Microsoft Word - It is easier for students to go from one computer to another if all settings are the same.  The settings on this document are taken from the computers in the lab.  I have found these to be less frustrating than the default settings (capitalization, bullets, numbered lists, symbols).

From Tools in the Toolbar go to AutoCorrect and make sure these settings are in place at each of the 4 tabs.
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FYI:  I copied only the active window by pressing ALT+PrtSc (alternate key and the print screen key, stroke similar to making an uppercase letter) then pasted it in the document.
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Show or hide control characters - showing the marks helps you and the student to learn correct spacing and formatting - they can get used to it if you frequently use it for proofreading purposes.
1. On the Tools menu, click Options, and then click View
2. Select or clear the appropriate Formatting marks 
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Creating Blank Write-on Lines 

· To keep a partial line (for writing) on the same line as text, you will need to place a space at the end of the line on which you began typing the underscore _____________________________ ____________________________________________________________________________________________________________________________________________ the remaining underscores will automatically wrap unto the next line of typing.

· To prevent a group of typed underlines having the last line converted to a bold line (border) automatically, remove the checkmark from borders in the AutoFormat As You Type tab - the check mark is by border on the example on the previous page.

Set customized font settings for your default document  - With size 14 font (any choices you prefer, I use size 14 in the elementary computer labs) chosen in a new document:  Format - Font - click Default - Yes
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