	Lesson Notes for Microsoft Word 2016 Core

	Lesson 1: Getting Started
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	The Microsoft Office Specialist Exam Objectives listed at the right are covered in this lesson:
	1.1.1
1.1.2
1.1.4
1.1.3
1.4.3
1.4.5
1.5.2
	create a blank document
create a blank document using a template
insert text from a file or external source
open a PDF in Word for editing
customize the Quick Access toolbar
add document properties
save documents in alternative file formats
	
	

	
	
	
	
	IMPORTANT NOTE: The Microsoft Office 2016 exams in general do not provide interface-specific instructions. Students must, therefore, have a firm grasp of how to apply their skills to achieve specific results.
For example, instead of directing a candidate to use the Find and Replace feature to change all occurrences of a specific word, the instructions may say, “Change every occurrence of the word “proposed” to “anticipated.”
Wherever practical, emphasize the applicability of specific skills.
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	Lesson Objectives
	
	Review the objectives with students so they know what will be covered in the lesson.
Post objectives where they are visible in the classroom each day.
identify elements on the screen
use the Quick Access Toolbar
use the Ribbon
work with text
move around the document
use Backstage to save, open, or create new documents
switch between documents
save in different file formats
add document properties
close a document
open and edit files
import and open PDF files
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	What is Word?
	
	Provide a quick introduction of what Word is and briefly describe some of the benefits of using a word processor.
Walk your students through the process of how to start Word on the computers in your classroom. 
Mention that alternate methods are listed in the coursebook.
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	Looking at the Screen
	
	Take a few moments to review the elements on the screen. 
It is to the students’ advantage that they recognize the various elements and understand how these tools can help them when working with documents. 
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	Accessing Commands and Features
· Using the Quick Access Toolbar
	1.4.3
	Ensure students are aware of the Quick Access toolbar and how easy it is to access the most commonly used features. 
Take a few moments to discuss how to customize the Quick Access Toolbar now that it is an exam objective.
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	· Using the Ribbon
	
	Ensure students are aware of the Ribbon and how the tabs work. 
Take a few moments to discuss how commands are grouped and specifically how to determine where a command can be found. 
Be sure to touch on the topic of how commands may appear in a dialog box, gallery or task pane. 
If students have completed a Windows course, this will be review and can be discussed quickly. 
If they have not, be sure to explain how to recognize visual clues that will guide and assist you as you’re learning.
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	· Using the Backstage
	
	Backstage is the correct term to use when accessing commands in the File tab; however, as this is the Core level, CCI has kept the terms simple by indicating “click the File tab to …”. 
Hint: Tell students they can press ESC to exit the Backstage view.
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	Learn to customize the Quick Access toolbar
	1.4.3
	Students learn how to add, remove, and move buttons on the Quick Access toolbar.
	New blank document
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	Working with Text
	
	Be prepared to spend extra time here to discuss the basic word processing concepts.
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	· Moving Around in the Document
	
	You may want to take a moment to introduce a few keyboard shortcuts such as CTRL+HOME and CTRL+END
This may be a good opportunity to introduce the Show/Hide ¶ feature. 
Have students press ENTER once or twice and then point out that the ¶ symbol appears each place in the document where they pressed the ENTER key. 
The Show/Hide ¶ feature will have more impact when students are working on a document with lots of text and spacing, or with financial reports where multiple tab settings may be seen.
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	Learn to enter text
	
	Students enter text into a blank document
	New blank document
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	Working with Documents
· Creating a New Document
	1.1.1
	The New command works the same as in earlier versions of Word; what has changed is that Backstage appears as soon as you start a session of Word. 
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	· 
	1.1.2
	Depending on the class length, you may want to walk students through the process of narrowing the search for a specific document type. 
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	· Switching Between Documents
	
	This is an important feature for new users to programs, not just Word. You can also tie this topic in with the prerequisite Windows skills. 
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	Learn to create new documents and add text
	1.1.1
1.1.2
	Students learn how to create a new blank document, as well as a new document using a template, and then enter text into either document type
	New blank document
New document using a template
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	· Saving Documents
	
	This should be considered the most important feature in this lesson. 
Encourage students to save all their documents even if they do not believe they will need them again. 
Ensure students truly understand the difference between using Save and Save As.
Hint: Use Browse or More options to open the Save As dialog box. This may be preferable for students who need to navigate between locations frequently.
Paths are prominent to help students navigate from one location to another.
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	 Understanding Word and File Types
	1.5.2

	Make sure students understand how to use the Save as type field, and when they might need to save a Word document in a different file format.
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	 Using Document Properties
	1.4.5
	The document property fields are now in Backstage for easy access. 
Take a few moments to discuss what properties are and how they can be helpful when searching for a document
For example, you can search for properties, such as the last author, or the last modification date, etc. 
As time permits, walk students through a search using advanced document properties 
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	Closing a Document
	
	Most new users will work on one document at a time and when they want to close the document, they will use the Close button for the application.
While this is not an incorrect method, new users tend to panic when the entire application closes if this was the last open document. 
Take a few moments to reassure students why this action occurs, and take the opportunity to introduce a keyboard shortcut to close a document. 
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	Learn to save documents 
	1.4.5
1.5.2
	Students will learn to save documents and add properties to a document
	Agenda for Soccer Coach Meeting – Student
Travel to Europe Notes - Student for Soccer Coach Meeting – Student
Travel to Europe Notes – Student
You as a Volunteer - Student
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	Opening a Document
	1.1.4
	Ensure you discuss the Open screen. 
Certain elements will not appear until you begin working with files. 
As files begin to appear in the Recent files list, they will be grouped by date such as Today, Yesterday, or This Week. 
Initially students may not see any files listed until you have them navigate to where the student data files are located. 
Many new users will require a lot of practice when navigating to different locations on the computer, so be prepared to allocate extra time to walk these students through the steps of finding and opening a file. 
You can also use the Browse command to display the Open dialog box.
Ensure that students are comfortable using the Open dialog box to navigate to different locations. 
Take a moment to draw their attention also to the File types button at the right of the File name field, making sure they understand how and when they might use this field.
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	 Importing Files
	1.1.4
	Briefly explain when you might want to import a file into Word versus just opening it. 
For example, the document may contain text that you want to combine with the contents of the current file and you do not want to use copy and paste. 
Provide a demonstration so students can see how this works before they attempt the exercise on their own.
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	 Opening PDF Files
	1.1.3
	In your discussion of PDF files, have students think about how often they encounter PDF files on the Internet. 
Be sure to include a quick discussion about copyright infringement when opening a PDF file where the content is not meant to be shared openly as in the previous example. For instance, a PDF file from a reference web site is copyrighted to the owner of that web site; you cannot change a few words and save the file in Word as an original work – remind students to avoid plagiarism and copyright infringement.
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	Learn to open a variety of documents
	1.1.3
1.1.4
	Students learn how to open a variety of documents, including importing a text file, as well as open a PDF document
	Corporate Profile
Agenda for soccer Coach
Income statement
Sample Price List
Marketing Strategy 
Sample Prize List
-------------------------------
Marketing Strategy – Student.docx
Marketing Strategy – Student.pdf
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	Lesson Summary
	
	Review the objectives with students so they know what was covered in the lesson. 
Provide a short summary of the features and give students a chance to complete the exercises if they did not complete them earlier.
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	Review Questions
	
	Answers to the Review Questions are found in the Teacher Resources.
Questions can be used as a quiz, or assigned as homework or as the basis of a class discussion.
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	Total Hours
	4.0–7.0
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