Word Features

Use of Color

The background and font colors can easily be manipulated through the Format Menu, and you can mimic the use of highlight markers on documents, too.

1. Font – To change a font color, use the shortcut key command or control + D or use the drop down menu for Format and scroll to Font, or use the Font Color icon from the Format Toolbar (a capital A with a colored bar underneath the letter).

2. Background – To change the background color, use the drop down menu for Format and scroll to Background.

3. Highlight – It is possible to permanently highlight key words or sentences in a word document.  First, activate the Format Toolbar by clicking on the drop down menu for View, scrolling to Toolbars, and select the Format Toolbar.  The icon for highlighting looks like a marker with a colored bar underneath it.

Abbreviation Expansion

The AutoCorrect feature is wonderful for expanding phrases, titles, names, addresses, or even handling words that are consistently misspelled.

1. Click on the drop down menu for Tools, and scroll to AutoCorrect.  Here you will see a table that allows you to enter an abbreviation in the left column and the full text in the right column. 

2. Once you have added this information, click Add then OK.

In the Word document, type in the abbreviation and any word delimiter (spacebar, comma, return, etc).  Your full text will replace the abbreviation.

Adjustments for Vision Impairments

There are several strategies to support individuals with vision impairments.  One strategy is using Highly Contrasting Colors for font and background (e.g. black font and yellow background).  Two more simple strategies include increasing the font size or adjusting the view.

1. Font Size – can be increased using the key commands, drop down menus or icons.  One simple route is to the Font dialogue box through the Format drop down menu. 

2. View – The magnification of a particular document can be increased or decreased using the Zoom feature found in the View drop down menu.  The advantage to this approach is that it does not effect the original formatting.

Reviewing/Editing Tools

Use the Reviewing Toolbar to access the following features.  Activate the Toolbar by clicking on the drop down menu for View, scrolling to Toolbars, and select the Reviewing Toolbar.

1. Insert Comments – allows teachers or other students to add comments to drafts of written work by inserting messages to the author that are revealed when the cursor is placed over the highlighted Comment indicator within the document.  Click on the first icon in the Reviewing Toolbar (looks like a post-it note) to insert a comment.  You may also activate this feature by clicking on the drop down menu for Insert and scrolling to Comment.

2. Track Changes – enables an author or editor to revise a document while highlighting, and thus tracking all of the changes made.  To enable this feature, click on the icon in the Reviewing Toolbar that looks like a pencil on paper. You may also activate this feature by clicking on the drop down menu for Tools and scrolling to Track Changes.  This feature allows edits to be made to a document, while still preserving the original text.  The author may then go back and either accept or reject changes or entirely revise a passage.

3. Highlight Text – writers and reviewers may use this feature the way they would a highlighter pen on a written page.  Key words or sentences can be permanently or temporarily highlighted in a variety of colors.  The icon for highlighting looks like a marker with a colored bar underneath it.  The icon can be found in the Reviewing Toolbar or the Format Toolbar.  Activate Toolbars by using the drop down menu for View, and scrolling to Toolbars.

Other Supports

Other interesting features in Word include: 

1. 
WordCount - allowing students to track written output. This feature is found in the Tools drop down menu.

2. Readability - it is possible to track reading level in a document. This is a feature that has to be activated through Spelling and Grammar Preferences found in the Tools drop down menu.

3. Text to Speech - with the introduction of Word 98 (MAC version), you can get Word to speak highlighted text.  The feature is called Word Speak and it is located in the Value Folder on the install disk.  Once installed, you can activate the feature through the Tools menu bar.  You can get Word to talk on the PC by using the screen reading feature called Narrator which was introduced in Windows 2000.  This feature can be found in the program folder, go to Accessories, and then Accessibility, then select Narrator. 

4. Auto Summarize - facilitates the summary of any size document with the push of a button.  This feature is found in the Tools drop down menu.  It allows summaries of documents in a few different ways (e.g. highlight key words and length of summary).

5. Labels – use labels on file cards to reduce redundant copying activity.  Use the Tools drop down menu and scroll to Labels.  In the Labels Window go to Options.  Select the Label Product and the Product Number that you have from the drop down menus.  Click OK and OK again.  Type your information once, and use the Copy and Paste features to prepare your document.

6. Hidden Text – to supplement activities and provide scaffolded supports you can show/hide text for student use. To access this feature highlight the text you want to hide, go to the Format Toolbar, click on Font, and check the Hidden Text box. To make the text appear and disappear, click on the Show/Hide Icon (¶ - the Paragraph Symbol). To eliminate the dotted line under your hidden text, go to Tools,  scroll to Options, click on the View tab, and uncheck Hidden Text in the in the Formatting Marks section. If you want to print your hidden text, in this same dialogue box, click on the Print tab and check the Hidden Text box.
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