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Microsoft Offi ce 2007 and up

Microsoft Offi ce 2007 and up

Microsoft Offi ce is constantly changing, with new features being added with every new 
iteration. The 50 Quick & Easy series was created using Microsoft Offi ce 2007, and 
some options and methods may have changed in more recent versions. 

Because of this, teachers may fi nd they need to experiment with the new versions of 
Microsoft Word, Excel and PowerPoint to achieve the results demonstrated in this 
book. It is important to remember that the new version will do everything the previous 
one did, plus more – the challenge is to fi gure out where the features are “hidden”, and 
how to access them.

Instructions on how to use some of the features in Microsoft Offi ce 2007 are included 
in the back of this book, and most are still applicable to newer versions of the software. 
However, there will be situations where you will need to try and fi nd some of these 
features yourself. If this is the case, some suggestions to resolve the problem are:

• Click through the tabs and scan the “ribbons” to see if you can fi nd what you are 
looking for.

• Try double-clicking. Sometimes, double-clicking an object or part of the screen 
will activate a new ribbon and will reveal what you need.

• Right-click. Some commands are available with a right-click (control-click on a 
Macintosh).

• Use the “Help” menu, usually found in the “Menu” bar at the top of the screen and 
sometimes represented by a small question mark.

• Consult with another teacher who may have encountered the same problem.

• Let your students look. 

• Use one of the many online resources:
http://offi ce.microsoft.com
(Click the “Help and How-to” tab.)
http://www.google.com.au
(Search for Microsoft Offi ce tutorial) © Haw
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Publishing

Anti-Smoking Acrostic 

CD-ROM File:

• 12Acrostic.ppt

Overview:

In this activity, students will create an acrostic poem that gives some facts about the 
dangers of smoking.

Essential Concepts:

• Students use technology tools to enhance learning, increase productivity and 
promote creativity.

• Students use productivity tools to collaborate in constructing technology-enhanced 
models, prepare publications and produce other creative works.

Web Resources:

• http://pbskids.org/itsmylife/body/smoking/
• http://www.roycastle.org/kats/
• http://www.cdc.gov/tobacco/

The Teacher’s Role:

1. The teacher will assist the students as they brainstorm 
words associated with smoking.

2. The teacher will provide resources for students to fi nd 
information about smoking.

3. The teacher will assist the students as they write a draft of 
their acrostic poem.

4. The teacher will demonstrate how to use WordArt and text 
boxes to create their acrostics in PowerPoint.

12

Year Level: Content Area: Multiple Intelligences:

• 3 - 5
• 6 - 8
• 9 - 12

 Maths
• English
• Social Studies
 Science
• Cross-curricular

• Verbal/Linguistic
 Logical/Mathematical
 Spatial
 Bodily/Kinesthetic
 Musical
• Interpersonal
• Intrapersonal
 Naturalist
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Student Instructions:

Getting Ready:

1. Choose a word that is associated with smoking.
2. Use web resources and/or books to fi nd facts about smoking.
3. Write a fact that begins with each letter of the word you chose in step 

Entering Vertical Text:

1. Open a blank PowerPoint slide.
2. Click the “WordArt” tool.
3. In the “WordArt” window, choose a vertical text option.
4. Click and drag the centre of the word to move the word art to the left side of the 

screen.
5. Click and drag a handle point to make the word art larger.

Adding Facts:

1. Click to select the “Text Box” tool.
2. Click and drag to create a “box” beside the top letter of your vertical 

word.
3. Enter a fact that begins with that letter.
4. Repeat steps two and three for each letter of the vertical word.
5. Change the font, sizes and colours if you want.

Finishing Touches:

1. Add an appropriate graphic if desired.
2. Use the “Text Box” tool to add your name to 

the slide.
3. Print.

Extensions:

• Students could create acrostics for any subject 
(person, place, event, animal, etc.)

• Students could create an acrostic about 
themselves by placing their name at the side 
and adding characteristics that begin with each 
letter.
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Slide Show

Best and the Worst 

CD-ROM File:

• 31BestandWorst.ppt

Overview:

In this activity, students will choose a career or occupation they are considering when they get older. They 
will then determine and present what they think are the fi ve best things and the fi ve worst things about that 
job.

Essential Concepts:

• Students develop positive attitudes toward technology uses that support lifelong 
learning, collaboration, personal pursuits and productivity.

• Students use technology tools to enhance learning, increase productivity, and 
promote creativity.

The Teacher’s Role:

1. The teacher will brainstorm with students to create a list of possible jobs/careers.
2. The teacher will assist the students as they choose one of the jobs/careers to research.
3. The teacher will challenge the students to fi nd the fi ve best things and the fi ve worst 

things about their chosen job.
4. The teacher will assist the students as they create a PowerPoint presentation to show 

their fi ndings.

31

Year Level: Content Area: Multiple Intelligences:

• 3 - 5
• 6 - 8
• 9 - 12

 Maths
• English
• Social Studies
 Science
• Cross-curricular

• Verbal/Linguistic
 Logical/Mathematical
 Spatial
 Bodily/Kinesthetic
 Musical
• Interpersonal
• Intrapersonal
 Naturalist
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Student Instructions:

Getting Started:

1. Choose a job/career that you are interested in.
2. Look online for information and/or talk with adults in your community to help you to 

learn more about the job.
3. Determine what you think would be the fi ve best things and the fi ve worst things 

about the job you chose.

Creating the Title Slide:

1. Open a new PowerPoint document.
2. Choose an appropriate background design.
3. Create a slide with the title, “The Best and Worst of 

Being a  ”.
4. Add your name to the title slide.

Creating Additional Slides:

1. Pull down the “Insert” menu to “New Slide”.
2. Choose the bulleted list format.
3. On slide 2, add the title, “The Best Things About 

Being a  ”.
4. List your fi ve “best” reasons.
5. On slide 3, add the title, “The Worst Things About 

Being a  ”.
6. List your fi ve “worst” reasons.

Adding Special Effects:

1. To add transitions between slides, pull down the “Slide Show” 
menu to “Slide Transitions”.

2. Choose the desired transition.
3. To make the bullet points appear one at a time, pull down the 

“Slide Show” menu to “Custom Animation”.
4. Use the effect and timing options to make the text appear one 

line at a time.
5. Repeat steps 3 and 4 for each slide.

Presenting the Slide Show:

1. Pull down the “Slide Show” menu to “View Show”.
2. Click the mouse or use the arrow keys on your keyboard to 

move through the slides.
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Slide Show

What a Character! 

CD-ROM File:

• 48WhatACharacter.ppt

Overview:

In this activity, students choose a character from a book and then will create a slide 
show that analyses the character.

Web Resources:

Amazon - www.amazon.com 
Google - www.google.com.au

Essential Concepts:

• Students use technology tools to enhance learning, increase productivity and 
promote creativity.

• Students use telecommunications to collaborate, publish and interact with peers, 
experts  and other audiences.

The Teacher’s Role:

1. The teacher will show an example of a character analysis slide show.
2. The teacher will help the students choose a favourite character from a 

book they’ve read recently.
3. The teacher will provide the prompts for each slide:

• Describe the character’s physical characteristics.
• Describe the character’s personality.
• This character is like/not like me because...
• If this book were made into a movie, the actor/actress I would 

choose to play the part of this character would be...
• What changes take place in the character throughout the story?
• The biggest challenge the character faced in the book was...
• How did the character deal with the challenge?
• If I had been this character, I would have...

4. The teacher will assist the students in fi nding a picture of their book 
cover.

5. If necessary, the teacher will demonstrate how to create slides in 
PowerPoint.

48

Year Level: Content Area: Multiple Intelligences:

• 3 - 5
• 6 - 8
• 9 - 12

 Maths
• English
 Social Studies
 Science
• Cross-curricular

• Verbal/Linguistic
 Logical/Mathematical
 Spatial
 Bodily/Kinesthetic
 Musical
• Interpersonal
• Intrapersonal
 Naturalist
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Student Instructions:

Getting Ready:

1. Choose your favourite character from a book you’ve read recently.
2. Write down your answers to the following prompts:

• Describe the character’s physical characteristics.
• Describe the character’s personality.
• This character is like/not like me because...
• In a movie, the actor/actress I would choose to play the part of this 

character would be...
• What changes take place in the character throughout the story?
• The biggest challenge the character faced in the book was...
• How did the character deal with the challenge?
• If I had been this character, I would have...

Creating the Slide Show:

1. Open a new PowerPoint document.
2. Choose a background design if desired.
3. Create a title slide with:

• The character’s name.
• The book title.
• The author.

4. Create one additional slide for each of the prompts.
5. Change fonts/sizes/colours and styles.
6. Add clip art and other images.

Adding a picture of the book cover:

7. Go to www.amazon.com or www.google.com.au.
8. Enter the title of your book in the search window.
9. Once you fi nd an image:

a. Position your cursor directly over the image.
b. On a Macintosh computer, click and hold the mouse button (or control-

click).
On a Windows computer, click the right mouse button. A menu should appear.

c. Choose “Copy Image” or “Copy”.
4. Move to the desired slide.
5. Pull down the “Edit” menu to “Paste”.
6. Be sure to give credit for the source of the image:

Add text below the image, “Image from www.amazon.com”.
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