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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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Teacher Tools & Mini-Lessons

Charting Student Progress (Part 1)

Year Level:

• P - 2 Teachers
• 3 - 5 Teachers
• 6 - 8 Teachers

CD-ROM Files:

• 09ProgressChart.xls

Overview:

In this activity, the teacher will learn how to chart students’ progress using the Excel 
spreadsheet.

Software/Equipment:

• Microsoft Excel

The Teacher’s Role:

1. The teacher will enter data into the spreadsheet to chart student progress on:
• spelling tests
• pages read per week
• reading quizzes
• other

2. The teacher will use the chart wizard 
to create a bar or column graph of 
the data.

3. The teacher will update the data and 
chart as necessary.
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Teacher Instructions:

Setting up the spreadsheet:

1. Open a new blank Microsoft Excel workbook.
2. Click and drag in the header area to resize columns as necessary.
3. In cell “A1”, enter “Students:”
4. In cell B1, enter “Week 1”.
5. In cell C1, enter “Week 2”.
6. Continue to enter weeks across the top of the spreadsheet.
7. Enter student names in column A.

Entering Data:

1. Enter the number of pages each student has read for week one in 
column B.

2. Enter the number of pages each student has read during week 
two in column C.

3. Continue entering data as you collect it.

Creating the Chart:

1. Click in cell A1 and drag to select ONLY the cells with data.
2. Pull down the “Insert” menu to “Chart” (or click the “Chart Wizard” 

icon in the toolbar at the top of the screen).
3. Choose the “Column” chart type with the stacked option.
4. Click the “Next” button two times.
5. Enter the title, “Reading Progress”.
6. Click “Next”. Click “Finish”.
7. This will generate a chart and put it on your screen.
8. Click and drag the chart to move it.
9. Click and drag a corner handle point to resize it.

Alignment of Student Names:

If all student names are not visible in the chart:
1. Double click a student name at the bottom of the chart.
2. Click the “Alignment” tab.
3. Click and drag the red diamond to the bottom.

This will change the alignment to -90 degrees.
4. Click OK.

Doing  More:

See part B of this activity to learn to add weekly data, change the chart view 
and how to fi lter the data.
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Teacher Tools & Mini-Lessons

Uncovering The Story 

Year Level:

• P - 2 (Teachers)
• 3 - 5
• 6 - 8

CD-ROM Files:

• 18UncoveringStory.ppt

Overview:

In this activity, the teacher will use PowerPoint slides to write (or replicate) an easy 
reader story and will use the rectangle tool to cover different words or parts of the 
story. As the teacher and the students read the story together, the students will use 
context clues, pictures and other “detective” skills to predict what is hidden behind the 
rectangle.

Software/Equipment:

• Microsoft PowerPoint
• Projector or large screen display (for large group)
• Computer screen (for small group)

The Teacher’s Role:

1. The teacher will write or recreate a story in PowerPoint and 
then will cover words or parts of the story with rectangles. 
(See instructions on the following page.) 

 OR

 The teacher will open the example fi le from the CD-ROM.
2. The teacher will show the story using a projector for a large 

group or on a regular computer screen with a small group of 
students.

3. The teacher and students will read the story together.
4. When they encounter a covered word or part of the story, 

the students will predict what is hidden.
5. The teacher will prompt the students and lead discussions 

about different options/answers.
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Teacher Instructions:

Creating the Story:

1. Open a new PowerPoint document.
2. Choose a background design template, if desired.
3. Use the provided text areas or use the text box tool to add text.
4. Write one or two lines of the story on each slide.
5. Add clip art, if desired.

Hiding Parts of the Story:

1. Use the rectangle tool to cover words or other parts of the story on 
each slide.

2. Change the colour of the rectangle and add a shadow, if desired.
3. Repeat steps one and two for each slide, covering one or two things 

on each.

Preparing for the Lesson:

1. Connect the computer to a projector or large screen.
 Note - for a small group of students, you can use a regular computer  
 screen.
2. Open the PowerPoint story fi le.
3. Be sure you are in the “Slide” view -- not the “Slide Show” view! 

(Pull down the “View” menu to “Slide View”.)

Presenting the Lesson:

1. Ask the students what they know about detectives. Allow a little 
time for discussion.

2. Tell the students that they will need to use their detective skills to 
uncover the hidden parts of a story.

3. Read the story aloud, pausing when you get to a covered area.
4. Have the students predict what is hidden.

 Use prompts/questions such as:
• What word do you think is hidden?
• What are some other options?
• Why do you think it might be  ?
• What clues did you use to discover the hidden word?

Revealing the Hidden Areas: 

Option 1
Click and drag the rectangle away from the hidden area.

Option 2
Click the rectangle and press the delete key on your keyboard.

Option 3
Click somewhere within the text box (not on the rectangle), and the 
rectangle will temporarily disappear. Click away from the text box and the 
rectangle will reappear.
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Student Activities

Discovering Literary Devices 

Year Level:

• P - 2
• 3 - 5
• 6 - 8

CD-ROM Files:

• 36LiteraryDevices.ppt (example fi le)

Overview:

In this activity, students will create a table to defi ne and give examples of at least fi ve 
literary devices. Students will then print their table and use it to record examples of 
each literary device from their own reading and writing.

Software/Equipment:

• Microsoft PowerPoint
• Projector/Large screen display (optional)
• Printer

Web Resources:

• http://www.spellingpolice.com/higher/higher.html

The Teacher’s Role:

1. The teacher will provide general information about literary devices.
2. The teacher will assist the students as they set up a table to record their information 

and examples of literary devices.
3. The teacher will provide the time frame and parameters for the activity.

36
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Student Instructions:

Setting Up the Table:

1. Open a new blank PowerPoint document.
2. Pull down the “Insert” menu to “Table”.
3. Create a table that is 7 columns by 7 rows.
4. Resize the table so that it fi lls most of the slide.
5. Highlight all cells.
6. Change the font size to 12 pt.

Formatting the Table:

1. Pull down the “View” menu to “Toolbars” and pull over to choose “Tables” and 
“Borders”.

2. Highlight the fi rst three cells in the top row.
3. Click the “Merge Cells” button in the “Tables and Borders” toolbar.
4. Highlight the next two cells in the top row.
5. Click the “Merge Cells” button.
6. Highlight the last two cells in the top row.
7. Click the “Merge Cells” button.
8. Label the top two rows as shown below.

Entering Information:

1. In column 1, enter the names of 
fi ve literary elements.

2. In column 2, enter the defi nition 
of each literary element.

3. In column 3, enter an example of 
each literary element.

4. Look in books, magazines, 
newspapers and online sources 
for examples of each element.

5. Record them in columns 4 and 5.
6. Look through your own writing 

- reports, creative writing 
assignments, poetry, journal 
entries, etc. for examples of each 
element.

7. Record them in columns 6 and 7.
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