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Introduction

If you are a teacher or pupil in Scotland, recent versions of Microsoft Office, including
Word, PowerPoint and OneNote can be accessed and downloaded from Glow for free,
including copies of the software for home use. See the Glow Help Wiki site for more
information: bit.ly/Glow-more-info

This guide explores the features in Word 2016 for Windows. Some of the tools may not be
available in the Word App for iPad or in the Mac version.

Why Microsoft Word?

Microsoft Word is probably the most used word processor in Scottish schools and
colleges. For some learners, Word’s ‘Ribbon’ with its multitude of Tabs and
features can be overwhelming and difficult to navigate, particularly for those with
additional support needs.

DOC

But with a bit of creative thought and some ‘know how’ Word can be customised
to make it more user-friendly and support a range of literacy difficulties.

WordTalk and the Scottish Voices
Another reason why Word is such a useful word processor is that you can download
and install the free WordTalk add-in for Microsoft Word.

WordTalk is a 'text reader’ and reads aloud text on a page.

The main features of WordTalk include:

Speaking the entire document, paragraph or word;
Highlighting the text as it goes;

A talking dictionary and spell checker;
Adjustments to the word highlight colours;

Changing the voice and the speed;

B Convert text to speech (wav or mp3) CPS W xR VAL & Help

WordTalk is available to download from the CALL website: www.wordtalk.org.uk/home/

The Scottish Voices

The Scottish voices, Heather, Stuart and Ceitidh, are free quality voices, available to
download for Scottish schools, colleges and universities. The voices are compatible with
WordTalk and can be used in combination with the ‘Speak’ button in Word (see page 15).
For more information on the Scottish voices go to: www.thescottishvoice.org.uk/home/

Please note that even with the range of adjustments that can be made in
Microsoft Word, it may not be a suitable word processor for children with ASN.
Other literacy support programs such as Clicker 7 (primary) or DocsPlus
(secondary) should be considered, e.g., (bit.ly/clicker-software).



http://bit.ly/Glow-more-info
http://www.wordtalk.org.uk/home/
http://www.thescottishvoice.org.uk/home/
http://bit.ly/clicker-software

Customising fonts and background colours

Change the background colour in Word D @ D

One of the quickest and simplest ways of customising or
personalising Word documents is to change the

background colour.

Changing the background colour of a Word document can HE BN BN
help learners with visual stress (e.g., experience
difficulties with black text on a white background) to I
read and write text more easily. I Gold Accent 4
|| I I EEE.
Standard Colors
Click on the ‘Design’ Tab and choose Page [ J | EEEER
Colour - located on the far right of the Group. Mo Color
Choose a colour from the drop-down menu.
Maore Colors...
Eill Effects...

More Colours allows users to finely tune the colour of

the page.

Watermark Page Page
= Color = Borders

Page B Theme Colors

The Picts in Scotland

Known as 'Picti’ by the Romans, meaning 'Painted Ones' in
Latin, these northern tribes constituted the largest kingdom in

Dark Age Scotland.

They repelled the conqu|ests of both Romans and Angles,

creating

disappei The Picts in Scotland

swallow|  Known as 'Picti’ by the Romans, meaning 'Painted Ones’ in
Togethe | atin, these northern triles—amctitotod tha losaocs Linadom in

Dark Age Scotland.

They repelled the conq
creating a true north-s
disappear from history
swallowed whole by th
Together they created

The Picts in Scotland

Known as 'Picti’ by the Romans, meaning 'Painted Ones’ in

Latin, these northern tribes constituted the largest kingdom in

Dark Age Scotland.

They repelled the conqu|ests of both Romans and Angles,
creating a true north-south divide on the British Isles, only to
disappear from history by the end of the first millennium -
swallowed whole by the history of another group, the Gaels.
Together they created the Kingdom of Alba.

There is a great deal of controversy over the benefits of changing colour

backgrounds or using colour filters. Anecdotal evidence from learners suggests that
customising fonts and background colours can make a big difference. However,
research by Uccula, Enna & Mulatti (2014) questions the empirical and evidenced-

based research of visual stress and colour overlays:

http://journal.frontiersin.org/article/10.3389/fpsyg.2014.00833/full



http://journal.frontiersin.org/article/10.3389/fpsyg.2014.00833/full

Change the font (typeface) style and colour
As well as changing the background colour of a
document some learners benefit from using different

fonts, particularly non-serif fonts (do not use serifs,

small lines at the ends of characters) such as Arial,

Verdana, Trebuchet or Open Dyslexia.

Trebuchet M5 = 11

B I U -~ abe X, X°

|nsert

Design

Layout

A A

A-¥-A-

Aa~- Ff»

Font a

Open Dyslexia, for example, is bottom weighted and has consistent spacing between
characters, thereby avoiding the appearance of mirrored or reversed letters.

Select the Home Tab and ‘Font’ located at the bottom of the

Group.

Click the small
arrow to show the
Font Panel.

Choose the ‘Advanced’ Tab on the Font Panel for additional options to adjust Character

Spacing, if required.

Character spacing increases the space between individual
characters. Some learners may find the spaces between letters

easier to read.

Set As Default. A font style can be ‘Set As Default’ so the same font opens every time a

new document is opened.

|:| Superscript
|:| Subscript

Preview

[] Kerning for fonts:

Font Advanced
Font: Font style:
Trebuchet M5 Regular
Titillium Web ”
Traditional Arabic Italic
Trajan Pro Bold
Trajan Prn 3 Bﬂld Itallc
Automatic = Character Spacing
Effects Scale: 1005 o
[] strikethrough Spacing: | Mormal “ | By =
[] Double strikethrough N —
Position: | Marmal b By: -

*

Foints and above

Trebuchet M5

Set As Default

Text Effects...

This is a TrueType font, This font will be used on both printer and screen.

Cancel 3




Use Line Spacing

Some learners, with a lower speed of processing and decoding, would benefit from Line
Spacing, e.g., the amount of space between lines in the document - more space between

lines of text can make it easier to track.

Line Spacing is located on the Home Tab and includes options to create different spaces
between lines: 1.0 (single line spacing) to 2.0 (double line spacing) and above.

The Advanced Line Spacing
options can be found under
Paragraph or in Line Spacing
Options on the drop-down
menu.

Here line spacing can be finely tuned to
meet the needs of different users.

Remember to select or click ‘Set As
Default’ and ‘OK’ so line spacing
preferences are set as default for new
documents.

Keyboard Shortcuts - try
experimenting with some
keyboard shortcuts to quickly
change line spacing!

° Ctrl + A = to select all text.
Ctrl + 2 = double line spacing.
Ctrl + 5 = line and a half spacing.

Ctrl + 1 + single line spacing.

Home Insert Design Layout References Mailings Review A
- - = T - ,ﬂ' +:1-;—-'-1il_—-'- {'—'}E
wad LM B N B M B A EoRE =R = 2L T | abbced
e x, X’ QA-FT.oA- SE=plEr DHE T Normal
Font ] Ta 10
1.13
1.5
2.0
2.5
3.0
Indents and Spacing  Li e Breaks

General
Alignment: Left -

Dutline level: | Body Text e Collapsed by defaulf

Indentation
Left: Ocm 3 sSpecial:
Right: Ocm 3 (nane) ~
[] Mirror indents
Spacing
Eefore: Opt = Line spacing:
After: apt 5 Multiple ~

|:| Don't add space between paragraphs of the same style

Preview

Samphe Text Sample Tewt Samplbe Text Sumple Text Sample Text Samphe Text Sample|
Sampls Text Sample Text Sample Text Samphs Text Sample Text Sample Text Sample|
Samphe Text Sample Text Sumpbe Text Sample Text Sample Text Samphe Text Sample|

Tabs... Set As Default




Text alignment

When writing in a Word document try to ensure the
text is ‘left-aligned’. Text which is Justified (straight
lines down each margin) or Centred can be
problematic to read for some due to the uneven
space between words. Text which is left-alinged - abe X, X°
provides even spacing between words, sentences and

Home

Insert Design

s -1 - A A Aa- B = - iz Yo

A-¥-A- E===

paragraphs.

Text can be aligned directly from the Home tab or in Paragraph panel. A benefit of using
the Paragraph panel is that adjustments can be Set or Saved As Default.

Indents and 5pacing  Line and Page Breaks

General

Alignment: Left W

Outline level: | Body Text

Sample Text Samplhe Text Samphe Text Sample Text Sample Text Sarple Text Sample Text
Sarple Text Sample Text Sample Text Sample Text Sample Text Sarple Text Sample Text
Sampde Taxt Sample Toewt Sample Teat Sample Text Sample Text Sampde Text Sample Teut

Set As Default

For more information on Line Spacing and font alignment see:

B British Dyslexia Association (PDF Style Guide): bit.ly/BDA-Style-Guide

° See also Accessible Text: Guidelines for Good Practice

Accessible Text: Guidelines for Good Practice is a guide
for schools on 'how to' produce accessible resources.

It provides a brief overview of the issues involved with
accessibility, duties and legislation and the context within which
they are set.

The curriculum includes all of the experiences which are planned
for children and young people through their education.

It is not specific to subject areas but applies to activities that take
place across the school.

The guide also provides advice on the importance of using Heading
Styles in Word to aid navigation and accessibility.

Accessible Text:
Guidelines for Good
Practice

A teacher’s guide to creating
accessible learning resources

Fran Ranaldi and Paul Nisbet

‘ ALL Scotland

THE UNIVERSITY
{ EDINBURGH

Download the guide from the CALL website: bit.ly/accessible-text-guidelines



http://bit.ly/BDA-Style-Guide
http://bit.ly/accessible-text-guidelines

Print Layout, Read Mode and Web Layout

Word provides different ways to view documents and preferences for reading text easily.
Depending on individual need, learners can choose from different reading layouts or
views. The main views available in Word are Print Layout, Read Mode and Web Layout.

You can choose which view you want to use by selecting the View tab on the Ribbon.

Print Layout view is the default view and the one most closely related to what your
document will look like when printed. Print Layout allows you to see your headers and
footers in place, what your margins look like, how your text boxes appear in relation to
the text, and what your graphics look like in your document.

Read Mode and Web Layout offer alternative ways of formatting or reading information in
Word. The default layout in Word is ‘Print Layout’.

Navigate to the ‘View’ Tab and experiment with the various views for reading and writing.

le Home Insert Draw Layout References Mailings
| Ll o [=] Outline j ID DD Ruler Q Ijb_*) D One Page
) =4 =l Draft ‘_" ] (-.-) L] Gridlines El [f Multiple Pages
Read = Print  Web Learning = Vertical Side o Zoom 1005 .
Mode Layout Layout Tools to Side [ Mavigation Pane €l Page Width
Views Immersive Page Movement Show Zoom
Read Mode

Read Mode transforms Print Layout from a linear style into an ‘e-Book’ format with options
to change the page colour (Sepia and Inverse), the number of columns and width and to
navigate right to left (and vice versa) between pages.

File Tools View

D Edit Document
Th( Navigation Pane

The K [3 s gommens rre high horse-
head cowmuicth -+ Jing next to a

new e % Page Color » l:l None d

Clyde irron
= Layout » Sepia !
in The - ’p

built t AZ sables ==[=
the Fe AZ reeseny €3, S

oject

The st L.? Read Aloud designed
sculptor Anay scott and were co
pleted in October 2013.

The sculptures form a gateway at
the eastern entrance to the Forth
and Clyde canal, and the new canal
extension built as part of The Helix

See Learning Tools in Word
(page 8) for more features in
Read Mode.

The Kelpies Text.docx - Word

tre, and sit beside a newly devel- pulling the wagons and ploughs,
oped canal turning pool and exten- barges and coalships that shaped
sion. the structural layout of the area.
This canal extension reconnects the Retaining The Kelpies as the title for
Forth and Clyde Canal with the River these equine monuments, Andy
Forth, and improves navigation be- sought to represent the transforma-
tween the East and West of Scot- tional and sustainably enduring
land. qualities The Helix stands for
. through the majesty of The Kelpies.

The history of The

L}
Kalhiac

he Kelpies

The Kelpies are 30-metre high horse-head sculptures, standing next to a new
extension to the Forth and Clyde Canal, and near River Carron, in The Helix, a
new parkland project built to connect 16 communities in the Falkirk Council
Area, Scotland.

The sculptures were designed by sculptor Andy Scott and were completed in
October 2013. The sculptures form a gateway at the eastern entrance to the
Forth and Clyde canal, and the new canal extension built as part of The Helix
land transformation project.

Comparison between Print Layout and Read Mode.




Web Layout

Read the document using Web Layout: View Tab > Web Layout. This is particularly helpful

for readers with visual issues who need a high level of magnification because the

document ‘reflows’ to fit the screen width so that the reader does not need to scroll to

left and right.

Otherwise known as Page Reflow - the text flows down each side of the page when
magnified. This works best when text is simple (not in columns or contains other text

formatting, i.e., overuse of graphics/images/clip art).

In the example below, the page is magnified to 180% of the normal size but the text

remains within the confines of the page.

Q Tell me

Literac_| Home | Insert | Dﬁign| Layout| Referer| Mailing| Review | Add-in | Ginger | Gramr'r| Mathe | Acc-ﬁs| Fx Soft

~ [El outline [ Ruler DOnePage I-'E|NF_'\’\;‘.“."indow [l i el
I—_:l |:| E‘@DDra& [ Gridlines Q [3)3 EIE Multiple Pages EArrangeAll E'D D
Read Print = Web Zoom 100% Switch Macros
Mode Layout Layout [ Navigation Pane ‘El Page Width [ 5plit e e .
Views Show Zoom Window Macros ~
-g-l-l- -|-3-|-4‘-|-5|-:~|_|é!|Sll(!lllllﬁllA
The Kelpies is 30-metre high horse-head sculpture,
standing next to a new extension to the Forth and Clyde
Canal, and near Rivers Carron, in The Helix, a new
parkland project built to connect 16 communities in the
Falkirk Council Area, Scotland.
The sculptures were designed by sculptor Andy Scott and
were completed in October 2013.
:_Eﬁwords [ English (United Kingdom) 25 [ 3
gl B - + 180%

In Web Layout view the page can be magnified up to 500% larger. Use the slider
bar to increase or decrease magnification. Or alternatively, press and hold the
Ctrl key on the keyboard and move the Scroll wheel on the mouse to change

magnification.

Adding a black background with a white or yellow font (high contrast) can help

learners with a visual impairment.

‘Save As’ a Document Template

After you have made changes to Word such as font styles,
line spacing, text alignment etc., save your document as a
Document Template as this will save all your changes and
preferences to a ‘Master’ document. File > Save As and
select Word Template from the drop-down menu.

File name: | My template

Save as type: | Word Document (*.docx)

Word Document (*.docx)
Word Macro-Enabled Document (*.docm)

Authors:

Word 97-2003 Document (*.doc)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)

ncn s 3




Learning Tools in Word

Also on the ‘View’ Tab is a recently new feature called ‘Learning Tools and Immersive

Reader’, an invaluable tool for learners with literacy difficulties.

According to Microsoft

“Learning Tools are designed to help you improve your reading skills by boosting
your ability to pronounce words correctly, to read quickly and accurately, and to

understand what you read.” bit.ly/WordLearningTools

synchronises speech with text highlighting.

There are two ways to access Learning Tools.

o Choose the ‘View’ Tab and ‘Learning Tools / Immersive Reader’.

EECNEE o B4 REFSS

Read Print  Web Learning  Wertical Side

Learning Tools can also help learners to decode words, help with reading and
understanding of what is being read. Immersive Reader can aid concentration as it

Maode Layout Layout Tools to Side

Views Immersive y
AZ . )) E

SEC
Column Page  Text Syllables Read Close

Width = Color = Spacing Aloud  Learning Tools
Learning Tools Close
The Kelpies

The Kelpies
sculptures, sta
the Forth

and

in The Helix, a

connect 16 communities in the

are 30-metre high horse-head

« »r» » I X

nding next to a new extension to

Clyde Canal, and near River Carron,

new parkland project built to

Falkirk Council

Area, Scotland.

B Try experimenting with Column Width, Page Colour, Text Spacing and Syllables to

customise and differentiate reading.
B Choose Read Aloud to hear text spoken aloud.

B Choose the Play/Pause icon to start/stop the narration.


http://bit.ly/WordLearningTools

Select the Next (double arrow) icon if you want the narrator to skip the current sentence
to start reading the next paragraph.

Choose the Previous icon if you want the narrator to skip the current sentence and start
reading from the previous paragraph.

You can change the reading speed using the Settings menu.

Choose the ‘View’ Tab, ‘Read Mode’. When the page changes to ‘Read Mode’
Learning Tools are located under ‘View’.

The Kelpies Text.docx - Word

@- Edit Document
l

art of The Helix land transformation
Th( MNavigation Pane E p
)
The K E Show Comments re h| h E__
& Eé Page Color ' § are a monument to horse
head Column Width 3 jing ne)d A
Forth al = eritage across Scotland.
new € _E;- Page Color y | FOr a Layout »
Bl e (,)I =ayed ires opened to the publicin
Helix, &~ Lot " project As part of the project, the
conne AZ sylbles ties in tH AT Syllables heir own visi
COUN( AZ 1ot 5puing d. eveloped canal

AZ i and extension.
e Text Spacing

| j‘ﬁ Bead Aloud

The st E;l" Read Aloud
extension reconnects the

Read Aloud ip Read Mode is also available for ¢land transforn] sesding speec
the Mac version of Word. -

a monument to horse
e across Scotland.

ypened to the public in
art of the project, they

Learning Tools are also available for OneNote, Word Online and for the OneNote
and Word iPad apps. Not all features exist in every version but OneNote for
desktop, OneNote for iPad and Word Online, offer the full complement of
features including Line Focus and Picture Dictionary.

See the Word Online section for more details, Page 22.



Spelling support

Word’s spell checker ‘Spelling’ may not be the best in the world but the most recent
version has new features to support spelling, i.e., a talking spell checker.

When Word identifies a spelling mistake with a ‘red underline’ the spelling correction can
be read aloud from the drop-down menu (right click the mouse on the spelling mistake to

reveal menu).

In the example below ‘tipe’ is recognised as a misspelt word. By right clicking on the
spelling mistake, Word offers the correct spelling plus some useful synonyms or substitutes

(familiar to) all of which are spoken aloud. This can extremely useful for a learner who
would find it problematic to choose the correct spelling by just looking at the word list.

i Read Aloud
Add to AutoCorrect

AutoCorrect Options...

| like to tipe on my keyboard.
AR5 Spelling 2 type
kind, font, key
tape
- adhesive tape, cassette, ribbon
Paste Options: .
. tip
A landfill, slope, gratuity
;D' Smart Lookup Add to Dictionary
E: Translate [gnore All
% Link r E See More
¥ MNew Comment

Press the F7 key — a shortcut to spell checking and grammar

Another way of checking spelling
mistakes is to press the F7 key
on the keyboard.

This method allows you to systematically
check all the spelling and grammar
mistakes in the document.

The spell checker appears in Word’s
sidebar or panel on the right of the
document.

You can also listen to the Word by
pressing the ‘Speaker’ icon in the
Spelling pane.

Spelling v

tipe

lgnore Once lgnaore All Add

type
tape
tip
tie

tope

LChange Change All

o

type
= kind
« font

. kE}"

10




Grammar support

Word’s grammar checker works in a similar way to Spelling, but uses a thin blue double

line to highlight potential grammar mistakes or ‘Possible Word Choice Error’.

To correct a grammar error right click on the error (double blue line) and choose the
correction from the list - remember to use Read Aloud to hear it spoken aloud.

He was a half hearrted person.

3

existences, times, daylights

£ Grammar r Possible Word Choice Error
half-hearted i FRead Aloud
unenthusiastic, perfunctory, lukew...
‘T Paste Options: Ignore Once
| like sunny day'’s.
L5 Grammar + Possible Word Choice Error
days o) Read Aloud

aloud.

the computer, e.g., Heather or Stuart. To find out more on the Scottish
Voices visit the CALL website: www.thescottishvoice.org.uk/home/

AutoCorrect Options

If a learner is unsure which is the correct spelling offered from the list or a
potential grammar mistake, they can now hear the word and synonyms spoken

The talking spelling and grammar checker in Word uses the default voice on

Also available in the drop-down menu under Read Aloud (in

. . . - o) Read Aloud
Spelling), is AutoCorrect. AutoCorrect can help with the writing see e

composition process - removing the distraction and interruptions Add to AutoCorrect

of spelling mistakes and red underlines by automatically =5
correcting unambiguous errors.

AutoCorrect Options...

AutoCorrect fixes hundreds of common typos and spelling errors on-the-fly. For example,

if you type ‘teh’ AutoCorrect will automatically correct the mistake to ‘the’.

Sometimes a spelling mistake can be so far from the actual word that AutoCorrect will be

unable to identify and change the word.

This is where the options to create customised AutoCorrect spellings is a real
advantage, even if the learner misspells the same word different ways.

11



http://www.thescottishvoice.org.uk/home/

In the example below ‘kemistry’ should be replaced with ‘chemistry’.

B Select ‘AutoCorrect Options’ from the drop-down spelling menu under ‘Read Aloud’.

Under ‘Replace’ type the misspelling.

Under ‘With’ type the correction.

Ensure the ‘Replace text as you type’ is ticked.
Click the ‘Add’ button and finally ‘Ok’

i Read Aloud

Add to AutoCorrect

AutoCorrect Options...

AutoFormat

I like kemlstr Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Replace text as you type
Replace: With: Plain text
kemistry chemistr}d

AutoCorrect Math AutoCorrect AutoFormat As You Type

Correct accidental usage of cAPS LOCK key

Actions

Exceptions...

Formatted text

knowldge knowledge
knowlege knowledge
knwao know
knwon known
knwaos knows
konw know

Automatically use suggestions from the spelling checker

Add Delete

OK Cancel

Repeat the process for other misspelt words. Where a learner used multiple spellings for a

word repeat the ‘Replace’ and ‘With’ process.

To delete a word, press the ‘Delete’ button (you may need to scroll through the

word list to find the word).

The more words are added to AutoCorrect the more accurate it will become, with

less spelling mistakes appearing over time.

12



Smart Lookup

Smart Lookup is another new feature for Word 2016. Smart Lookup automatically finds
information on the Web using Microsoft's Bing search engine without forcing users to open
an Internet browser and run a search manually.

Smart Lookup uses the context of the words around the one being searched in order to
provide you with the most relevant results - because so many words and terms have
multiple meanings - hence Smart Lookup!

A benefit of Smart Lookup is that it provides a visual representation of words, phrases etc.

To use Smart Lookup type a word or sentence, e.g., parabola.

How do | find the turning point of a parabola?

B Right click on ‘parabola’ (Smart Lookup can also be accessed from the Reference

Tab)

B Choose ‘Smart Lookup from the drop-down menu.
B Smart Lookup appears in the right-sidebar - articles, images and definitions.

Eont...

Paragraph...

B 4 =

Smart Lockup

Synonyms k

@

Translate
Link 3
Mew Comment

Ginger Write

amE ¢

Ginger Rephrase

Ginger Translate

Ginger Listen

Smart Lookup is a useful tool to help
with research, projects etc.

Clicking an article will
launch a web browser and
direct to the user to an
external site.

Smart Lookup

Explord  Define

Explore Wikipedia

Parabola - Wikipedia
A parabola is a two-dimensional, mirror-g
curve, which is approximately U-shaped w
oriented as shown in the diagram below

(song) - Wikipedia

is a song by the American rock
the song was released as the second sing
third studio album Lateralus. It was releas

Bing image search

directnx




Using My Add-ins to enhance learning tools in Word

In Word 2016 an Add-in is a supplemental program or extension
that adds custom commands or features to Word.

Add-ins in Word are located on the Insert Tab. The Wikipedia
Add-in is already added as default and appears in the right-hand

sidebar when activated.

ﬁ Store W

3 My Add-ins - Wikipedia

Add-ins

As a default, the sidebar is docked to the right side of the document, but a ‘click’, ‘drag’
and ‘hold’ with the mouse undocks the Add-ins panel and placed anywhere in the

document.

You can search for ‘Sections’ of information or ‘images’ on a topic of your choice.

Wikipedia MR
WIKIPEDIA -
Wikipedia e

f(—:n Biclogy

WIKIPEDIA
sections images infobox ... -

(&) Biology D v

“Biological science® redirects here. It is not to be —
with life science,
For other uses, see Biology (disambiguation). sections images infobox  «s-

@ Show this table

Biology the natural science that involves the sty
and living organisms, including their phys
chemical structure, function, development, evoly
taxonomy. Modern biclogy is & vast and ecle
composed of many subdi

: =ied]  However, despite the broad s
biclogy, there are certain unifying concepts with
consclidate it into single, coherent field, In
biclogy recognizes the cell as the basic unit of i

[ ' (] 1 (. L

branches and

My Add-ins requires an internet connection and access to Windows Store.
Availability of Add-ins will depend on the settings of your school/local authority

security settings.

14




With Office Add-ins you can search by category e.g., Education. Click the ‘Add’ button to
add new ‘apps’ or Add-ins to your collection. Add-ins can be disabled or deleted using the
‘Manage My Add-ins’ console or by right-clicking on the app icon and selecting ‘delete’.

Office Add-ins

MY ADD-INS STORE
Add-ins may access personal and document information. By using an add-in, you agree to its Permissions, License Terms and Privacy Polic
Search jol Suggested for you
Categor
gory % Graph Plotter ad
All L A Task Pane App for Word 2013 that allows user to generate
. graph of different mathematical functions
est
*
Com ) .
- . Manage My Add-ins C Refresh
Office Add-ins
MY ADD-INS | STORE
BEC Earth Enchanted K... L Bing Dictionary (English) &~ ¥ Book of Math Symbols
B BECW b Microsoft Corporation & % samala_?
Contextual for Word . - Handy Calculator LessonPix Symbols
c PROJECT?? i Prakash Surendra ‘@? LessonPix, Inc.
Referd
Sales Lorem lpsum Generator .? Maps for Office I’;;\ Mind-0-Mapper
- Deve U PROJECTTT <”m:: RePoint Technologies
Searc
Training & Tutorial ol
Utilities BBC Earth Enchanted Kingdom A
ol Discover and use media from BBC Earth's Enchanted
Kingdom
e
There are lots of apps or Add-ins to choose
- x

from and more are added every day. One
useful example is Texthelp’s Study Skills:

Use the Texthelp Study Skills
Add-in to highlight key areas of
your document to collect and
group large amounts of text.

Select and highlight the desired text and click
“Collect Selected Highlights” to launch a web
page with your highlights. You can then
extract the highlighted words and place them
in a new document to review. A
reference/citation is conveniently added at
the end of the document.

y to help you prove your point. W
e embed code for the video you
rch online for the video that be

professionally produced, Word pr

igns that complement each other,
, header, and sidebar. Click In
e different galleries.

y styles, your headings change

document, click it and a button
ou work on a table, click wher
k the plus sign.

the new Reading view. You can
e text you want. If you need to
mbers where you left off - evel

Texthelp Study Skills

L
L

Highlight Yellow
Highlight Blue
Highlight Green
Highlight Pink

L

Clear selected highlights

A3

Collect selected highlights

&

Clear Highlights

Collect Highlights

Options
[J Add highlights to document

Hints and tips for classroom use.
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Online spell checking — Grammarly and Ginger

Ginger and Grammarly are ‘online’ or ‘cloud’ based spell checking tools. Both Ginger and
Grammarly integrate into Word as Add-ins. Both are free to use for basic spelling and
grammar checking but require a subscription to use their premium tools, i.e., plagiarism,
text-to-speech.

Grammarly

Grammarly has the ability to correct most grammatical, spelling and punctuation
inaccuracies and contextual text corrections by providing recommendations in a docked or
floating panel from within Word.

Grammarly is particularly good at dealing with spelling inaccuracies within contextual
meanings. It is not limited to spelling and grammar errors but can also detect repetitive
words, poor punctuation, spelling inaccuracies and improperly used adjectives.

For more information on Grammarly visit: www.grammarly.com/office-addin/windows

@ ¥ F R BF ° ? e @
. - ! - =5 Settings
Close Contextual Grammar Punctuation Sentence Style  Advanced Genre Vocabulary Plagiarism pen  View
Grammarly  Spelling structure lssues enhancement i About FAQ  Tour
Status Critical Issues Premium Settings Help
L I'2'I'1'I'§'I'l'l'2'l'3'l'4'l'5'I'6'I'?'I'E'I'S'I'IC"I'II'I
Grammarly

: o ‘I am verey bad at speeling, sometims
y bad | cant reed my own wryting.

~ varay —+ very
Possibly confused word

. sometims — sometimes Press gently on the break to slow the

~E' Possibly confused word

I’'m having a biscuit for my tea brake.

- weyting — wiiting

Ginger

Ginger also has a spelling and grammar checker that identifies errors and offer suggestions
to improve them. Ginger works slightly differently; spelling suggestions appear from the
top of the document.

E B x
i 2 Oram bad at ) I sobad | my own : I

| y—
v z
L YA €) | am very bad at spelling, sometimes | spell so bad | can't read my own writing.

ger100(s

\-z-\-1-.-g-.‘1-.‘z-\-3-.-4-.-5‘.‘5-.-7-.-9-.-9‘\‘w-.-n- - 15 e T

| am verey bad at speeling, sometims | speel so
bad | cant reed my own wryting.

For more information on Ginger visit: http://www.gingersoftware.com/
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Dictation — Speech Recognition Add-in
Dictation is a speech recognition add-in which allows you to use your voice to dictate text.
Dictation is also available for Outlook and PowerPoint.

Dictation requires an internet or Wi-Fi connection.

Dictate must be downloaded and installed to your computer. It is free to download and
use: https://dictate.ms/

After downloading and installing it appears as a new Tab in the Ribbon - ‘Dictation’.

Dictation Help Ginger Grammarly Efofex Q Tell me what

L!J Response: From English (Uni... - ® 9

To English - -
Start Manual About

Punctuation

Dictation Language Options Dictate

You will need to attach a microphone to your computer to get the best results from
Dictation, either by USB, Bluetooth or 3.5mm jack.

As well as dictating text you can also give Dictation ‘Commands’ for inserting punctuation
and new lines:

Say “New line”: Takes cursor to a new line

Say “Delete”: Removes the last line you dictated

Say “Stop dictation”: Terminates the dictation session
Say “Full stop or period”: Types period character (.)
Say “Question mark”: Types (?)

Say “Open quote”: Types (“)

Say “Close quote”: Types (”)

Say “Colon”: Types (:)

Say “Comma”: Types (,)

Dictation also features an ‘Auto’ mode for inserting punctuation but you should
experiment between using Auto and Manual Punctuation for best results.

For more information see: www.microsoft.com/en-us/garage/profiles/dictate/

There’s also a short video of Dictation in action: https://youtu.be/AKs-clfGCQc
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Customising Word’s Ribbon

Minimise the number of Tabs on Word’s Ribbon
You can change the number of Tabs on Words Ribbon by increasing or decreasing the
availability of Tabs.

From this...

Home

Insert Draw View

References

Review Mathematics

To this...

File Insert

Design

Layout

Draw

Mailings

Fewer Tabs will make Word appear less imposing and help learners to stay more on task. A
distraction-free word processor can help learners to focus on what they are writing and
ignore everything else.

To customise Word’s Ribbon, follow the steps below:

1. Click or select ‘File’ and choose ‘Options’ from the left-hand menu.

2. When the ‘Word Options’ panel appears, choose ‘Customize Menu’.

3. On the right-hand panel under ‘Customize the Ribbon’ select the Tabs, you want to
make available by unticking or ticking the boxes.

4. Click the ‘OK’ button to see your Tabs.

General
Display

Proofing

Save
Languag
Ease O
Advanced
Customize Ribbon
Cluick &Access Toolbar
Add-ins

Trust Center

E‘E Customize the Ribbon and keyboard shortcuts.

Choose commands from: (o

Popular Commands A

Accept Revision -
Add Table 4
Align Left

Bullets L4
Center

Change List Level 4
Copy

Cut

Define Mew Number Format...
Delete

Draw Table

Draw Vertical Text Box

Email

Find

Fit to Window Width

Font
Font Color 4
Font Settings

Font Size
Footnote

Format Painter

Grow Font

Insert Comment

Insert Page Section Breaks 4
Insert Picture

Insert Text Box

Line and Paragraph Spacing [

>> QY[FERT S NiiilEHE)

=
m»-

il SR N S

Keyboard shortcuts: | Customize...

Customize the Ribbon: (0

Main Tabs

Main Tabs
[]Blog Post

[insert (Blog Post)

[ Outlining
[JBackgrou
M Home

A Insert

[ Draw
Design

[ Layout

[ References
[ Mailings

-

] Review
BA View

[ Literacy 54
[JDeveloper
1 Add-ins
[~ Ginger

[ Accessibility

New Grovp

Custemizations:

Import/Expo

Click to uncheck and
remove Tabs from Word’s
Ribbon. Click OK to return
to the Ribbon.

Reset *

Cancel
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Auto-hide Ribbon

Alternatively, you can also use the option to Auto- ) Auto-hide Ribbon

hide the Tabs in Word’s Ribbon - all Tabs will Hide the Ribbon. Click at the top
) ) . of the application to show it.

disappear, leaving you with a blank sheet to work

within a distraction-free environment. ’E Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

Auto-hide Ribbon is located on the top right-hand side of =1 Show Tabs and Commands

Word. = | Show Ribban tabs and
commands all the time.

To show the Tabs simply click ‘Show Tabs’ from the menu.

Use ‘Speak’to listen to text spoken aloud Q
4

As well as removing Tabs and other items you can also add new Tabs and Groups.
Speak

button is not available on the Ribbon as default so you need to add it to the

° Use the Speak button to hear text in a document spoken aloud. The Speak
Ribbon (or the Quick Access Toolbar on the top left-hand side of Word).

When text is highlighted in the document, click the Speak button to hear it spoken aloud.
The Speak tool uses the default voice on your computer, i.e., Heather or Stuart.

Set the computer’s default voice on Windows 7: bit.ly/defaultvoiceWindows7

Set the computer's default voice on Windows 10: bit.ly/defaultvoiceWindows10

To add the Speak button to Word’s Ribbon follow the steps below:

1. Click or select ‘File’ and choose ‘Options’ from the left-hand menu.
2. When the ‘Word Options’ panel appears choose ‘Customize Menu’.
3. Under ‘Choose commands from’ choose ‘All commands’ from the drop-down menu.
4. Scroll down to the ‘Speak’ button.
5. Click the ‘Add’ button to send the Speak icon to a Tab of your choice.
6. Click OK.
Choaose commands from: G Custamize the Ribbon: G
All Commands Main Tabs "
W e T N Main Tabs -
% EEZ;:Q ' B [ Literacy Support (Custom)
£ Speak Hig Mew Group (Custom)
Specific PeoMe k []Blog Post
Specific Version... [1Insert (Blog Post)
Speech Bubble: Rectangle wit... ] Outlining
SF'E”?F'Q'“ [ Background Rernoval
EEZ::::E & Gramrmar [] Craig Tab {Custom)

Spike W Home
Spin Button [ Insert
Split ] Draw

Split Add »» b Design

RIBEE =[] EEGEEY

SF'l!t Cells... D Layout
Split Table << Remowve
Square :Fleferences
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Create your own personal Tab — My Literacy Toolbar
As well as customising the Ribbon you can also create a personalised Tab with specific

features to support literacy.

In the example below only one Tab is available which contains personalised features such

as Grammar, Read Mode etc.

Literacy Support

5 O O 7 B3 vo (&

Grammar Insert AutoCorrect AutoCorrect Read Phonetic Spelling Speak Check

AutoText  Options Options  Mode Guide

Mew Group

Accessibility

Follow the same process for adding the Speak button
except select All Commands from the drop-down

Choose commands from: G

All Commands

menu.
Choose New Tab from the bottom right of the panel.
A new Tab will appear in the right column.

Select ‘Rename’ and rename the new Tab, e.g. My
Toolbar, All My Word Tools etc.

Mew Group Rename...
Customizations: Reset =
Import/Export ~

Ca

Add tools from the left panel to the renamed Tab
using the ‘Add’ button ensuring the new Tab is
highlighted or checked.

Finally, click ‘OK’ and return to the Ribbon.

Lraw Vertical Text Box

[ Literacy Support (Custom)
[ Developer

] Add-ins

Ginger

Grammarly

] Accessibility

Mew Group Rename...

Reset * i

Import/Export =

@ Email &1 [ Liter

£ Find E Mew Group (Custom)

"B Fit to Window Width Grarnrmar
Inzert AutoText

Font
Font Color

—

AutoCorrect Options
AutoCorrect Options

Font Size [b:cl Read
mB' Footnote Add == iﬂ Phonetic Guide -
¥ Format Painter L% Spelling -
A Grow Font p  Speak
®] Insert Comment @ Accessibility Checker
E Insert Page Section Breaks r Home

(For an online step-by-step tutorial see http://bit.ly/use-Word-creatively)
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Glow and Word Online

Word Online is Microsoft’s online version of Word which works in a web browser and is part
of the larger Office 365 suite of products. Word Online requires an internet connection
and can be accessed via the Glow Launchpad after signing in: https://glow.rmunify.com

App Library Management Con

My Launch Pad

O
Sign in
Username or Email Address

Password

B Remember my username

o OneDrive
Sign in Microsoft Office 365

N NE ® ' W

OneNote Class Notebook Classroom i Sway Word
v

a5 o[

Planner Tasks Video SharePoint Delve

¥ Install Office 2016 '
Other installations

° Download the most recent version of Microsoft Office from your Glow account - for

free! Although Word Online has similar tools to Word there are many features
unavailable in the online version.

Synchronising and sharing work between school and home
A benefit of using Word Online is that learners can access Word Online at home, using
their personal Glow account, to complete homework activities.

As everything is saved in the ‘Cloud’ or Microsoft One Drive, homework etc, can be
accessed and printed at school by signing into Glow.
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Learning Tools in Word Online

A recent addition to Word Online is Learning Tools, similar to Word 2016 (see pages 7 -8)

albeit with more features, i.e., Immersive Reader.

Immersive Reader aims to improve reading by eliminating external distractions and can

help with literacy difficulties such as dyslexia.

A main feature of Immersive Reader is that it allows the learner to focus on single words
as they are read aloud - background text is greyed out or darkened allowing the user to

focus on one word at a time, thereby supporting fluency, comprehension, word

recognition, and focus.

B Open a document in Word Online and select the ‘View’ tab.
B Select ‘Immersive Reader’.
B Choose a font size, spacing and page background colour (under Themes).
B Select one or more - Syllables, Nouns, Verbs, Adjectives using the colour coding.
B Choose a voice speed - click the Play to hear the text spoken aloud. The
background is greyed out, so learners can focus on each word as it is read.
B Use Line Focus to improve readability, concentration and reading speed.
B Picture Dictionary aids reading and comprehension by seeing and hearing a word
simultaneously.
\/ INSERT  PAGELAYOUT  REVIEW  VIEW @ Tell me what you want to do EDIT IN WORD
¢ = Q [
¢ E 2
mmersive  Navigation Header & Page foom 100%
Reader Pane Footer Ends
fiews Show Zoom
X b4 X
A = i — Ar = ]
A =% L Aa = | ] =%
Text Size . Line Focus @
Syl-la-bles @ ) Off
A WA - - =
Parts of Speech
Increase Spacing @ on B nouns @ ) oF Pi_(ture Dictionary [ o)e
B verbs @ ) of
Font
v adjecti ® ) off
®) Calibri . adjectives )
Sitka
Themes
Voice Speed
v A A —
: —_ .
Aa Aa Aa
Voice Selection
Look for the Speech button to hear text spoken aloud. ® Female
Male

22



Text Size, Spacing and Themes
Adjust the font size, font style and colour themes to customise and
differentiate reading.

X

AA == LI
Text Size
WA aA
Increase Spacing @ on
Font
®) Calibri

Sitka
Themes
.

Aa Aa Aa

All about summer.
The weather is hot and sunny.

Crops grow in the fields.

o] el £1

Bees buzz
Tadpoles
Baby birdg

& All about summer

Trees are

Y
B

L'

The weather is hot

We have ¢

School clq @

Immersive Reader -

Al about summer Aa
The weather is hot
and sunny.

Crops grow in the
fields.

Bees buzz around the

© =

\I”
%

=
=

Syllables and Parts of Speech
Use Syllables to break words into smaller parts to help improve word

recognition. Colour code words into nouns, verbs and adjectives to aid
grammar.

MW = M

Syl-la-bles

Parts of Speech

B nouns
B verbs

B adjectives

All
The weath-er

and sun-ny.

a-bout sum-mer.

All

and sunny.

The weather

about summer.

is hot
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Line Focus and Picture Dictionary
Improve readability, concentration and reading speed with Line Focus by
reading one (or more) line of text at a time.

The weather is hot and sunny.

AA =% L]

Line Focus (@ ) O

The weather is éhotfand sunny.

Picture Dictionary @D On

Picture Dictionary aids reading and comprehension by seeing and hearing a word
simultaneously.

The weather is hot and sunny.

Crop ) the fiel'Sh 1> RO ARG SHNTNY,

) sunny

w in the fields

around the fl ﬁ

grow into tiny froglets.

° Consider using Line _

Tadpoles grow into ti

Focus, Picture

Dictionary, Themes
and Speech in combination to
provide a multi-sensory and
inclusive reading experience.

For more information on Learning Tools visit the poster download section of the CALL
website: http://bit.ly/raisingattainment-learningtools-poster
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Some useful keyboard shortcuts

A few simple shortcuts can help to improve speed and efficiency when using Word.
Keyboard shortcuts can also help those learners who find a standard mouse difficult or

impossible to use.

Try experimenting with the following - have fun!

Add some text to Word (to experiment with)

Type the following characters:
=rand()

Editing Text

Select all the text in the document Ctrl Key + A
Double line spacing (text must be selected) Ctrl Key + 2
Line and a half spacing Ctrl Key + 5
Single Line spacing Ctrl Key + 1
Select single words, sentences, paragraphs Shift + right arrow key
Bold single words, sentences, paragraphs (text must be Ctrl Key + B
selected)

Italicise single words, sentences, paragraphs (text must Ctrl Key + |
be selected)

Right align text (cursor placed at beginning of Ctrl Key + R
word/sentence)

Centre align text (cursor placed at beginning of Ctrl Key + E
word/sentence)

Cut text (text must be selected) Ctrl Key + X
Copy text (text must be selected) Ctrl Key + C
Paste text (text must be selected) Ctrl Key +V
Undo the last action Ctrl Key + Z
Redo the last action Ctrl Key +Y

Increase selected font size

Ctrl + Shift Keys + >

Decrease selected font size

Ctrl + Shift Keys + <

Change text to a heading style (Level 1)

Ctrl + Alt Keys + 1

Change text to a heading style (Level 2)

Ctrl + Alt Keys + 2

Change text to a heading style (Level 3)

Ctrl + Alt Keys + 3

Toggle or change the text between upper, lower and
sentence case (text must be selected)

Shift Key + F3

Insert the current date

Shift + Alt Keys + D

Insert the current time

Shift + Alt Keys + T

Spelling and Grammar

Spell and grammar check

F7 Key

Thesaurus

Shift Key = F7

Saving the Document

Save As F12 Key

Save Ctrl Key + S

Accessibility Shortcuts

Access the Tabs on the Ribbon Alt Key + F

StickyKeys (use the keyboard with one hand) Press the Shift Key 5 times
Print the document Ctrl Key + P

Close the document F4 Key
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More information

For more information, advice on supporting learners with literacy difficulties,
visit the Dyslexia section of the CALL Scotland website:
www.callscotland.org.uk/information/dyslexia/

The dyslexia section includes advice and tips on using technology, as well as a range of
case studies and research on a range of literacy-related issues.

Dyslexia

What is Dyslexia? Writing Reading
A working definition. What can help? What can help?

Hamish's story What the Research
Using iPads in School. Says

Is there any evidence?

You can also get in touch by phone: 0131 651 6235

Or email: callscotland@ed.ac.uk
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