Some Little-Known Features of Microsoft Word XP
Introduction:

Virtually every Windows computer in use today has on it a copy of the dominant word processing program from Microsoft:  Microsoft Word™. Usually, MS Word™ is installed as a component of the Microsoft Office™ suite of programs. Many educators use MS Word™ for their routine writing and word processing tasks, but are unaware of several capabilities of this product that have pedagogical potential. This paper will identify and explain how several of these features can be used to support student learning.

Conventions:  In this document I will indicate a sequence of “point and click” motions by first noting the item chosen from the menu bar in bold face type, then inserting >>> to indicate a selection that must be made from that menu item or a window on the screen created by selecting that menu item.  For example: “File>>>Save as” shows how one saves a MS Word™ file under a new name.

Directions in this document refer to Microsoft Word XP™. Earlier and later versions of MS Word™ will have all or most of the features discussed, although one may need to access them in different ways. MS Word™ has an excellent help system, accessible from the Help item on the menu bar.

These features of Microsoft Word XP™ will be addressed:

Spelling Check

Grammar Check

Readability Statistics

Templates

Track Changes

Highlight

Hidden Text

Auto Summarize

Auto Correct

Auto Text

A. Spelling Checker, Grammar Checker, Readability Statistics

To configure the Spelling Checker:

Tools>>>Options>>>Spelling & Grammar

For writing instruction, I suggest these basic settings for the spelling checker.

1. Check spelling as you type off (Checkbox beside this feature empty)

2. Suggest from main dictionary only on (Checkbox beside this feature checked)

To configure the Grammar Checker:

Tools>>>Options>>>Spelling & Grammar>>>Options

For writing instruction, I suggest these basic settings for the grammar checker..

A. Check Grammar as you type off.  (No checkmark in the box next to this feature)

Word XP contains grammar only and grammar & style.  The Custom setting can be configured manually by clicking on ‘Settings...’, so that the program only “flags” suspected errors in writing that the user has been taught to avoid. For example, if capitalization of the first letter of a sentence has been taught to a student, one might click the checkbox in front of that item in the options window. If capitalization has not yet been taught, the checkbox should be empty (the program will not “flag” sentences without an initial capital letter). Thoughtful selection of error types to be “flagged” will minimize the chances that the program will point out a large number of potential errors and discourage learners.

To show readability statistics:

Tools>>>Options>>>Spelling & Grammar

The show readability statistics checkbox should be on, with a check in it. Then, readability statistics will be shown after spelling and/or grammar checks are performed. This feature is useful in determining if some text under consideration for instructional use will be able to be read by students who have known reading levels. It is useful as an approximation of the level of reading skills needed to read any particular text, and it is certainly imperfect.

B. Highlighting portions of text in color

This allows students to highlight texts electronically, as they might with highlighting markers. It has been used to color code words in a lesson on summarizing as follows:  1)  Assign a highlighter color to each of the following words, and provide students with cards explaining which word is associated with which highlighter color:  who, what, when, where?  2)  Students read the passage, highlighting words with their color.  They should highlight only the important words, not entire sentences containing them.  3)  Students focus only upon the highlighted words, and ignore the rest.  4)  Write summary from highlighted words.

First, be certain that the Formatting Toolbar is visible:

View>>>Toolbars>>>>Formatting toolbar

The item Formatting will have a check in front of it if the formatting toolbar is visible.

To highlight a word or a block of text

1. Select a word or text block, via click and drag.

2. Click highlighter

The selected text will be highlighted in the color that appears under the highlighter’s icon on the formatting toolbar.

One can also select the highlighter first, then the text:

1. Click highlighter once

2. Select any text to highlight it in the color that appears under the highlighter’s icon on the formatting toolbar.

To change the highlighter color:

1. Click the small triangle to right of highlighter icon to view the color choices and to select a highlighting color.

To highlight multiple blocks of text, or to highlight while reading a document:

1. Click highlighter icon. This locks highlighter on.

2. Hold the left mouse button down, and drag highlighter over text to be highlighted.

Press escape to turn highlighter off.

To remove highlighting from a word or a block of text

1. Select a word or text block, via click and drag.

2. Click the small triangle to right of highlighter icon to view the color choices

3. Select “none.”

To remove all highlighting from a document

Edit>>>Select All

Click the small triangle to right of highlighter icon to view the color choices

Select “none.”

1. Click the small triangle to the right of the yellow icon with a blue check in it

C. Tracking Changes

This feature can be used to correct or make suggested changes to a document that can be accepted or rejected by subsequent readers. 

To turn tracking changes on for any individual document:

1. Tools>>>Track Changes>>>Track changes while editing

2. Choose if you want these to show on screen, and/or in printed versions of the document by checking or un-checking these boxes in Tools>>>Options>>>Track Changes

To review, accept, or reject changes:
Insure that the reviewing toolbar is visible.

View>>>Toolbars>>>Reviewing Toolbar

1. Click the yellow icon with a right-facing blue arrow in it to move the cursor to the next marked change.

2. Click the yellow icon with a blue checkmark in it to accept the marked change and remove it’s markings.

or

3. Click the yellow icon with a red x in it to accept the marked change and remove it’s markings.

To accept or reject all changes in a document simultaneously:
Insure that the reviewing toolbar is visible.

View>>>Toolbars>>>Reviewing Toolbar

To Accept all changes

1. Click the small triangle to the right of the yellow icon with a blue checkmark in it

2. Select “Accept all changes in document”

To Reject all changes

1. Click the small triangle to the right of the yellow icon with a red x in it

2. Select “Reject all changes in document”

Inserting Comments and Voice Comments

D. Inserting Comments and Voice comments

Insure that the reviewing toolbar is visible.

View>>>Toolbars>>>Reviewing Toolbar

To insert a text comment:

1. Select the word or text block to be commented upon.

2. Click on the yellow icon that looks like a piece of paper with a folded over corner.  (A comment bubble will open, and the cursor will be moved to a line within that bubble)

3. Type comment into bubble

4. Click outside of bubble when done.

Your comment will be displayed on the screen in the bubble.

To insert a voice comment:

1. Select the word or text block to be commented upon.

2. Click on the yellow icon that looks like a piece of paper with a folded over corner.  (Viewing pane will open at bottom of screen, and the cursor will be moved to a line within that pane)

3. Click on ‘Voice comment’  (a window with tape recorder controls will open)

4. Click the red circle to begin recording, the black square to stop.  If your voice is being recorded, you will see changes in a horizontal green line in the tape recorder controls box.

5. Click close button when done.

The reviewing toolbar has five icons for comments:  Go to previous comment, go to next comment, accept change, reject change/delete comment, new comment. 

Track changes default is red, strikethrough for omissions, insertion in just red.  To view document without mark-ups, go to View>>>Markup, and the markups will no longer be visible on your screen.

E. To save a document as a template, so it can be used repeatedly 

When a template is opened, it is assigned a new title by the program.  It can then be re-titled and saved by users.

To create a template

Saved templates open as “document 1”, and can be saved under any name by a user.

1. Create a document

2. File>>>Save As

At the bottom of the window that opens will be a file type pane with a small triangle on its right side.  

Click on that triangle and select “Document Template”, and a  “.dot” suffix will be added to any name you assign to the document.  Word will automatically save the new template in a special templates folder.

One can also store a template in a location where it can be opened by double-clicking, by changing the save location during the previous step.

To use a template:

If the template is saved in the templates folder:

1. File>>>New

2. A window showing all available templates will open on the right.  Available templates appears under ‘New from template’, and any of them can be chosen by clicking once.

If the template is saved in another location:

1. Double-click the template file

2. File>>>Save As

F. AutoText

This feature allows users to create “macros” that will automatically insert text blocks of any length into their writing.

To create an AutoText entry:

1. Type out the text that you would like to be able to insert automatically.  (Name, date, and subject are often required on papers written for school, and so make useful AutoText macros)

2. Select the text

3. Copy to clipboard

4. Insert>>>AutoText>>>New

5. Type in an abbreviation for your text, and press Enter.  (Abbreviations should be brief, and easy to remember)

To insert a previously created AutoText entry:
If you remember the abbreviation you can:

1. Type the abbreviation

2. Press Control-Alt.-v, or press Enter

If you cannot remember the abbreviation you can:

1. Insert>>>AutoText>>>AutoText

2. A listing of your AutoText entries will appear

3. Select desired entry, and press Enter

G. AutoCorrect

This feature automatically deletes one typed word, and replaces it with another. It is particularly useful for automatic correction of typing or spelling errors individuals frequently make. It can also be used like AutoText, except that it is not necessary to press any special key combination after typing in the abbreviation.

To use AutoCorrect from the spelling checker:

1. Tools>>>Spelling and Grammar

2. Evoke the spelling checker

3. When an unrecognized word is found, select the word you would like to automatically replace that unrecognized word in the future

4. Click the AutoCorrect button.

To use AutoCorrect directly from the Tools menu:

1. Tools>>>AutoCorrect; a window will appear

2. Fill in the “Replace” and “With” panes in the appropriate text

3. Click Ok

H. AutoSummarize

This feature automatically creates a summary of any on-screen document. Because the summary is created by a computer, and not a person, it is important for teachers to review summaries and original texts prior to relying upon any summary.

To create an AutoSummary:

1. Open the file to be summarized

2. Tools>>>AutoSummarize.  A window will open

3. Select the options you want from this window, and click OK.

I. Hidden Text

Hidden text can be used to create a template file that has a structure, or story grammar, for any type of writing. Here, I will use the example of a fairy tale that has four story grammar elements:  1) Hero  2) Villain 3) Struggle  4) Resolution.

To make text invisible

1. Format>>>Font a window will open.

2. Click “Hidden” check box.

3. Click OK

Hidden text can be formatted, just as visible text can be formatted, independent of its “invisibleness”.

To make a template that will only print student work, NOT the structure created in invisible text.

Create a new document

Key in any header information that may be appropriate

Leave a line blank after the header

Key “Hero” into the next line, and hit enter twice.  This will leave a blank line after the “Hero” line.

Key “Villain” into the next line, and hit enter twice.

Continue until all four words are entered, each on its own line and separated from each other by blank lines.

Insure that the last line of the file is also a blank line.

Select only each of the words you’ve entered, not the blank lines, and format the words “hidden” (see above)

To configure Word to show hidden text on the screen:

1. Tools>>>Options A window will open

2. Select the “view” tab in this window.

3. Under “Formatting Marks” insure that the “hidden text” checkbox is checked.

4. Click OK

Please note that this changes the way Word behaves for any documents one opens or creates, NOT just the template being created.  All computers where the template will be used will need to be configured in this way.

To command the printer not to print hidden text:

1. File>>>Print>>>>Click Options button.  A window will open.

2. Insure that the “Hidden Text” checkbox is not checked

3. Click OK to close the window.

4. Click OK again, if you want to print the document.  The hidden text will be visible in the document, but will not print.

Please note that this changes the characteristics of the document being worked on, and that this setting does not affect the way that Word will print other documents.  Also, this document will print only the visible text on any printer that is selected, even if it is being used on a different computer.

In practice, this will result in the structure provided in hidden text NOT being printed, while all student writing in response to this structure WILL be printed. 

� If this green line does not change, insure that you have a microphone, that it’s plugged into the proper input jack, and that your microphone settings in the Sound control panel are correct.
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