C3b. Edit an Existing Document – Line Spacing, Alignment, Tab Settings
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To learn how to change line spacing, alignment and tab settings.

Lesson Duration:  30 minutes

Pre-Instruction: 

The instructor must be sure that the learner has successfully created and saved a simple document while completing Technology Level B.

Make copies of Handout  - “Changing Line Spacing, Alignment and Tab Settings” (or make overhead transparency) (optional).   

Materials Needed:

Computer for each learner.

Handout  - “Changing Line Spacing, Alignment and Tab Settings” (optional)

Overhead or LCD projector (optional).

Learning Objective:

The learner will be able to change the line spacing of a paragraph, change the alignment of a paragraph, and change tab settings.

Presentation/Procedure:

· Review the procedure for changing margins on a document.  

· Explain that in this lesson the learners will learn other formatting/editing changes that can enhance the appearance of a document.  Using the document they created in Technology Level B, they will change line spacing, paragraph alignment and tab settings.  

· On a demonstration computer open a document to use as an example.

· Demonstrate the following steps to change line spacing on a demonstration computer or using an overhead of the Handout “Changing Line Spacing, Alignment and Tab Settings” :

· From the Format Menu click on Paragraph.  
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Procedure to Change Alignment:

Click anywhere in the paragraph you wish to change alignment
In the Formatting Toolbar, click on desired aligament tool
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· Once the Paragraph dialog box opens, click on the Indents and Spacing Tab, if the dialog box doesn’t automatically open to this tab.  Draw learners attention to the Line Spacing box.  
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· Explain that the default line spacing for MS word is “Single” space.  Click on the arrow to open the drop-down box and select “Double.”   Demonstrate changing spacing while the learners observe the preview box.  Once the Double is selected, click ok. 

· Explain that the next formatting procedure in this lesson is alignment.  There are four different text alignments – align left, align right, center, and justify.   

· Draw the learners’ attention to the Formatting Toolbar.  Show the learners the four symbols for text alignment.  





· Explain that the default alignment for MS Word is “Align Left.”  

· Demonstrate the procedure to change text alignment.  Explain that you can click anywhere in the paragraph you wish to change alignment.  However in most cases you will use a process called “highlighting” which we will cover in a later lesson.

· Explain that the last formatting function in this lesson is changing tab settings

· Demonstrate the procedure by opening the Format Menu and clicking on Tabs:  



· When the Tabs dialog box opens explain that the default tab setting is a left tab set at every one-half inch.  

· Enter 1.5 into the tab stop position.  Point out that the alignment is set to left.  





· Click on Set and OK.

· Show the learners the changes to the document.

Practice:

· Write the following paragraph on the board.  (You can either write it on the board, show on overhead, or provide as a handout).

“Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose…but it’s all about entering the race.”  Pam Grier

· Have the learners type the paragraph as a simple text document.  

· Instruct the learners to change the margins to 3” inches left and right margins.

· Instruct the learners to change the line spacing to double space

· Instruct the learners to change the alignment to Center.

· Instruct the learners to change the tab setting to 1.5.

· Once learners have completed the above changes, have them change the document back to its original form.

Evaluation:

Have each learner open a document created in Technology Level B.  Instruct each learner to change the margins, line spacing, alignment and tab settings per your instructions and without the use of handouts.

Closure: 

Review the procedures for changing margins, line spacing, alignment and tab setting. Discuss observations made during the evaluations.

Vocabulary:

(See Glossary for definitions)

formatting, editing, default settings, line spacing, paragraph alignment, tab settings

Resources: 

Teknimedia Corporation.  PC 140-Basic Word Processing. Bethesda:  Teknimedia Computer Literacy Series, 2000-2001. www.teknimedia.com
Microsoft Word Tutorial.  Retrieved Nov. 15, 2002, from BayCon Group:  http://www.baycongroup.con/wlesson0.htm.
Instructor Comments:  

· Learners not familiar with using dialog boxes may need additional instruction on how to use text boxes, drop-down lists, and scroll up/down arrows.  More experienced computer users can be paired with beginner users. 

· Learners may create additional documents for extra practice using the editing/formatting skills learned.

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Changing Line Spacing, Alignment and Tab Settings for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections: 

Many computer users, from novice to intermediate, are not aware that default settings can be changed.  Others may be aware that default settings can be changed, but go about it clumsily.  For instance, in order to double space a document, users quite often simply hit the enter key twice when they reach the right margin.  Changing the line spacing to double at this point is disastrous.  A brief explanation about the importance of “word wrap” may be desirable.
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