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1: Microsoft Excel Basics Tutorial - Learning How to Use Excel
Microsoft Word is a word processing program that allows for the creation of both simple and sophisticated documents.
The program is equipped with templates and wizards to help you create useful documents such as resumes, letters and
fax cover sheets.

It is important to process raw facts into meaningful information. Microsoft word can benefits teachers and
students to create new innovative methods of learning and teaching. Microsoft word and Microsoft office suite
for students help to transmit educational materials and practice systematically in school and university faster
with higher quality. Microsoft application is a teaching tool for tutors and teachers. In which tutors can use
Microsoft word templates to teach complex fundamental into simple methods. Write a letter for school leaving
certificate. In traditional education method, students write and practice school leaving certificate on
notebooks. But in future students need to print the letter or all the departments will be becoming digital. So,
my point is why not teachers teach or give them freedom to write a letter on Microsoft Word with traditional
practice methods handwritten. While same time Government of India or others countries are branding IT
education in schools for students. And to achieve this purposes around the world school and colleges. I believe
Microsoft Word is an important application that can improve and maximize practical education practices in
schools and colleges. Microsoft word can help students to correct the mistakes in real time and develop
self-learning I was teaching Microsoft excel uses in daily life yesterday for my students. I asked during the
conversation, what is intelligence? They told me different answers that it is about skills, education, knowledge
and learning, problem-solving etc. Most of them completed the bachelor degrees in India. But they are not
confident in their answer what intelligence is. I told them that according to me intelligence means in the
example that intelligence is a chairman of skill, knowledge, learning, habits, thoughts, creativity, critical
thinking and focus. Google translating or explaining the intelligence in his ways it means the ability to acquire
and apply knowledge and skills. But I am saying, intelligence is the ability that is used to takes a decision in
critical situations by using acquired knowledge and skill. So, how intelligence is connected with Microsoft
Word, Teachers and Students? Simple examples about the importance of Microsoft Word in Education: When
you type on wrong spelling on Microsoft Word it highlights your mistake in the red line in real time. Then you
right click and correct it. Similar, students observe spelling mistake in real time. It means they will try to take
the decision based on suggestion after click on the word underline red. Now they can observe, judge, think
which one spelling is correct? That is going to self-learning practices and freedom leadership to take the
decision. It will improve their brain power, thinking pattern. And if students are able to do that small work,
teachers can maximize their topic broadly. Students and teachers can insert and use diagrams, table, chart, and
smart art etc. They can use it to teach, define, and explain complex lessons in simple methods. But how it is
benefiting them. Chart, table, smart art and shapes and various other visual objects can benefit students to
understand more about the topic practically. Computer teachers have to teach such skill to students about
various computer applications. While word in one simple diagram, enhance students ability to solve daily life
problems by using technologies. In future, I hope such students will create innovative solutions for
environmental problems, corruption and help to reduce unemployment problems. The world is facing so many
problems. We need people in our Govt. Departments, parliament, business, and workforce etc. Intelligence is
not about you have the degree. Intelligence means you have capacity and algorithm inside the brain to solve
the problem at low cost in less time. This algorithm is already in their brain but it will develop with the time.
But using technologies in the classroom to improve critical thinking and creativity in students mind will be the
key. Microsoft word application is not only accessible to school and college computers. But you can access
this application at home. The benefit will generate for students and teachers that teacher can connect with
students. They can collaborate on the same documents. I mean Microsoft word is now a cloud-based
application that you can use anywhere and work with your team. As you know there are various uses of
Microsoft Word in our daily life. The important point here, teachers and tutors have to make a list of tool and
functions that are beneficial to improve human students natural intelligence and instinct. Microsoft word uses
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and features. I have more to say but I think you can understand how effective it is to use Microsoft word
application in education. In conclusion, I want to say that the use of technologies in the classroom should be
directed to enhance intelligence in students mind and not to make them lazy and less critical. If you want to
learn Microsoft Word then following is the recommended Online Course.
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2: 32 Engaging Ways to use Microsoft in your classroom â€“ Microsoft Australia's teacher blog
Learn with a Microsoft Certified Trainer With our Microsoft Certified Trainers, you can be confident that your skills will be
accurate, complete, and up to date. Choose a traditional classroom training setting or one of the Microsoft Official
Course On-Demand (MOC On-Demand) options.

Most computers in school computer labs use Microsoft Office, which contains Microsoft Word. The easiest
way to teach this program is in a computer lab that either has a Smart Board or a computer hooked up to a
large monitor or mounted television. If you have only a few computers, you can teach Microsoft Word to your
students in small groups and by working with them to learn how to type, print, and save a document. If you
teach high school students, you might teach them about some of the other features of Microsoft Word such as
building a table or creating a mailing list. Microsoft Word is easy to use, and many of your students will have
used it at home before they get to your computer lab or classroom. Show students how to open a new
document. Once students have the document open, show them how to choose the type and size of the font they
want to use. Show students how to make sure the margins and spacing are correct on their document. Point out
the top of the Microsoft Word page, where several different options available. When they want to check
margins and set the spacing to single or double, they need to look in the Page Layout or Paragraph menu.
Again, it will depend on which version of Microsoft Word your school uses. While you are typing a sample
document, your students can also type one on their computers. This is a very important skill to teach your
students. Students need to learn to save the document to the hard drive and to back it up on a flash drive.
Microsoft Word allows you to create different folders to store your documents. Type the title of the document
you just typed and save it in the new folder you just created. Then give your students a chance to practice this
as you walk around the room and observe. You will also want to show your students how to save their
document to a flash drive. This is a good time to talk to students about backing up their work. Close the
document and exit Microsoft Word. Show students what will happen if they try to exit the program or close
the document without saving it first. The word processing program will prompt students as to whether or not
they want to save the changes to their new document. Things You Will Need Smart Board or computer
hooked up to a TV monitor Student computers with Microsoft Word Tip Once your students have mastered
these basic steps or if you teach a class of older students, give them time to explore the many features of
Microsoft Word. Challenge students to change the color of the print, insert a graphic or a border or make their
type bold or italicized.
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3: Windows 10 Training | Windows Training
Microsoft Word is the most popular word processing program - and justifiably. It is easy to use and allows you to create
all different types of documents. Our guides will show you how.

Microsoft Excel is a powerful spreadsheet application that can be used for anything from a simple database all
the way up to a full fledged Windows application full with windows forms, macros, and add-ons. You can use
Excel to calculate a car loan payment, graph data, manage customer records, keep an address book, etc. Excel
is currently used by most large financial institutions for daily financial data analysis. It has a huge range of
financial functions, formulas, and add-ons that allows you to use Excel to store and analyze data in a simple,
quick way. Open Excel and a new workbook will automatically be created. A Workbook is the top level object
in Excel. It contains Worksheets, which hold all the actual data that you will be working with. A workbook
starts off with three worksheets, but you can add or delete worksheets at any time as long as there is at least
one worksheet in a given workbook. Now depending on the version of Excel you are using, the following
screen may look completely different. Microsoft has changed the interface wildly from Office to to and finally
in Office just makes the look more clean, but the overall layout is still the same. Across the top, you have the
Excel ribbon with multiple tabs and also a bunch of little icons at the top in the Quick Access Toolbar. These
little icons let you perform very common Excel functions like adding or deleting rows in the worksheet or
freezing panes, etc. If you want to customize the ribbon interface, i. By default, it shows you the popular
commands, but you can click on the dropdown to see all the possible options for different tabs. Also, one
option I really like is choosing Commands Not in the Ribbon from the dropdown. This is the default number
that every Excel workbook starts off with. This is where you can perform many common tasks such as
opening a workbook, creating a new one, printing and more. Getting Started with Excel The best way to learn
anything is to actually do something useful and Excel is the best example of this! Sounds like a simple
problem and it is once you get the formula in your head! In Excel, the columns are labeled starting from A and
continuing to Z and beyond. A cell is simply a particular row number and column, i. A1 is the very first cell in
an Excel worksheet. The grid is now nicely centered with all the data directly underneath the headings. Click
on cell A1 and drag the mouse while holding the button down to cell D1. Right click and select Format Cells.
Now there are two options you have at this point. This floating menu is kind of a popular options toolbar that
lets you quickly change the font, change the text size, format the cell as money or percentage, lets you change
the background or font color and add borders to the cell. If you have to do some more advanced formatting not
available in the quick toolbar, then go ahead and open the dialog. In the Format Cells dialog, click on the
Patterns tab and select a color from the palette. I chose yellow to make it distinct. This time go to the Border
tab. Click on the Outside and Inside buttons and you should see the small display box directly below the
buttons change accordingly with the borders. Click OK and you should now have black lines between all of
the cells. You can do this type of formatting for your data also in the way you feel appropriate. So we want to
first calculate the average grade for our 5 students after their 1st three exams. Add a header called Sum in
column F and Avg in column G and format them the same way we did the other header cells. When you type
in the first parenthesis, Excel will display a little label showing you what types of variables this function takes.
The word SUM is a built-in function in Excel which calculates the sum of a specified range of cells. At this
point after the first parenthesis, you can select the range of cells you want to sum up! No need to type the cells
one by one! Go ahead and select cells B2 to D2 and you will see that the formula is automatically updated and
is in blue. And now you have the sum of the numbers! Not too hard right!? However, you might say that it
would be a royal pain to do this for a set of or students! Click on cell F2 and then move your mouse slowly to
the lower right edge of the cell. Press Enter and you now have entered your own average forumla! You can use
parenthesis and perform all the math functions in this same way. Excel will calculate the average for the rest
of the cells using your formula. We have to know three pieces of information: Here is the formula, which I got
from this site. So the equation would become: You should now see the grade required and also the formula in
the formula bar above the column names. As you can see below, Student A needs to get at least a 49 to make

Page 4

LEARN USE MICROSOFT WORD IN YOUR CLASSROOM (LEARN USE) pdf
sure they get a 70 passing score for their final grade. Again, grab the bottom black box of the cell and drag it
down to the bottom of the data set. Please leave your comments on this Excel tutorial! August 9, by Aseem
Kishore. He began blogging in and quit his job in to blog full-time. He has over 15 years of industry
experience in IT and holds several technical certifications.
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4: Importance of MS Word in Education - KLIENT SOLUTECH
Need better Microsoft Office lesson plans? Use these resources to teach your students about Word, Excel, PowerPoint,
Access, and Publisher. You can learn more.

The following are the top 10 ways I use this powerful software in the classroom. Word offers excellent help
when you need to learn a new skill or review an old skill. Type the appropriate search term into the search box
and be prepared to read some easy-to-follow explanations. Soon you will feel like a real computer pro. Oh,
and do remember to put Mr. Brochures, newsletters, illustrated stories, business plans, and editorials: You
name it, you can create it with Microsoft Word. Insert comments and communicate with your students
electronically. During the drafting and revising phases of the writing process, provide feedback to your young
authors or colleagues without wasting a drop of ink or a single sheet of paper. Scan or download an article,
save it as a Word document, and then check the Flesch-Kincaid readability level. In case you were wondering,
this list is appropriate for ninth grade and above. Use Mail-Merge, Find and Replace, Send To, the Formatting
Paintbrush, AutoSummarize, Style templates, and more to update old documents, consolidate looks, replicate
lessons, and better reach target audiences. As we all know, writing evolves. Show your students how their
work changes throughout the writing process. From rough draft to final product, in portfolios or on the wall,
see how collaboration and hard work pay off. Customize documents to better meet individual and group
learner needs. Support language and mechanics instruction. When working with students, change, save, and
protect spelling and grammar options. Give peer editors and authors tools selectively depending on the
purpose of the activity. Spice up documents by inserting attention-grabbing graphics. Include tables, visual
organizers, images, spreadsheets, AutoShapes, animated objects, symbols, and more. Like an advertiser, get
your meaning across, whatever it takes. Make your documents interactive. Build your own Web page. Save
your Word documents as.
5: Get started with Docs â€“ Google Learning Center
Read this book using Google Play Books app on your PC, android, iOS devices. Download for offline reading, highlight,
bookmark or take notes while you read Learn & Use Microsoft Word in Your Classroom (Learn & Use Technology in
Your Classroom).

6: Ten Cool Ways To Use MS Word In Your Classroom | Tech & Learning
from Educators' eZine. I love MS Word. It's one of the few programs that has actually changed the way I teach. The
following are the top 10 ways I use this powerful software in the classroom.

7: Word Processing Skills in the Classroom - TechnoKids Blog
Enter your mobile number or email address below and we'll send you a link to download the free Kindle App. Then you
can start reading Kindle books on your smartphone, tablet, or computer - no Kindle device required.

8: How to use Microsoft Word | Digital Unite
It's important that you give your students actual activities that will use the skills and knowledge they gain from your
Microsoft Word lessons. When searching for Microsoft Word practice activities, I found a treasure trove of resources that
other teachers have put together.

9: How to use Learning Tools in Microsoft Word on Windows 10 - Blog - Wise Tech Labs
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Microsoft word can benefits teachers and students to create new innovative methods of learning and teaching. Microsoft
word and Microsoft office suite for students help to transmit educational materials and practice systematically in school
and university faster with higher quality.
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