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Proofreader


Proofreader
Objective:  students practice using the spelling and grammar checker, the find and replace feature and the thesaurus

1. Double-click on the Microsoft word application to open it.
2. A blank document appears at the top of the screen.
3. Click and type and ruler settings.
4. From the tools menu, choose options.
5. In the options dialog box, click the edit tab.
6. Choose the enable click and type checkbox and click ok.
7. If the ruler is not visible, from the view menu, choose ruler.
8. COPY following paragraph EXACTLY as it appears, including mistakes.   Right click, copy, then go to your document and right click, paste.
The Future

What does the future hold?  Computers will be as commonplace as the dishwasher and not just for the privileged few..  Computers will be smaller, faster, more more effective, and less costly.  More emphasis will be placed on computer ethics, and the Internet will be available to all schools and children.  multimedia software will offere speech recognition, and be easier to use.  Computer storage capacityo will be improved, and otpical drives will allow teachers and studetns to access software more easily.  More networkable machines will be available; student advances in networking will lead to better communication between differnet classrooms, different schools, and different school districts.

Change the grammar and spelling preferences

1. From the tools menu, choose options.
2. At the options dialog box, click the spelling and grammar tab.
3. Make the following selections:
a. uncheck “check spelling as you type”

b.   uncheck “check grammar as you type”

c.   select “check grammar with spelling

d.  click OK

Check for spelling and grammar errors

1. Click the mouse at the beginning of the paragraph you just typed.
2.  From the tools menu, choose spelling and grammar (f7).
3.  The spelling and grammar displays misspelled words or grammatical errors.  If you want to change, click change, if you want to delete and extra word, click delete.  Continue checking document.  If the word in question is not misspelled, for example, “networkable,” you can add it to the Microsoft dictionary by clicking Add or you can ignore it.

HINT:  there are five spelling errors and three grammatical errors.
Thesaurus

Use the Microsoft Office’s Thesaurus to change three words:  “privileged,” “efficient,” and “available.”

1. Select the word for which you want to find a synonym, in this case “privileged.”  Click on the word or click and drag.

2. From the tools menu, point to language and then choose thesaurus.
3. At the dialog box, select the word you want for the replacement, in this example, choose “fortunate,” and click replace.
4. Now select the word effective and change it to efficient.
5. Finally select the word available and change it to assessable.
Find and replace

1.  From the edit menu, choose replace.
2.  At the find and replace dialog box, click the replace tab.
3.  Perform the following:

· for find what, type “costly”

· for replace with, type “expensive”

· click replace all

4. Word replaces on incident of costly with the word expensive.
5. Press close.
SAVE TO YOUR JUMP DRIVE AND PRINT ONE COPY!

