Using Word in the Classroom
Open any document you have that has at least three or four paragraphs in it.  Once it is open, press F12, the keyboard shortcut to Save As.  Now save it as “Word Session”.  This leaves your original document unchanged and allows you to work immediately in the document called Word Session.  Now go to File | Versions | Save Now and name it Original.  We’ll get back to this later, so don’t even think about asking now!
Office Clipboard: When you have student comments to write, you can use the Edit | Office Clipboard to great advantage if you find that you use some common phrases in more than one student’s comment.  To illustrate how, turn on the Office Clipboard view by going to Edit | Office Clipboard and copy two or three different segments.  You can store up to twenty-four of these.  The first several words of each will show in the panel on the right, or, if it is a graphic you copied, a thumbnail will appear.  Place the cursor somewhere in your document where you want to place any one of the snippets and click once in the right panel on the one you want to paste.  Notice that if you right click on a saved item, you have the option of deleting a copied section from the clipboard.  Also note that if you have highlighted some text before the paste operation, what you highlighted will be replaced by the pasted text.
Replace: Another time-saving trick if you have a long word, a name or a phrase that you will use repeatedly in a document, type a combination of letters that would never occur in English in place of the text.  I often use “xx” or “zzz”.  This is much faster than retyping the text.  When finished typing the original document, click once at the top, go to Edit | Replace and type in the xx in the Find window and the text in the Replace and select Replace All.  Now try placing a couple of instances of xx in your open document and replacing them with some other text.  Word will do all the replacements in a rather long document almost before you get the mouse off of the Replace All button, so this is a time-saver.

Find: If you need to locate a particular word or phrase in a lengthy document, use Edit | Find to quickly locate it.  Make sure that your cursor is at the top of the document before you start
Commenting: First, make sure that you are in View | Print Layout.  Now hold down the Ctrl and Shift keys and tap the E twice.  This turns Tracking on and back off and will put the Reviewing Toolbar on the screen.  Now you can easily add comments to a document.  Comments will not edit the text in any way, but will show up off to the right side of the text in red.  To insert a comment at a particular point, click once where you want it, go up to the Reviewing Toolbar, and click once on the New Comment icon.  You can then type in what you wish to say.  If you have a phrase or paragraph about which you want to comment, highlight it before clicking the New Comment icon.  This will place brackets, which are attached to your comment, around your selection.  On the left side of the Reviewing Toolbar is the window showing the view you are using.  To turn the comments off and on, simply change the selection in the window to Final and Final showing Markup respectively.  
Voice Comments: There is another type of comment, using the sound recorder function.  The sound recording has a maximum length of sixty seconds per comment and is invoked by going to the New Comment icon, but this time clicking once on the down arrow just to its right.  Pick the Voice Comment option.  The red dot starts recording and the black square stops it.  It can be used with the built-in microphone, but one you plug in will give better sound quality.  This could be useful for foreign language pronunciation, for example.

Tracking: The tracking tool can be very useful in teaching.  To use it, open a document, turn on the Tracking tool, and do your comments, suggestions, and corrections.  You can do this by clicking once on the Track Changes icon in the Reviewing Toolbar, by simultaneously holding down the Ctrl and Shift keys and pressing “E”, or by going to Tools | Track Changes.  When it is active, you will see the TRK in black instead of grayed out.  Now turn on the tracking for your document.  Make some changes to it to see what happens.  Change your views to see the differences.
The options for the way you view the changes/comments are:

1. Final showing markup shows the final version with the edits and comments.
2. Final shows the final version without the edits and comments.

3. Original showing markup shows the original version with edits and comments.

4. Original shows the original without any edits or comments.

Versions: A very useful feature, either in conjunction with Track Changes or not, is the ability to save versions within a given document.  You can save and view “snapshots” of a work in progress.  This is more efficient, more compact, and more easily manageable than keeping separate copies by saving each version in its own file.  You can select Save Now and/or you can check the “Automatically save a version on close” box.  Each Save records the date and time automatically.  This could help keep track of a student’s work and when the drafts were worked on.  It is probably a good idea to have the “Automatically save” box checked.  This will not ask for a comment while saving, but it is automatic and so it’s safer.  Go up to File | Versions.  This will show you a box with the version history in it.  You should see one version called “Original”.  (We saved it very near the beginning of the session.)  Notice the date and time stamp.  Choose Save Now.  Go back and open the versions dialog box; you will see now that you have two versions saved.  Double-click on the “original” version or click once on it and select Open.  You will be presented with two half-screens.  In the title bar you will see that any version other than the final one is identified by the date and time in addition to the title.  Before advising the students to use Versions, you should become familiar with its use by trying it out yourself.  You should probably emphasize that this is to be used for a serial work, with the previous versions used for comparison not editing.  All changes should be made to the end version. That being said, any time you have a version open, you can print it or even use Save As to produce a new document from this version.  This could be useful if the student “goes down the wrong road” and wants to start afresh from a previous version.
Accents: Accents are easy in Word.  Do not start by typing in the letter you want accented.  Just remember that Ctrl plus the accent you want is all it takes.  Be aware that if the accent you want is the upper one on the key, you will need to press Ctrl and Shift at the same time plus the key.  Conversely, if it is the lower character, you will not use Shift.  Two of the tricky ones are the cedilla for the C in French and the diaeresis/umlaut/tréma mark.  The former uses Ctrl + Comma then the C, and the latter Ctrl + Shift + colon/semicolon Key.  In all cases, it will appear that nothing has happened until you let go of all keys and type in the letter you wanted to carry the accent.  
Compare and merge documents

1. Open the edited copy of the document. 

2. On the Tools menu, click Compare and Merge Documents. 

3. Select the original document, click the arrow next to Merge, and then do one of the following: 

· To display the results of the comparison in the original document, click Merge.

· To display the results in the currently open document, click Merge into current document. 

· To display the results in a new document, click Merge into new document. 
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