Basic Accommodations

in Microsoft Word

Create a template that uses a high contrast foreground/background

1. Format the background color
a. Select “Format”

b. Select “Background”
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c. Select the
background
color for your.
document.
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2. Format the text color, size, and font using the formatting toolbar.

a. Selectafont b. Selectthe size

'

c. Select the color
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If you don’t find the “formatting toolbar” in your toolbars, go to “View” then to “Toolbars”,

then select “Formatting”

What are the beneficial features of a high contrast foreground/background?

a. Can facilitate visual feedback

b. Requires a different kind of visual attention.

c. Can facilitate visual-motor access

To save a document as a template

1. Select “File”

2. Select “Save As”
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1. Identify where to
save the template.

2. Name the folder

3. Save as a
“Template” type
folder.

j E Save I
=4 IDocument Template {*.dot) ﬂ Cancel |

What are the beneficial features of saving files as templates?

a. Can assign individual formats to fit student needs
b. Don’t have to recreate formats.

Creating A Shortcut:

1. Left click on the desktop.

13 1
2. Select “New — Eslder
@ Shorkout
3. Select
“ ” @ Eriefrase
ShortCUt ﬁ Bitmap Image
Active Desktop » @ Microsoft Word Document
@ Microsaoft Office Binder
AiEER Hems ' Microsoft PowerPoint Presentation
Line Up I
Rlnfe ph £ens ﬁ Adobe Photoshop Elements Image
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@ Microsoft Publisher Publication
Paste Text Document
Paste Shortcut @ s S
e ik @ Microsoft Excel Worksheet
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4. Select “Browse”

[ —

addresses.

Click Mext ko continue.

5. Locate the file that you want to create a — EEaULES
Shortcut for Select the targst of the shorbout below:

This wizard helps you ko create shortcuts to local or
network programs, files, folders, computers, or Internek

Browse. ., |

2l x|

{:I Adobe
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T with Microsoft Office
Templates
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6. Select “Next”

7. Select “Finish”
What are the beneficial features of creating a shortcut?

a. Requires fewer steps to open a file
b. Reduces errors in locating a file

Using Microsoft Word to create lined paper

H## + Enter
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Creating lined paper using Tables

Select Table — Insert — 1 Column - ## Rows
Adjust the line thickness — Format — Borders & Shading
Highlight rows — Format — Borders & Shading

What are the beneficial features of creating lined paper?

a. Provide increased visual feedback to support spatial orientation in
handwriting

b. Provide increased visual feedback to support spatial awareness in writing

c. Decrease visual attention needed for spatial orientation skills in
handwriting.

Insert a picture for a writing prompt

Insert — Picture — Picture from file (saved on your computer) or Clipart

— ~Z& D Rightclick on the picture to bring up the picture formatting
\ ’4,\ toolbar.
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http://www.enfamil.com/quides/chil ddevel opment/language?.html
Storytelling picture prompts.
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Creating graph paper using tables

Select Table — Insert - ## columns - ## rows

Adjust line thickness — Format — Borders & Shading
Highlight cells — Format — Borders & Shading

Change cell heights/ widths — Table — Table properties

Abbreviation shortcuts:

L e a | lm r e e —— 57 e

pwem————— Tools — AutoCorrect — “Replace” —

insert abbreviation ex: initials for name
— “With” — insert full name.

=

21

AutoCorrect | AukoFormat &s You Type | AutoText | AukoFormat I

V¥ Correct o IMitial Capitals Exceptions... |

1 [w Capitalize first letter of sentences .

Auto-format a heading

| [ Capitalize names of days

I'-h

V¥ Correct accidental usage of cAPS LOCK key

¥ Replace text as you type Type in alt+b,g to get the paragraph
Replace: With: ™ Plaintext ¢ Formatted kext marker
! ! Type in your preferred heading
& ﬂ Include a graphic in your heading for
ir) ® fun
o Highlight the heading
o o Tools — AutoCorrect — Replace — insert
3 ® ~| ||} abbreviation for heading — select
s | ek | formatted text — Add — OK — now when
¥ automatically use suggestions from the speling checker you type In your aSSIQned abbreVIatIOI’l

the complete formatted heading will
o | cne || insert automatically.

g
What are the beneficial features of creating abbreviation shortcuts?

a. Minimize time and keystrokes needed for routine tasks. (i.e.
placing name, date, and header information on a paper)
b. Minimize distraction from the critical element of the task
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Turn spell checker off

T P A - Y T ———— [ E N I e [

M Options I ﬂl‘ u

= Track Changes I User Infarmation | Compatibility: | File Locations | |
Tools _ Opt|ons _ Spe]“ng & Grammar _ “Hlde | S:;:i:lg | General I Edit I Frint: I Save Speling & Grammar
spelling errors in this document” — or unselect | ¥ Check speling as you type i
“check spelling as you type” TRt '

™ suggest from main dictionary only
[V Ignare words in UPPERCASE

¥ Ignore words with numbers

¥ Ignore Internet and file addresses

Custorn dictionary:

ICUSTOM.DIC - l Dictionaries. ..

Grarmmar
¥ Check grammar as you type ‘Writing skyle:
.. . i ™ Hide grammatical errars in this document: Standard -
What are the beneficial features of turning % Checkgrammer v speling — |
2 It I~ Show readability statistics eHngs.
spell checker off* S

a. Spell checker is not an allowable ] _dose |
accommodation on TAKS/SDAA
b. Encourage fluid writing with inventive/creative spelling without error indicators

c. Encourage self and peer editing skills.

Math with Microsoft Word

. _ <2z | jabe | §FE £+ [sel|ov3|enc | decf | Awb [40®
Insert — Object — Microsoft G| E e[z Do | 00| wEE|
Equation -
e
16

y — automatically italicizes
= automatically spaces
Fractions automatically aligned

What are the beneficial features of Equation Editor?

a. Automatically aligns math equations
b. Insert math symbols easily
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Create a graphic organizer

View — Toolbars — Drawing — autoshapes — right click on the shape to bring up the
menu to format background colors, text wrapping, add text, etc.

Y

What are the beneficial features of creating a graphic organizer?

a. Provide graphic strategy for organizing the writing process.
b. Encourage idea formulation and planning in writing

Create flash cards

Draw a template with autoshapes as above
or

Tools — Envelopes and Labels — Options — Note cards — OK — Go to New Document to
view the full size document.

3 2lx
VB rinker information oK Wh at are th e b en ef' C | al
— | © Dotmatix Lo | features of creating
{* Laser and ink jet Tray: |Default tray (Auko Select) j Cancel | .
. : electronic flash cards?
Label products: Avery standard j Lﬂs...l
Product number: e e a. Create
- Te_nt card abel information | Delete | Customized
— H Type: Mote Car
5361 - Identification Card —1 | Height: 3,75" flash cards to
5362 - M Bad . "
5364 - REEZTV card icth: 5 meet student
5366 - File Folder Page size:  Letter landscape (11 needS or
5371 - Business Card ;I
content needs.
‘erify that labels are loaded before printing.
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Creating a “writing toolbar”

=] Customize =
X
View — Toolbars — Customize — New Toolbars | Commands | Optians | |
Name the toolbar — OK Toolbars:
. v Faormatking = e
Commands — Click and drag commands you [ 3D Settings Reneme. |
want to have available to the tool bar A autcTent
FCnntrDI Toalbox &I j
. Dratab,
View — Toolbars — deselects all the other Forawng _ et |
toolbars besides your new toolbar. [ Extended Formatting —
[ Frames 2=
.. [ Function Key Display
What are the beneficial features of EM@nu Bar Toolbar name: N
creating a writing toolbar? = erosoft Juriting —
Malke toolbar available ko —
. . . l.d -
a. Minimize the distraction or o) Porma gt =l
temptation of other toolbars. ok | cancel |
b. Increase the visual display
area of the document.
Creating forms
Vi Toolb =

Use 7, forfillinthe blank responses

Use :Ea for checkbox multiple-choice responses

Use ... for dropdown list multiple-choice responses
=

Use ma

the & | form.

Ex: Spelling test (fill-in-the-blank)

1.
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Ex: Multiple choice (checkbox)

1. What is the capital city of Texas? [_] Houston [ | Dallas [_] Austin

Ex: Multiple choice (dropdown list)

14

7|

1. What is the largest city in Texas?
Houskan
Dallas
Austin

What are the beneficial features of creating forms?

a. Reduce the amount of navigation skill and time required to respond to the

form.
b. Lock the format to prevent changes in a document.

c. Provide grade level content in a format with universal access features.

Readability Statistics

Tools — Options — Spelling and Grammar — Show
readability statistics — The readability statistics box with
come up once a spell checking process has been

completed.
| B2 | o imanks and Settinacthanndrichibi Nac me
Readability Statistics E x|
€
Counts
Words 2057
Characters 12593
Paragraphs 51
Sentences 82 ¢
Averages
Sentences per Paragraph 5.4 |
‘Words per Sentence 20.4
Characters per Waord 5.9
Readability
Passive Sentences 9%
Flesch Reading Ease 14.0
Flesch-Kincaid Grade Level 1z.0

£
Recheck Document

21X
Track Changes I User Information | Compatibility I File Locations I
view | General | Edt | Print | Save  Speling & Grammar
Spelling

[ Hide sp
il Always suggest corrections

I suggest from main dictionary only
IV Tanare waords in UPPERCASE

[ Ignore words with numbers

[V Ignore Internet and File addresses

Custam dictionary:

CUSTOM.DIC - Lictionaries. ..

Grammar

[V Check grammar as you type Writing skyle:

™ Hide grammatical errars in this document: Skandard VI
[¥ Check grammar with spelling
IV Show readabilicy statistics S oo

Concel

What are the beneficial features of readability statistics?

a. Gage the reading level of text found on the Internet or another electronic

source

b. Track development in the # of words written and the readability of written

expressions.
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Autosummarize S

AutoSummarize

I

‘word has examined the document and picked the sentences most relevant |
to the main theme.

Tools — Autosummarize — allows you to

Type of summary

summarize |engthy documents ] Highlight ke points Insert an exegutive
| e
document

He Create a new
document and put the
summary there

Length of summary

Percent of original: IBS% 'l

Hide everything but
the summary: without
leaving the original
document

LIMMaryy s words in Sentences
Wh at are th e b en ef| C | al featu res Of griginal Eocument: ggg words in g: sentences
autosummarize? o _ .
¥ Update document statistics (click Properties on the File menu)
a. Begins to teach a student =l e= ||'

highlighting skills and
summarization skills in a text.
b. Break down a large document into manageable pieces.

ReadPlease — a free downloadable text reader

A free download for text-to-speech =

http://www.readplease.com/rpdownload.php

What are the beneficial features of this text reader?

a. Requires the student select specific text for reading.
b. Provides auditory feedback of written text.
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