Microsoft Office Power Tools: 
Using Word’s Power Features to Create Syllabi and Exams
Description
This is a hands-on workshop where you will have a chance to create and modify your own templates for a consistent appearance across one document or dozens. We will explore how templates can give us a head start when creating a syllabi or an exam by saving text, images and formatting information. Once saved, this information can be re-used as often as you wish without fear of erasing the original. As examples we will build a syllabus with common content that can be used for any course (with custom information including your name and contact information), and a sample exam uses a publisher’s test bank plus our own formatting (including a hidden answer key that only you can access).
Upon completion of this workshop you will be able to: 
· Create and save personalized templates;
· Use personalized templates as a head start to creating syllabi or exams;
· Describe how styles can be used to store formatting instructions;
· Modify styles to meet your requirements;
· Repeat complex commands in Word with minimal keystrokes;
· Do an advanced search and replace.
Proposed workshop activities/outline
1. Discuss templates and styles – show sample syllabus and finished exam (and reveal hidden answer key)
2. Show a sample syllabus with styles and some common content (syllabus will have MC logo in header and table for instructor contact info)
a. Update with each participant’s name and contact info
b. Modify style for section headings (each person customizes their own)
c. Save as a custom template
d. Open new document – syllabus template – save for a specific course
3. [bookmark: _GoBack]Open finished exam, personalize, remove current questions, and save as a template
a. Open new exam from template and copy/paste 4-5 questions from test bank
b. Use table-to-text to remove table from first question
c. Repeat command with “F4” for remaining questions
d. Apply styles – question, answer, key – to all five questions
e. Search and Replace multiple pilcrows “¶” with a single pilcrow
f. Set the answer key to invisible for printing and then save exam
