writer to go
through the text, replacing the word one at atime. Now it is easy, because we can ask Word to

find all occurrences of aword and replace it with the new one.

Suppose you find, for example, the “dunking bird” is a more commonly used name for the toy
than “drinking bird.” Y ou decide to replace the word “ drinking” with “dunking” in your lab

report.

Place the cursor at the beginning of the document by holding the Ctrl key down and pressing the
Home key.
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SelecttheHome ribbonandReplace

Enter “drinking” in theFind what: box.
Enter “dunking” in theReplace with: box.

We don’'t want to replace all occurrencesdrinking—
in the Wikipedia reference for examplesoclick on
the Replacebutton, which will allow ugo choose
when we want the replacement to be made.

You will see the first occurrence of the word
“drinking” highlightedon the Cover Page
Click onReplaceto replace it with “dunking.”

You then will see the next occurrence
of the word onlie next page. Again,
click onReplace.

Continue replacing “drinking” until
you reach the footnote. Click énnd
Next for the two occurrences of
“drinking” in the footnote, because
you do not want these to change.

Eventually you will see a message that
you have searched the entire
documentAt this point,closethe
Replace window.
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