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LESSON 2

Part A:  PRACTICE CORRECTING SPELLING AND GRAMMAR ALL AT ONCE

1. Log into Moodle.  Navigate to the Word Processing Unit.  Click on the Lesson 2- The Potawatomi Path data file (not the instructions file) to open the file in Word.  Make sure to click the ‘Enable Editing’ button on the yellow bar at the top if it appears.
2. Insert a footer (Insert tab>Header/Footer group>Blank three column footer) with the correct information (student name, Word Unit-Lesson 2, filename (followed by your initials).  
3. Click FILE>SAVE AS.  Navigate to your student drive.  Open your WORD DOCUMENT folder.  In the FILE NAME window key in the following name: The Potawatomi Path XX (XX=type your initials to replace the XX).
4. Click the SPELLING AND GRAMMAR button on the Review Ribbon.  The Spelling and Grammar dialog box is opened on the right of the document window.

5. The word “indian” is displayed in red type. The correct spelling with a capital “I” is proposed in the Suggestions box. Click CHANGE.  Word replaces the misspelled word in the document and continues checking.
6. The word “Kee” is displayed in red type.  This word is spelled correctly. Click Ignore.
7. The words “Chicago Fire” are displayed in blue.  There are two spaces between the words.  The suggestion corrects the extra space between the words.  Click CHANGE.
8. The word “the” is displayed in red.  The suggestion to delete the repeated word is correct.  Click DELETE.

9. The word “remin” is displayed in red.  The suggestion to change the word is correct.  Click CHANGE.

10. When the dialog box is displayed indicating the spelling and grammar check is complete, click OK.

11.  There are two more errors that need to be fixed.  The words “26 mile” need to have a hyphen between the two words.  Place a hyphen between the two words.  

12.  The words “lake shore” should be combined to make one word-lakeshore.
13.  Proofread the document.  There is an error in the third sentence in the first paragraph.  Can you find it?  Once you find it, correct it and highlight it in yellow.
Part B:  PRACTICE CORRECTING SPELLING ERRORS AUTOMATICALLY

1. Position the insertion point at the top of the document.

2. To Choose AUTOCORRECT from the TOOLS menu click on File, click Options, click Proofing. The dialog box will display click AUTOCORRECT OPTIONS.

3. Make sure all the options in the dialog box are turned on.  An option is turned on when a checkmark is displayed in the box.  To turn an option on, click the checkbox.  Click ‘OK’. Scroll down to the bottom of the dialogue box and make sure the last two options that start with ‘Hide….’ are not turned on.  Click ‘OK’.

4. Key the following: teh
5. Watch as you press the SPACEBAR.  Word automatically corrects the spelling and capitalizes the first letter of the word.

6. Key Potawatomi Path.

7. Center the heading.

8. Save the changes.  
Part C:  Use the Thesaurus
1. Point to the word “GRAND” in the second line of the second paragraph, then right-click to display the shortcut menu.

2. Point to SYNONYMS at the bottom of the shortcut menu to display a list of synonyms.

3. Drag the mouse to the list of synonyms and select MAGNIFICENT. Word replaces the original Word with the synonym.

4. Point to the word “RITZIEST” in the last paragraph and RIGHT-CLICK.  Then, click on SYNONYMS.  Ignore the list of synonyms.
5. Drag the mouse and select THESAURUS in the Review tab of the Ribbon.  The Thesaurus dialog box opens.

6. A list of synonyms is displayed at the right.  Select “CLASSIEST” by clicking on the dropdown arrow and click INSERT.  Close the Thesaurus dialog box by clicking the ‘X’ in the upper right corner.
7. Save the changes and leave the document open for the next activity.
Part D:  Use AutoComplete
1. Position the insertion point at the end of the document and press ENTER twice.

2. Key Reference:  

3. Press the spacebar and then key Lake Tours, Lake Geneva, Wisconsin.

Part E:  Insert the Current Date and the Document Filename

1. Press ENTER twice to begin a new paragraph.

2. Choose DATE and TIME in the Text Group on the INSERT tab.  A dialog box is displayed.  Your dialog box will show the current system date.

3. Select the THIRD option (example: December 13, XXXX).

4. Click in the box next to UPDATE AUTOMATICALLY to turn the option on.  Then click OK.  The current date is inserted in the document.  The shading indicates a field.  The shading will not print.

5. Press ENTER twice.

6. Key your FIRST and LAST NAME at the bottom of the document.  Hit enter and key Computers 7.  Hit enter and key your class HOUR.

7. Save the changes.
8. Print and correct your assignment to the answer key.  Use the process we discussed in class.  
9. When assignment is in perfected form, place in class basket.
The Potawatomi Path  Instructions


updated October 2017

