Beginning Word: Correlation Coefficients worksheet
Getting started:

· Click on “new” page icon on toolbar.

· Page setup:

· Click on “file”

· Click on “page setup

· Change margins to .75” for the top, bottom, left and right margins

· Font type: In the “font” drop-down box on the toolbar, select Comic Sans MS (or another of your choice)

· Font size: In the “font size” drop down box, select 12

Title and Name:

· Hold down “control” key and push “U” and “B” (to do underlined and bold text)

· Type in “Correlation Coefficients:”

· Take the underline and bold function off by holding the “control” key and pushing “U” and “B” again.

· Push the tab key until the cursor is lined up with the 3 on the ruler at the top

· Type in “Name”

· Hold the control key and push “U” to turn on underlining

· Push “tab” until your cursor is at the right margin

Directions:  

· Hold “control” and “U” then type “Part I:”

· Turn off underlining

· Type in directions

Making a table:
· Click on “insert table” on your toolbar

· Holding the left mouse button down, select a table that is 15 x 3, then release the mouse button

· Changing cell size: Size of the table cells may be resized by aligning the cursor over the lines that separate the cells until the cursor looks like two lines with arrows pointing in to directions.  

· Position your cursor in the top left cell, and enter text.

· To move to the next cell, you may tab over

· When text has been entered into the last cell, use the down arrow to get out of the table (or you may click on the mouse below the table)

Completion: Use what you learned above to complete the remainder of the worksheet.

· To make cells larger so that students can write in them, position your cursor in one cell in each row, and press “enter.”

***Alternative:  If technology is available, you could have students create a table to include their correlations rather than having them write them in.

