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Word Processing 

Grade 5
Working with Shapes
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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 Shapes
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Shapes

Working with Shapes

Accessing the File
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Word Processing Review

Steps

-Read the passage in the packet.
1. Finish typing the document.
2. Your screen should look like 

the example.
3. Make sure you indent the 

paragraphs.
4. Bold and underline the 

necessary words.
5. Each paragraph should have 

the correct punctuation. 
Do not turn in the file.
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Working with Shapes
Directions

-You must be done typing your 
document to move onto these 
steps.

-You will be creating a logo for a 
new Robot toy called 
WeatherBot.  Create a logo 
using shapes.

1. The logo needs to include at 
least 2 shapes. 

2. The logo needs to include at 
least 2 different colors.

3. The logo needs to include 
the toy’s name.

4. The logo needs to be placed 
below the text of the story. 
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Working with Shapes

Steps
1. Select the Insert tab.
2. Select Shapes.
3. Select 2 weather related shapes.
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Working with Shapes

2

Steps
1. Drag the shapes below the last 

paragraph. 
2. Change the color of the shapes by right 

mouse clicking on the picture.
3. Then select fill to change the color. 
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Working with Shapes

Steps
1. Select the Insert tab.
2. Select shapes.
3. Select a banner. Drag the banner

in front of the shapes. 
4. Right click on the banner to 

change the fill to white. 
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Working with Shapes

Steps
1. Select the Insert tab.
2. Select text box.  
3. Select simple text box.
4. Drag the text box in front of 

banner.
5. Inside the textbox type 

WeatherBot. You can select the 
color and font of the letters.  

4 5

11



Does your screen look like this?
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Working with Tables
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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 Tables
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Tables

Working with Tables

Accessing the File
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Working with Tables

Steps

-Read the passage.
1. Move your cursor below the last 

paragraph.
2. Select the Insert tab.
3. Select Table.  Create a 2 X 7 table.
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Terms Definition

Web Address The URL of the web page

Social Share Posting on social media platform about a web page you 
want to share

Main Content The most important information on the page

Ads Like commercials, they try to sell something

Navigation Bar Search bar to find information

Headings Beginning text for each section

Steps
1. Select Font type Calibri 14pt.
2. Type “Terms” and “Definitions” 

at the top of the columns.  The 
terms should be centered and 
bold. 

3. Then fill in your table with the 
correct information.  

4. Terms and definitions will begin 
with capital letters.

5. Font size should be Calibri 14pt 
for all words. 

Working with Tables
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Does your screen look like this?
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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 Editing
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Editing

Working with Editing

Accessing the File
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Working with Editing

Hint

Any words that are 
underlined in red are 
spelled incorrectly.  Click on 
the words using your right 
mouse button.  Options for 
the correct spelling will 
appear.

Words or sentences 
underlined in blue have 
grammar errors.  Click on 
the word(s) using your right 
mouse button. Options for 
the correct grammar will 
appear. 

Directions
1. Open the template.
2. Read the passage.
3. Finish typing the 
document. Find all the 
mistakes and correct the 
mistakes.
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Does your screen look like this?
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Word Processing
Grade 5

Working with Find and Styles
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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 Find and 

Styles
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

Working with Find and Styles

Working with Find and Styles

Accessing the File
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Working with Find

Steps

-Read the passage.
Use the replace feature 
to change every word 
“silly” to “work”
1. Select Home tab.
2. Select Replace
3. Type in “silly” and 

“work”
4. Select Replace All
The computer will find all 
of the “silly” words and 
replace with “work.”
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Working with Styles

Steps
1. Select the title.
2. Select the Title Style.
3. Center your title
4. Select the paragraph.
5. Change the paragraph 

to a style that you like. 
( You do not need to 
change the font.)

Turn In your assignment 
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