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101 Ways of Using MS Word to Support Learners
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Course Outline

· Setting up MS Word to meet the needs of different learners
· Work more efficiently with keyboard shortcuts
· Using ‘Fields’ in Word to create multiple choice/cloze procedure interactive work sheets
· Creating word bars to support struggling learners
· Using Macros to create page formatting
· Interactive and engaging Excel spreadsheets
· Incorporating audio and video in Word
· Making the most of voice recognition

Setting up Word to meet the needs of different learners 
Visual complexity can have a major influence on a person's confidence. Word's toolbars are enough to put an adult off using it, let alone students who have difficulties understanding things.  

One of the great things about Word is its flexibility. Word can be set up in a variety of ways to meet different learning styles and needs.
The session will cover the following:

· Creating AutoText entries, AutoCorrect, changing font styles and background colours, creating personal menu toolbars, for example, incorporating toolbars with image and symbol support.

Work more efficiently with keyboard shortcuts
It’s surprising how often we use Word and still do our best to avoid getting to know it. 
Word’s automation tools are well worth the time it takes to master them. They will save you and your students from much of the drudgery of repetitive mouse clicks – particularly useful for learners who are unable to use a mouse!

If you’re using Word regularly and you’re not using every shortcut and labour saving trick at your disposal, you’re simply not getting the most out of a clever (and expensive) piece of software. 

The session will cover the following:

· A range of labour saving and efficient keyboard shortcuts.


Using ‘Fields’ in Word to create multiple choice/cloze procedure interactive work sheets

This session is about making a word document or template that has pre-written text and areas that can be edited. Learners can edit these areas either by typing in their own text, such as in a cloze activity, or choosing from a list of possible answers. 
You can do this within Word without buying any extra add-ons and - it's really easy!
The session will cover the following:

· Using form fields to create interactive learning worksheets to support learners with spelling and numeracy.

Creating word bars to support struggling learners

Crick software produces a writing support program called WordBar. This consists of a serious of word cells or grids that sit at the bottom of your screen. Learners select words or sentences that can then be sent to a word processor, for example MS Word. 

Word provides a facility to create a similar feature – at no extra cost!    
The session will cover the following:
· Generating and transforming AutoText entries in conjunction with the ‘Commands’ option to create drop down word bars in Word.


Using Macros to create page formatting

A macro is a series of Word commands and instructions grouped together which, when run, carry out specific tasks automatically. 
They are especially useful for repetitive tasks or ones which involve several separate steps. You can use macros to:
· carry out routine editing and formatting 
· combine multiple commands 
· automate a complex series of tasks 

This session explores the variety of ways in which Macros can be set up to help learners quickly and easily format Word documents.
The session will cover the following:
· Introduction to Macros – creating personalised macros, attaching macros to toolbar buttons. 
Interactive and engaging Excel spreadsheets 
Think about spreadsheets and what springs to mind…rows and columns of endless numbers and complex functions?  
Well think again! With a bit of imagination you can create innovative, colourful and engaging learning materials using the humble spreadsheet! Fortunately you don’t need to be a spreadsheet wizard to put a few functions to good use. 

If fact, two of the most versatile functions, IF and COUNTIF, called logical functions give worksheets the ability to make decisions based on comparing one cell with another.
The session will cover the following:
· The IF and COUNTIF functions to create an interactive quiz as well as self-marking numercy tasks.

Incorporating audio and video in Word
Phonics is an important part of literacy instruction that can be taught within the context of reading literature.  

With a bit of thought and preparation you can create phonic templates within Word using a combination of audio, video and flash cards.
The session will cover the following:
· Importing audio and video clips into MS Word to create phonic support for struggling learners. 


Time permitting we will also cover: 
Bundled in with Office XP is voice recognition. Compared to a dedicated voice recognition program such as Dragon NaturallySpeaking, Microsoft’s voice recognition lacks accuracy and hands-free capabilities…but it’s still worth a look!
The session will provide an overview to voice recognition within Office XP.
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An innovative, informative and enjoyable course!
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