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Using Word to Find and Replace Characters:

3 levels of differentiation
*  Goto Start and Programs
»  Choose Microsoft Word (may be in Office folder)
e Typein text in normal format

»  Save this version (File =Save)

You are going to make a file with all the basic elements the way you want it (titles, layout and most of the
text) and then create three versions with slight differences of difficulty. You will save the first document once
made, and then each time you make a change for each group, you will save it with a different name

Making Version 1 (simplest level)

* (o to Edit ®Replace (control + h)

O Find and Replace =i
¢ Find "_\a’ ReplaceVGn Tu\'-.\
Find what: e |
Click here 1 Replace with: | [* |
to insert
character/
word/
symbol to | More £ | [ReplaceAll] | Replace | | Cancel || Find Next |
J
replace | )

Click here to o
insert 1. This is the safe

replacement method: check each
replacement before
changing (e.g.useful
for replacing he with
she in report writing)

2. Check and replace

3. This is the fast
method: replace all
without checking
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Make a copy of this file:

e« Goto File = Save as and choose a name such as ‘Year 3 1st level’

Making the Second Version

»  Keeping your first file open in front of you, save it with another name:
e.g. ‘Year 3 2nd level’ (File Save as)

Note: The new name of your document will appear at the top right of the Word document
e Goto Edit = Replace and select another character or word to replace

»  Save your work by going File =Save (or control + s for short)
Making the Third Version

Making sure your second version has been saved
* Go to File = Save As and save the file in a third version

*  Make your changes: ie. Edit = Replace and change another character/symbol

NB: You can change all sorts of things in this way: adapt reports, find known misspellings,
replace names, even take out punctuation by replacing the punctuation with nothing.

Experiment with the more option

_+¢ More 3 | [Replace All] [ Replace | [ Cancel || Find Next | ‘

O Find and Replace =
/ Find "_\,-' Replace\fﬁn To\
Find what: B |
Replace with: I* I
| tess t | |ReplaceAll| | Replace | | Cancel || Find Wex+ |
Search: [ Current Document &l % |

[ Mateh case
[ Find whole wards anly
[ use wildcards
[ 5ounds like
[J Find all word farms
Find
Format « Special
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To add ClipArt to your document

wy. There might be slight vaviamces Aepending on which vevsion you ave using

Click in the document where you want the picture to be
Click on Insert and then Picture

Click on ClipArt

Fur ¥+ Font Tools Taple Window Work

Break 3 0 =0
Page Numbexsu. — % —“fl D 4'3“% .
Date and Tim Docament
AutoText = : -
Fieldu. TN T T T T T T Y [ IO
S‘F'Mbﬂ‘tlﬂ
Commment
Footnoteuw
Ea#“'iﬁﬂﬂl
Cross=referent e
Index and Tables..

Clip Artu
HTML Object B From Filew.
Tex**Box Horizontal Lineuw.
M.lw'e"' AutoShapes
F"..E:'l'l'l W’N’dﬁ.ﬂ’m
L From Scanner or Camera..
EOUEMEI’&!H Ehil"‘“
Hyperlinka, BK I

Right click on the picture you want to use, and choose the first icon (representing Insert into
document)

or

Double click on the picture you want to use

NB the clipavt Window stays open in fvont of you, but the image will
hawe been put on the page behinA.

Close the ClipArt window
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Resizing the Graphic

*  (lick on the picture: small black dots will appear round the edge (the handles)

* (lick and hold* on the corner handle** and drag the handle in or out to make the picture larger or
smaller (you will see the two headed arrow pointer)

To move the Graphic

*  (lick on the picture
*  (lick and hold on the middle of the picture (be sure you see the four arrow pointer) and move the

graphic @

Duplicating the graphic

« If you want several copies of the picture, make it the size you want
e (Click on the picture

*  Go to Edit = Copy (control + c for short)

*  Go to Edit = Paste (control + v for short)

*  Move the second picture

! shovt cut: In Micvosoft programmes o shovt cut for Auplicate am object is to press contvel then
click amd Avag on the object: a small plus sign appears amd a Auplicate image will be Avagged
to the wew location

) Cj»ck omJ boU‘ means c‘ick wiﬂ? T‘\q‘e meﬁ’ Lmﬁo«q omJ keef: nT lbe&cl cl‘oww

*side and top alse vesizes, but n some prograwms, ouly in owe Aivection ie. Aispropovtionate)
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Searching for a specific graphic

Go to Insert Picture ClipArt

Type a keyword in Search (e.g. tiger) and hit return

O

Clip Gallery : Word

\_Clip Gallery wraitait NG

Cateqory

Favarites
Academic
Animals
Buildings
Business

Cartoons

Emotions
Flags

Gestures

Search Results

Lost & Found

Backgrounds

Borders & Frames

Buttons & lcons

Communications
Dividers & Decorations

entertainment
Food & Dining

Government

Clips 1 - 7of 7 inAnimals

Q\\. Search: [Type One or more words... | E]

amphibians hunting

O]

-
-

Shiw: [Mt Pictures = ] [Propeﬁies«.] [ Preview

[ Importa. | [ Onlinew. | [ Close | [ Insert

]

-

Adding Graphics Saved in a File

Click on Insert

Click on picture

Click on from file

Locate the folder where you saved the graphic

Click on the graphic icon (next to the name)

Click Insert

or double click on the icon of your graphic

thevefore will uet print at o very high quality

Remewber: graphics ave made in Aibbevent Pormats: Graphics from scanners (HEL files ov bmp
files) will be bigger tham graphics from the Imtevnet which have beew compressed, ama
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W UsING WORD FOR LITERACY RESOURCES

CLIPART ON THE INTERNET 6

*  Useabrowser (e.g. Internet Explorer) to get on the web (start Programs Internet Explorer)

* Inthe address bar type in the address of a search engine
e.g. www.google.co.uk
www.goZnet.com
www.askjeeves.co.uk

* Inthe search field on te page appears, type clipart and press return

Advanced Se Preferences Language Tools Search Tips

[Google Search |I'™ Feeling Lucky |
web ) pages from the UK

Searched the web for clipart. Results 1

Category:  Computers > Graphics > Wepf>> Directories

B 1

Clipart.com
Category: Computers > Graphics = i
www.dipan.oomi - Similar pages

eb > Direciores

ClipArtConnection.com

g gy

Category: Computers = Grap = Clip Art
www . dipartconnection.com/ faimilar pages

Barry's Clipart Server
Category: Computers > Graphics > Web > Direcores
www.barysdipart.com/ - Similar pages

To copy a piece of clipart

*  Right click on the clipart
*  Select Copy

*  Return to Word by clicking on the name of your document in the bottom bar, or open the document
if you closed it

*  (lick on the page and right click

e Select Paste
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To add arrows to your document

You will need the vight toeolbar opewn om your screen.

I the Avawing toolbar is not visible on your screen

Go to View = Toolbars = Drawing and click on it
Click on the arrow icon on the toolbar

Click with the left mouse button, and keeping the button held down, drag the mouse to where you
want the arrow to point

Release the mouse button and the arrow will appear

To change the style of the arrow double click on the arrow and the formatting window will appear

R =]
4}_% Format AutoShape
k _/ Colors and Lines \, / Size \/ Layout \/ Ficture %/ Text Boo by
i
Fill
AI emitransparent
41[ Line
Calar:
E'F:.ﬂ Dashed
ashed:
ﬂ
H\ Arrows
|:| Beain style:
e,
o
— Click on the tabs to
A - Click here to see further options
change options for changing size or
- ~ layout
Hy .
>
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