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1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Fonts
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Accessing the File

Working with Fonts

Working with Fonts
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Working with Fonts
2 3

Steps

-Read the passage.
1. Use your mouse to select “Hello 

friends!” by placing the cursor 
before “hello.” Press down on 
the left mouse button and drag 
the mouse over.

2. Change font size to 48pt.
3. With the text still selected, 

change the font to Century 
Gothic.
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Working with Fonts

Steps
1. If needed use your mouse to select

“Hello friends!” Press down on the 
left mouse button and drag the 
mouse over.

2. Use the Change Case command to 
change Hello friends! To UPPERCASE.

3. Change the color of the words “Hello 
friends!” to Gold, Accent 4. 

4. Select Hello Friends and Center 
Align.
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Working with Fonts

Steps
1. Select the text in the fourth 

paragraph.
2. Remove the bold formatting 

from the 4th paragraph so that it 
looks like the other ones. 

3. Select all of the text in the last 
paragraph.

4. Italicize the entire last 
paragraph. 
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Does your screen look like this?

Turn In your 
assignment9
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1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Text
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Text

Working with Text

Accessing the File
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Working With Text

Steps

-Read the passage.
1. Select the text in the header at 

the top of the page. 
2. Then press Ctrl + X to cut the text. 

The text will disappear.
3. Then close the header.
4. Move your cursor to the line 

above-Awesome, come on!
5. Then press Ctrl + V to paste the 

sentence.
6. Use the Tab key to move that 

sentence over.
7. Take the extra spaces out 

between paragraphs by using the 
backspace or delete key. 

8. You may need to place your 
cursor before ”Now” and then hit 
the Tab Key. 

X+

+
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Does your screen look like this?

Do Not Turn In Your Assignment.

Turn to the next page in this packet. 13



Working with Text

Steps
1. Select the highlighting tool. Find all 

the “orange” words.  Highlight the 
words. 

2. Move your cursor below the last 
paragraph. Type “Let’s Go Play!”

3. Select “Let’s Go Play!” Use text effects 
to change the look of the words. 

Let’s Go Play !
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Does your screen look like this?

Turn In your 
assignment
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1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Lines
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Lines

Working with Lines

Accessing the File
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Working with Lines

Steps

-Read the passage.
-Finish typing the paragraph.
1. Make sure to use the Tab key 

to indent at the beginning of 
each paragraph.

2. Do not leave spaces between 
the paragraphs.

3. Your screen should look like 
this when finished. 

4. Turn In your file. 

18



Word Processing 

Grade 3
Working with Spacing

19



1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Spacing
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Spacing

Working with Spacing

Accessing the File
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Working with Spacing 

Steps

-Read the passage.
1. Select the second paragraph.
2. Select the Home tab.
3. Select Paragraph Settings button.
4. Change the spacing before the 

paragraph to 12pt. and the 
spacing after the paragraph to 30 pt.

5. Click OK when finished. 
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Working with Spacing

Steps
1. Select the third paragraph.
2. Select the Home tab.
3. Select Paragraph Settings button. 
4. Change the line spacing to 1.5.
5. Click OK when finished.

On your own
1. Select the whole story. Change the line 

spacing to double (2.0)
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Does your screen look like this?

Turn In your 
assignment
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1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Lists
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Lists

Working with Lists

Accessing the File

25

mailto:sID#@phsd144.net


Working with Lists

Steps

-Read the passage.
1. Select the passage text.
2. Turn the paragraphs into a 

numbered list.
3. Select Number Alignment: 

Left.

3
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Working with Lists

Steps
1. Select the last paragraph.
2. Select the bullet icon.
3. Select a bullet type.
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Working with Lists

Steps
1. Select the sentence that starts 

with “Assumptions.”
2. Select Increase Indent. This will 

move the line of text over.
3. Select the sentence that starts 

with “Your online.”
4. Select Increase Indent. 
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Does your screen look like this?

Turn In your 
assignment
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