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	SKILLET
	SKILL ACTIVITY
	SKILL ACTIVITY
	HELP
	

	Text
	· Change text formatting:
· font sizes
· font types
	· Open the file called Formatting 1
· Change the text which reads  Formatting from size 11 to size 14
· Change the font to Comic Sans
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	· Apply text formatting:
· bold
· italic
· underline
	· Ensure the text which reads  Formatting is bold, italic and underlined
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	· Apply text formatting: 
· subscript
· superscript
	· Change the 2 in H20 so that it looks like this:  H20 (subscript)
· Change Kitty in HelloKitty so that it looks like this:  HelloKitty (superscript)
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	· Apply different colours to text
	· Change all the text to red
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	· Apply case changes to text
	· Change the text CHANGE ME to Sentence Case
· Change the text uppercase to uppercase
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	· Apply automatic hyphenation
	· Change the Hyphenation in Page layout to Automatic
· Notice what happens to the sentence  Automatic hypenation is when words are hyphenated as they don’t fit on the line
· Save and close the file
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	Paragraphs
	· Create paragraph(s)
· Merge paragraph(s)
	· Open the document called Paragraphs 1
· Ensure the text which starts At designation is in a new paragraph
· Merge the bold text that is in two paragraphs into one
· Save and close the document 
	· Visit this webpage if you need help: http://www.dummies.com/how-to/content/how-to-split-and-join-paragraphs-in-word-2010.html 
· Use this button to help see the formatting! [image: ]
	

	
	· Insert soft carriage return (line break)
· Remove soft carriage return (line break)
	· Open the document called Paragraphs 2
· After the text Emergency unit press Shift+Enter to create a manual line break
· Remove the soft carriage which appears between (Red Bull Racing). and Milton Keynes
	[image: http://www.alicekeeler.com/teachertech/wp-content/uploads/2014/11/2014-11-10_07-32-27.png]
· Use this button to help see the formatting! [image: ]
	

	
	· Recognize good practice in aligning text: 
· use align
· indent
· tab tools rather than inserting spaces
	· Open the document called Paragraphs 3
· Add the towns Bedford and Luton to the left-hand side so they are in line with Milton Keynes and Northampton (using the space bar to align the text)
· Add the towns Bedford and Luton to the right-hand side so they are in line with Milton Keynes and Northampton (using the indent key to align the text)
· Centre the title Using the space bar within the column using the space bar
· Centre the title Using tabs and alignment using the centre align button then save/close document 
	[image: ][image: http://www.informationq.com/wp-content/uploads/2013/10/Tab-Key.jpg]

It is bad practice to use the space bar to align text in a word processor. Either use the tab key on the keyboard or the indent button (shown above)E
	

	
	· Align text
· left
· centre
· right
· justified
	· Open the document called Paragraphs 4
· Align the text according to what the word tells you to do
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	· Indent paragraphs:
· left
· right
· first line
	· Open the document called Paragraphs 4
· Indent the first paragraph left
· Indent the second paragraph right
· Indent the only first line of the third paragraph
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Remember to highlight the text you are indenting

	

	
	· Set, remove and use tabs:
· left
· centre
· right
· decimal
	· Watch the video called Tabs
· Set up the Word document and create the tabs as shown
· Once complete Save as Tabs
· Remove the tabs and save as No Tabs
	The video is in the same folder or at https://www.youtube.com/watch?v=lN-QMjQKi0U
	

	
	· Recognize good practice in paragraph spacing:
· apply spacing between paragraphs rather than use the Return key
	· Open the document called Paragraph Spacing
· Remove the spaces between the first and second paragraph which have been created by the Return Key (While Johannesburg should still start on a new line)
· Put your cursor before the J in  Johannesburg and set the spacing before to 18pt
· Put your cursor at the end of the first paragraph and set the spacing before to 42pt and untick the box that says Don’t add space between paragraphs of the same style
· Change the line spacing of the second paragraph from multiple to single
· Change the third paragraph to double line spacing  
· Save and close the document
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	· Apply spacing above paragraphs
· Apply spacing below paragraphs
· Apply spacing within paragraphs:
· Single
· 1.5 lines
· double line 
	· 
	
	

	
	· Add/remove bullets in a single level list
· Add/remove numbers in a single level list
· Switch between different standard bullet/number styles in a single level list
	· Open the document called Lists
· Ensure the list of London Attractions has bullet points
· Ensure the list of Airports  is a numbered list
· Remove the bullets and numbered list from the Theme Parks
· Change the bullet points in the list of Ports so they are square
· Save and close the document
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	· Add a box border and shading/background colour to a paragraph
	· Open the document called Borders
· Add a box border to the second paragraph, as used in the first paragraph
· Change the background colour of the third paragraph to a feint blue so the text is still readable
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	Styles
	· Apply an existing character style to selected text
	· Open the document Styles
· Apply a heading 1 style to the text A message from Milton Keynes Stadium Manager
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	· Apply an existing paragraph style to one or more paragraphs
	· Apply a Subtle Emphasis style to the remaining paragraphs except the words Stephen Shaw
	
	

	
	· Use copy format tool
	· Use the format painter to ensure  Stephen Shaw has the same format as the heading A message from Milton Keynes Stadium Manager  
	[bookmark: _GoBack][image: ]
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