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Word Processing 

Grade 4
Review



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

District Password
3. Click on ASSIGNMENTS
4. Click on Review
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Accessing the File

Review

Review

mailto:sID#@phsd144.net


Word Processing Review

Steps

-Read the passage.
-Finish typing the document.
1. Capitalize the “h” and “e” 

in the title. 
2. Change the font of the 

title to Agency 24pt.
3. Change the color of the 

title to red.
4. Center the title. 
5. Indent the paragraphs 

using the Tab key. 
6. Turn In your file when 

finished. 

1

2

3

4

5



Word Processing 

Grade 4
Working with Links and Lists



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

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Links and 

Lists
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Accessing the File

Working with Links and Lists

Working with Links and Lists

mailto:sID#@phsd144.net


Working with Links and Lists

Steps

-Read the passage
1. Select school name.
2. Select the Insert tab
3. Select Hyperlink
4. Type in www.phsd144.net in the 

address bar. Then press OK.
5. Check to make sure that the link 

works by pressing Ctrl + clicking 
on the link. 
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http://www.phsd144.net/


Steps
1. Select the private information 

list.
2. Create a numbered list.
3. Indent the list.
4. Use the hyperlinks to visit the 

websites. 

Working with Links and Lists

4
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Does your screen look like this?



Word Processing 

Grade 4
Working with Headers and Layout



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

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Headers 

and Layout
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Accessing the File

Working with Headers and Layout

Working with Headers and Layout

mailto:sID#@phsd144.net


Working with Headers

Steps

-Read the passage.
1. Select the Insert tab.
2. Select Header
3. Select Grid
4. On the left side of the header 

type Cyberbullying Lesson.
5. On the right side of the header 

type today’s date. 

5



Does your screen look like this?

Continue onto 
the next page.



Working with Layout

Steps
1. Change the page orientation

to landscape.
2. Change the page margins to 

narrow (0.5 inch)
3. Change the paper size to A4.





Word Processing 

Grade 4
Working with Columns



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

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

in MY WORK
6. Select OPEN IN WORD.

Accessing the File

Working with Columns

Working with Columns

mailto:sID#@phsd144.net


Working with Columns

Steps

-Read the passage.
1. Select the last 3 paragraphs.
2. Select the layout tab.
3. Change the page setup to 2 

columns.
4. Change the spacing before 

the columns to 18pt. 
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Working with Columns

Steps
1. Place your cursor before the word 

“Next.”
2. Select  Layout tab. Then select Breaks.
3. Select Column.



Does your screen look like this?



Word Processing 

Grade 4
Working with Layers



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

District Password
3. Click on ASSIGNMENTS
4. Click on Working with Layers
5. Click on       next to document in MY 

WORK
6. Select OPEN IN WORD.
7. Click on Working with Layers Images
8. Click on        next to document in MY 

WORK
9. Select OPEN IN WORD

Accessing the File

Working with Layers

Working with Layers

mailto:sID#@phsd144.net


Working with Layers

Steps
-Open both Microsoft Word files.
-Read the passage.
1. Select the Working with Layers 

image. A box will appear around 
the image

2. Press Ctrl + C to copy the image. 
3. Then go to the document that has 

the paragraphs.
4. Press Ctrl + V to paste the image.+ +



Steps
1. Resize the image by using the 

image handles. 
2. Select Layout Options
3. Select square text wrapping. 
4. Move the image to the top 

right corner of the page.
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Working with Layers



Working with Layers

Steps
Go back to the Word document that 
has the images.
1. Select the second image. A box

will appear around the image.
2. Press Ctrl + C to copy the image. 
3. Then go to the document that has 

the paragraphs.
4. Press Ctrl + V to paste the image.

+ +



Working with Layers

Steps
1. Resize the image by using the image 

handles. 
2. Select Layout Options
3. Select behind text. 
4. Drag the image behind the text of the 

last paragraph.
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Does your screen look like this?


