
Second Grade Technology Course 

Lesson P-2-3 

Formatting, Editing, Page Layout, Moving Text/Objects, Inserting a Table 

Use the document created during Lesson B-2-2 for formatting, editing, and page layout skills.  

Computer/Mobile Lab 

Part 1 

Editing:  Remind the students that Word assists them with editing or correcting documents.  They will 

see colored lines below problem areas in their documents.  They can use their cursors to maneuver to a 

problem area.  If they know the problem (spelling, grammar, punctuation, missing spaces), they can 

correct it.  If they don’t recognize the problem, they can right click on the colored line to find an answer.  

1. Direct the students to edit their documents. 

2. Explain to students that they can reverse their most recent typing or formatting by using the 

Undo feature. Demonstrate Undo. 

3. Direct students to change a portion of their document (either the size, color, font style) then 

have them use the Undo to revert to the previous format. 

Formatting:  Remind students that formatting changes the appearance of the text.  Formatting includes 

changing the size, color, font style, and other features.  It can be done before typing a document or after 

typing by selecting or double clicking. 

1. Direct the students to format their document. 

 Size 

 Font style 

 Color 

 Bold 

 Italic 

 Underline  

 Highlighting 

2.  Remind them that Undo can reverse the formatting. 

Page layout:  Remind the students that the document’s text can be positioned or oriented two different 

ways:  portrait or landscape.  The orientation is automatically set at portrait, but can easily be changed 

to landscape.  Also remind the students that documents have margins which are the amount of space 

around the text.  The margins are automatically set at normal and usually don’t have to be changed.   

1. Demonstrate how to change the orientation by clicking on the Page Layout tab, then click on 

Orientation in the Page Setup menu.  Next choose Portrait or Landscape. 

2. Direct students to change the orientation from portrait to landscape.  It’s their choice as to how 

they want their final documents. 

3. Margins can be changed by clicking on Margins in the Page Setup menu.   

4. Demonstrate how to change the margins to Normal, Narrow, and Wide. 

5. Direct the students to change the margins to the various sizes then decide which one they want 

for their final documents. 

 

 



Inserting images:  Remind the students that clipart and digital images or photos can be inserted into 

documents.  Insert means to add. 

1. Demonstrate how to insert a photo from Word by going to the Insert tab, clicking on Clip Art in 

the Illustrations menu and performing a search.  Also demonstrate how to resize and move the 

photo. 

2. Direct the students to insert a photo. 

To teach moving text/objects and inserting a table, can use a new topic that the students are currently 

learning.  Tables work well for showing math concepts.  

Part 2 

Moving text/objects:   Remind students that text/objects can be moved by copying/cutting and pasting.  

Show them where to find the icons in the clipboard area of the ribbon. 

1. Demonstrate how to copy and paste as well as cut and paste. 

2. Provide activity that requires them to copy/cut and paste. 

2013/14 Pilot:  Geometric shapes – A copy and paste activity titled Geometric Shapes is available in 

the Second Grade Files section on the Student Technology Courses page of the Mayfield website. 

Students can download this activity.  When completed, it can be saved to the H: drive. This activity 

could be done a second time using cut and paste. 

Part 3 

Inserting a table:  Remind students that a table can be used to organize information in a report.  A table 

has columns and rows. 

1. Demonstrate how to create a table with a specific number of columns and rows, and then direct 

the students to create one. 

2. Demonstrate how to add information and insert images into the table, and then direct the 

students to fill in the table. 

3. Make sure the students save their tables to their H: drives.   

4. If necessary, finish the table the following week. 

2013/14 Pilot:  Geometric shapes in a table 

1.  Explain to students that they will be creating a table with information about geometric shapes.  

Their table will include the name, picture, and attributes for six shapes.    Show the students the 

sample table that can is located in the Second Grade Resources section on the Technology 

Course Resources page of the Mayfield website. 

2. Demonstrate how to create a table with 3 columns and 6 rows and then direct students to 

create one. 

3. Demonstrate how to type the name of a shape in the left cell of the top row.  Next demonstrate 

how to insert a picture of that shape in the middle cell of the top row.  Finally, show them how 

to type some attributes in the right cell of the top row.   

 

Note:  To insert pictures, use the Clip Art or the Shapes in the Illustrations group under the 

Insert tab.  Another alternative is to place images in a folder on the public drive. The students 

would use Picture in the Illustrations group under the Insert tab to locate and insert these 

images. 



 

Classroom Station(s) 

Part 1 

1. Remind students that they have recently created a document (from previous lesson) that 

they’ve saved to their H: drives.  

2. Review and demonstrate editing, formatting, page layout, and inserting images.   

3. Remind students to save their documents, distinguishing between Save and Save As. 

4. Direct students to rotate through computer station(s) editing and formatting their documents. 

Remind them that they will need to log in using their usernames and passwords.   

Part 2 

1. Remind students that text/objects can be moved by copying/cutting and pasting.  Show them 

where to find the icons in the clipboard area of the ribbon. 

2. Demonstrate an activity that requires the students to copy/cut and paste. An activity titled 

Geometric Shapes is available in the Second Grade Files section on the Student Technology 

Courses page of the Mayfield website.  This activity can be done twice – once as a copy and 

paste, a second time as a cut and paste. 

3. Direct students to rotate through computer station(s) downloading and completing this activity.  

Students should log in using their own usernames and passwords, so they can save their tables 

to their H: drives. 

   

Part 3 

1. Remind students that a table can be used to organize information in a report.  A table has 

columns, rows, and cells. 

2. Demonstrate an activity that requires the students to insert a table and add text/objects to the 

cells.  A sample called Geometric Shapes Table is available in the Second Grade Resources 

section on the Technology Course Resources page of the Mayfield website. 

3. Direct students to rotate through computer station(s), creating a table and adding information. 

Students should log in using their own usernames and passwords, so they can save their tables 

to their H: drives. 

  

 

 


