PERSONAICOMPUTERS
WORD PROCESSING



REFERENCE MATERIAL

This Course Created Entirely From:
Microsoft Office OALine Audio Training
Word 2003 Training Courses
http://office.microsoft.com/en -us/word/HA011189521033.aspx
Get To Know Word; Create Your First Document

Since Not All Attending Have Microsoft Word, We Will Use
OpenOfficeWriter Which Is A Free Loeklike

The Program Is LabeleWWordOOIn The Start Menu




OVERVIEW

Start WordOO

When You Open Wor@O, You're Faced With A Blank Screen With
Toolbars At The Top

If You're New To Word Processing, You May Wonder What To Do Fi
As You Start To Type Your Letter, Report, Or List Of Things To Do

How Do You Indent A Paragraph Or Adjust Margins, And What Are
Those Strange Red Underlines In Your Document?

We'll Begin By Helping You Get Comfortable With Some Basics Tha
Will Guide You When You Get To Work
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PART 10 START TYPING

5 When You Start A Word Processor, A New File Opens
5 That File Is Called A Document

o Above The Document You'll See The Menu Bar And The Toolbars Displaye
Across The Top Of The Window, Shown Below

& Untitled? - OpenOffice.org Writer

File Edit View Insert Format Table Tools ‘Window Help
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START TYPINGCONO T

If You've Already Started Your Word Processor, You Create A New Document By
ClickingNewOn TheFileMenu

Click Text Document

In The Uppeteft Corner Of The Document, Or Page, Is The Insertion Point, A Blinki
Vertical Line. The First Thing You Type Will Appear There

You Can Start Further Down The Page By Presddmer Until The Insertion Point Is
Where You Want The First Line To Begin

As You Type, The Insertion Point Moves To The Right
If You're Typing A Letter, Start By Typing The Date

PressEnterTo Move The Insertion Point Down The Page One Line

If There's An Address, Add A Few Empty Lines Before You Type



START TYPINGCONO T

PressEnterSeveral Times Until The Insertion Point Is Where You Want It Then Type
The First Line Of The Address, PreBater, Type The Next Line, Pregnter, And So
On

Type A Greeting LikBear Sir

To Indent The First Line Of A Paragraph Press TladKey On Your Keyboard To
Move The Insertion Point To The Right

Type The Following:

The UI ck br own fox jumps over tF
@Q#$%" ()_= []\{ } 0 0 AWE
men to come to the aid of their country. Thisis fascmatlng stuff. Where
does he get aII of this? | hope

early to get here on time.

When You Get To The End Of The First Line, You Don't Have To Erdes

Continue To Type. Whatever You Are Typing Will Continue On To The Next Line. T
PressEnterTo Start Another Paragraph



SAVE YOUR WORK EARLY

Now You Have A Finely Tuned Sentence, Or A Paragraph Of Facts And
Figures That You Would Regret Losing If You Accidentally Deleted Some T
Or If A Power Failure Shut Your Computer Down

To Keep Your Work, You Have To Save It, And It's Never Too Early To Do T

To Save Your Document For The First Time, Ckdle, SaveOn The Toolbar

If You Prefer To Use The Keyboard, Press Ttd AndS Keys Together (Hold
Down TheCtrlKey And Then PresS; This Is Called A Keyboard Shortcut

Tip Toolbars Have All Sorts Of Buttons That You Can Use To Carry Out
Commands. To Find Out What A Button Does, Move Your Mouse Over It. A
Word Or Two Is Displayed To Tell You What The Button Does



SAVE YOUR WORK EARLE ONO T

TheSave AsDialog Box Opens Next

A Dialog Box Is A Smaller Window In Which You Perform Some Action. Use Th
Box To Tell Where You Want To Store The Document On Your Computer, And
What You Want To Call It

In The Practice You'll Learn The Steps For Exactly How To Use&Saue As
Dialog Box

After You Save Your Document, And You Continue To Type, CliciSaue
Button, Or ClickCtrl+S Every Once In A While. That Will Save The Changes
You Make As You Work. Then, When You Finish, Save The Document Onc
Again

When You Are Through Working, And Have Saved Your Work, You Close T
File By ClickingCloseOn TheFileMenu

Tip If You Forget To Save Your Document Before You Close The File, You
Will Be Asked If You Want To Save Changes. Then esOrNo



WHAT ARE THOSE UNDERLINES IN MY DOCUMENT

- ———— - o= =— = -_———m -_—— = —

Most Of Us Make Mistakes Sometimes, With Spelling Or Perhaps
With Grammar

We Might Enter Text, Such As A Proper Name Or Place, That Isn't
Recognized And Is Marked As Misspelled

If Misspelled (Or Not In The Dictionary), You'll See Wavy Red
Underlines For Possible Spelling Errors

When You See Something With An Underline, Rightk It. A Menu
Appears With A List Of Suggested Alternatives. Click One, And That
Word Will Replace The Underlined Word In Your Document

Every Once In A While It May Not Be Able To Offer Any Spelling
Alternatives



UNDERLINEB CONO T

Sometimes The Red Underline Is On A Word It Does Not Recogmize
Like Your Name

You Can Add Those Words To The Word Dictionary By Clicking Add
A Dictionary So That They Aren't Underlined In The Future

Tip When You Want To Know What's Going On In The Document
Window, Or If You Want To Know How To Do Something, Cllcklé}p
I'n The Tool b &#10 &re yPr ess The

For Example, To Find Out About Misspelling Or Dictionary, Type
MisspellingOrDictionaryln Thelndex Search Term Box




WHATOS THAT

Something Else You Might See From Time To Time Are Paragraph
Marks:J. A Paragraph Mark Is Added Every Time You PrEsser

You'll Only See Paragraph Marks In Your DocumerNénprinting
Characters (Formatting Mark$ Are Turned On. You'll Also See A
Small Dot Between Each Word In A Document; The Dots Are Space

So Don't Worry If You See Paragraph Marks And Dots, Nothing Is
Wrong

Formatting Marks Are Turned On And Off By Clicking Na#printing
Characters  ButtonOn TheStandard Toolbar

The Advantage Of Turning Paragraph Marks On Is That They Show
Where You Have Extra Line Spaces, Or Extra Spaces Between Wor
This Can Be Very Helpful If You're Trying To Tidy Up A Document



WHATOSOTENG T

For Example, If There Are Two Many Blank Lines Between /
Paragraph, Look For The Extra Paragraph Marks And Delet
Them, Which You Can Do By Pressing BackspaceOr
DeleteKey

If There Is Too Much Space Between Words And You Can't
Figure Out Why, Look For Extra Dots Between Words. Tho:t
Are The Extra Spaces. Delete The Extra Dots By Pressing

BackspaceOrDelete And You Fix The Problem

Paragraph Marks And Dots Do Not Print In Your Documents
They Are Displayed Only On The Screen. But The Extra Lir
Spaces And Extra Spaces Between Words Do Print



CHOOSE HOW THE PAGE LOOKS ON THE SC

When You Start A Word Processor, You See The Pagerimt Layout View

This View Shows The Document As It Will Look When You Print It

For Example, You Can See The White Space Around The Outside Edge Of
Page That Makes Up The Margins. Also, You See A Gray Space At The To
Bottom, And Sides Of Each Page

If You Have A Multiple Page Document, The Gray Space Separates Each
Page

You Can Also Look At The Page Another Way On The Scre&demView
(Normal). In This View, You Don't See The Margins (Or The Gray Space
Around The Page), You Just See The Body Of Your Document

If You Have A Multiple Page Document, The Pages Run Continuously,
Separated By A Dotted Line At The End Of Each Page



CHOOSE HOW THE PAGE LOOK3O N 0 1

You Can Type In Either View. It's Up To You To Decide Whic
View You Best Like To Work In

If You Work I'Web View (Or Normaljt's A Good Idea To
Switch ToPrint LayoutView To Check Your Document Out At
Least Once Before You Print Or Send Your Document To
Someone Else

There Are Some Elements You Can't SeeNarmalView. For
Example, Some Graphics Do Not Show Up In This View

You Switch Views By Clicking TNeewMenu. You Can Easily
Go Between Both Views As You Like. You'll See How In The
Practice



CHANGE PAGE MARGINS

Page Margins Are The Blank Space Around The Edges Of The Page
Word Processors Have Different Default Margin Sizes

These Margins Will Probably Be Fine For Most Of The Documents Y
Create

If You Want To Create A Document With Different Margins, You
Should Know How To Change Them. When You Type A Very Brief
Letter, For Example, Or If You Type A Recipe, An Invitation, Or A Po
You Might Like To Set Different Margins

For Example, You Could Change The Top And Bottom Margin To 2 (
Inches, And The Left And Right Margins To 2 Inches



CHANGE PAGE MARGINE ONO T

f You Have A Resume That You Want To Keep On One
Page, You Might Change The Top And Bottom Margins
0.5 Inch And The Left And Right Margins To 0.75 Inch T
~it More Information On The Page

To Change Margins 1©@penOfficewriter (We Call It
WoordOO), You ClicRageOn TheFormatMenu, And
Then Click ThdPageTab

Then You Enter Different Settings In TH®p, Bottom,
Left, AndRightBoxes, As Appropriate. You'll See How Ir
The Practice




PRACTICE

Open The File
Word 1- Practice Setting Up.doc

Practice What You've Learned From The Lessc
On The Next Pages



EXERCISE YOUR DOCUMENT SKILLS

TurnNon-Printing CharactersOn

Click Thef Button On TheStandard Toolbar To Turn
Paragraph Marks On

After You Click It, The Button Changes Color, To
Show That It Is Turned On

If You Do Not See ThNHon-Printing Characters
Button, TheStandard ToolbamMMay Not Be Displayed

On TheViewMenu, Point Toloolbars And Then
ClickStandard




EXERCISB TYPE A DATE

In This Exercise You'll Enter The Date, And You'll See That Sometimes Word
Processors Enter Text For You

The Insertion Point Is At The Top Of The Page, On The Left. If Not, Press The
BackspaceKey Until You Get It To The Top Of The Page

Type Today's Date. Include The Day, The Month, And The Year

Notice That As You Begin To Enter The Date, At A Certain Point, The Current Montl
Displayed. This Automatic Text Entry Feature Is Calfadocomplete

If You Pres<Enter, It Will Insert The Rest Of The Month For You. Or You Can Contin
Typing And Enter It Yourself

If AutocompleteDoesn't Happen, The Feature Might Be Turned Off



EAERCISE & C ONG T

PressEnterTo Move The Insertion Point Down One Line. A New Paragraph Mark Is
Inserted, Which Represents A New Line

PressEnterTwice More To Insert Two More Lines, So That You To Get Additional Li
Space Between The Date And The Address That You'll Type Next

Enter The Address. Tydds. AdinaHagege And Press€Enter

See The Red Underlines Beneath Adina's Name? It Thinks The Names Are
Misspelled Because Her Name Is Not In The Dictionary

You'll See Later In The Practice How To Add Words To The Dictionary So That The'
Not Marked As Misspelled.Note If The Name Is Not Underlined On Your Computer,
It Means That AdindHagege'sName Was Added To The Dictionary On Your Comput
Sometime In The Past

Then Type234 EIm Street And PressEnter

Finally, TypelfownsendWa75017 , And Pres€EnterTwice




EXERCISE 2: INDENT A PARAGRAPH

In This Exercise You'll Indent A Paragraph
Now You'll Type The Greeting. TyAtention
PressEntertwice. Now you'll have two paragraph marks beneath the greeting

Press theTabkey. Notice the arrow, which indicates the tab, and that the paragraph
mark has moved to the right. Anything you type on this line will be indented

The arrow lets you know that dabhas been entered. When paragraph marks are
turned on, you can see what is going in your document

Press theTabkey again. That indents the insertion point by another half inch.
Another arrow shows the second@ab

Now pressBackspacetwice to return the insertion point to the left



EXERCISE 3: SAVE THE DOCUMENT

Next You'll Learn How To Save A Document

On TheFileMenu, ClickSave
You Could Also Click THeavelcon On TheStandardToolbar, Or Pres€TRL+S

TheSave AsDialog Box Opens

At The Top Of The Box, In TBave InBox, It SaydMy Documents

This Folder Is Where You Should Save The Documents You Create

Click The Arrow In Th8ave InBox. Listed There Are Other Places To Save
Documents

What Is In The List Depends On Your Computer

The Hard Drive For Your Computer Is Called The Local Disk (Unless It Has
Been Renamed); That's Where TiMy Documents~older Is Located

You May Also Have A CD Drive
These Are All Places Where You Can Save A File




EXERCISEBCONO T

For Now, Save The File My Documents

TypeWord Practicen The File Name Box

SelectMicrosoft Word 97/2000/XP (.Doc)in TheSave As Typ®rop
Down List

ClickSave

Now That You've Saved The Document, If You Were To Continue To

Type, You Should Click Tr&aveOn TheStandard Toolbar At Intervals
To Save Your New Work.

Now You'll Close The File. On TR#eMenu, ClickClose



EXERCISEBCONO T

Now Open The File, So That You Have Practice In Finding A File On Your Compute
On TheFileMenu, ClickOpen

TheOpenDialog Box Appears. It Is Very Similar To Ba&ve AsDialog Box You Just
Used

Make Sure ThaMicrosoft Word 97/2000/XP (.Doc)ls The Item Showing In ThEiles
Of TypeBox At The Very Bottom Of The Dialog Box

Notice That At The Top Of The Dialog Box, In Lbek InBox, It SaydMy Documents
The Dialog Box Is Displaying Any Files In The My Documents Folder

Now Look In The List FAWord Practicdf You Named It That

Click The Name. The File Will Have A Word Document Icon In Front Of It.

Then ClickOpen



EXERCISE 4: SEE HOW TO REVISE SPELLINC

Place Your Mouse Pointer On Adina's Last Name, Which Is Underlin
In Red

ThenRightClick

The Word Processor Does Not Have This Spelling Of Adina's Last
Name In Its Dictionary, So It Offers A List Of Alternative Spellings

At The Top Of The List Is Another Form Of The Name As Well As Ot
Names And Words

Click OnAddd You Will See Multiple Dictionaries To Choose From
Click The Dictionary You Want The Word (Name) To Be Added To

This Will Prevent The Word From Being Marked As Misspelled Agair



EXERCISEACONO T

Now Deliberately Misspell A Word

Place The Insertion Point Beside The Last Paragraph Mark In The Document
TypeMnday(Instead Of Monday)

Then Press Th&pacebar, Or PresEnter

A Red Squiggly Underline Appears, Which Indicates A Probable Misspelling
Now Correct The Spelling

Rightclick Mnday

Click The Correct Spelling On The LiMonday



EXERCISE 5: SEE THE

OCUMENT IN DIFFERENT \

Above The Date You Typed You Can See White Space, Which Is The Top
Margin

To The Left Is The White Space For The Left Margin
At The Top Of The Page Is Gray Space.
ClickNormalOn TheViewMenu d The Date Is At The Very Top Of The Page

The Extra White Space Is Gone, As Well As The Gray Space That Was At
Top

Change Back To Print Layout View. On WiewMenu, ClickPrint Layout



EXERCISE 6: CHANGE PAGE MARGINS

On TheViewMenu, ClickPrint Layout

Change The Top And Bottom Margins.

Notice The Setting On The Vertical Ruler At The Top Left Corner Of The Page
On TheFormatMenu, ClickPageAnd Then ThdPageTab

Under Margins In ThdopBox, Type

Do The Same Thing In TH&ottomBox. Then CliclOK

Notice That The Vertical Ruler On The Left Is Longer And Shows That The Top Mal
Is 2

Notice How Much Farther Down The Page The Date Is



EXERCISESCONO T

Notice The Setting On The Horizontal Ruler At The Top Left Corner Of The Page. T
Ruler Is Set On The Right As Well, For The Right Margin

On TheFormatMenu, ClickPageAnd Then Thd?ageTab

In TheLeft Box, Type
Do The Same Thing In THRightBox. Then CliclOK

Notice The Difference In The Settings On The Horizontal Ruler At The Top Left Of
Page, For The Left Margin

The Difference In Where The Date And Address Are On The Page Make It Very Ea
To See That The Margins Have Changed, Both From The Top, And From The Left

Close The Document. On THeile Menu, ClickClose

If You Want To Save Your Changes, Clt#s



[EST YOURSELF

As You Type A Paragraph, PressterTo Move From One Line To The Next.
True
False

To Correct A Spelling Error:
Doubleclick, And Select An Option On The Menu
Rightclick, And Select An Option On The Menu
Singleclick, And Select An Option On The Menu

When Should You Save Your Document?
Soon After You Begin Working
When You Are Through Typing It
It Doesn't Matter

You Want A Lot More Space At The Top Of Your Page, And You're Inclined To Pres
Enter. But There's Another Way. Whatls It?

Press The Insert Key

Press The DOWN Arrow Key

Change The Top Page Margin



PART 26 EDIT TEXT AND REVISE YOUR DOCUMENT

Whether You Make A Mistake Or Change Your Mind, Your Document Is
Bound To Change

You Can Make Those Changes Either As You Type, Or Later On, But To W
Quickly And Efficiently You'll Need To Know How To Move Around In The
Document

You Do This By Using Either The Mouse Or The Keyboard

Once You Get To The Part Of The Document That You Want To Edit, You'll
Need To Type The New Text You Want To Add Or Select The Existing Text
That You Can Change It

You Can Select A Word, A Sentence, A Line, A Paragraph, Or An Entire
Document. Then You Can Delete The Selected Text, Or Move It To A New
Location By Cutting And Pasting



MOVE AROUND THE DOCUMENT

In The Picture, You Want To Enter Another Sentence After The W
Y/ TV zZiati on 6
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The Insertion Point Is At The Top, To The Left Of "Thank You," —

So You Need To Get It Next To Where You Want To Type. There £ | franksauforyounenquinsregarding:

Different WayS To Do That: gt o i b Th B al dwibebus 2w -

Yegaout-CNl et axhibitreally does.
y ] an I feature-c BBE: . The-exhikit-pointaouts

Move The Mouse Pointer To The Right Of The Word "Civilization,' | the.imporWhce-oftimepiecesto.

And Then Click civilization}Duringthefourteanth- o
Once You Start Typing, The Existing Text Moves To The Right As You ff£L”gm"::qjjf::rf;r:i?;oguzllzzzs R
Enter The New Sentence mentality o
Note If Text Doesn't Move To The Right, Overtype Mode Is On, And 3
Each Character You Type Will Replace Existing Text ¢ 3
If This Happens, Press ThiasertKey. Then Continue To Type

Press The DOWN ARROW Key To Move The Insertion Point Down One Line At A Time
Then Press The RIGHT ARROW Key To Move The Insertion Point Forward, One Character At A Tin

Or Press CTRL+RIGHT ARROW To Move Forward One Word At A Time



USING THE SCROLL BARS

IRRE=R" WS - N N
i 4 - B 7 U|E|=

Thankowowfomyouranguinsregardings
asgrouptouroflheBaldwindius eums
Yezaout-currantaxhibitreally does.
feature-clocks.Thawexhibitpointz.out.
thedampeortance-oftimepiecesd o,
sivilization}During-thefourtaanthe
canturysthedevelopment-ofcleck ¥
towerzmarked-therrizeof-abuziness- t
e
S

Perhaps You Have A Long Document That You'c
Like To Read All The Way Down Or Across With
Having To Continuously Press The Arrow Keys T
Move The Insertion Point One Character Or One
Line At A Time. You Can Do That 8grolling

Scrolling Is Performed Through The Use &xroll
Bars. The Scroll Bars Are On The Bottom Of The
Window And On The Right Side

rentalityy

4 b3

Click The Arrows At Both Ends Of The Scroll Bar To Quickly Move Through
The Document Without Moving The Insertion Point

You Can Also Press The Page Up Or Page Down Keys On Your Keyboard
Do The Same Thing

We'll Try All Of This In The Practice At The End Of The Lesson.



SELECT AND DELETE TEXI]

You've Added A Sentence About Symphonies To The

First Paragraph Of The Letter In The Picture, But Now
That You've Read The Paragraph Again, You Think Th
Second Sentence Would Read Better If You Delete Thq
Word "Really"

FRNE=N" RN - TEEN=

P4 -|B 7 U |E|=

Thankwowforyouranguinsregarding
argrovpetourefTha-Baldwin-hivseum -
Yessourcurrent-axhibit- Rl o a5
feature-clocks The-axhikitpointzouts
thesimportance-oftimeapiscesto.
civilization Symphonies-and-
constellationshavebeennameadfor-
clocks-Duringthefeurtesnth-centun-
the-dewvelopment-ofcleck-towsrs.
marked-thetize-ofabusines:-
rrientality g

To Delete Text, Firsgelectlt. You Can Do This By Using
The Mouse, Or The Keyboard. To Select The Word
"Really,” Do One Of The Following:

Place Your Pointer Over The Word "Really" And Then
Double<click The Word

With The Arrow Keys, Move The Insertion Point Next To The Text Hold Down The SHIFT Key A
Press The Arrow Key That Moves The Insertion Point In The Correct Direction Until All The Tex
Selected

Once "Really" Is Selected, Press Delete Or Backspace

In The Practice, You'll See How To Select A Sentence, And A Paragraph, Using Bo
The Mouse And The Keyboard



MOVE TEXT

Still Looking At The First Paragraph In The Letter, You
Decide That The Sentence You Added Should Be The
Last Sentence In The Paragraph.

To Move It, YolCutThe Sentence, To Delete It From ItS
Current Location, And TheRastelt In A New Location

First, Select The Entire Sentence, As Shown In The
Picture, And Then Clic€utOn TheStandardToolbar,
Or PressCtrl+XTo The Do Same Thing (Think Of The |

As A Scissor).

Move The Pointer To The End Of The Paragraph, Where You Want The Sentence T
Appear, And Click To Insert The Insertion Point.

RN RERE 1A - =

i 44 - B U E]E

Thank-yowforyoursnguinsregarding
aegroup-tourefThe-Baldwir-buseum:
ez outcurrentaxhib - EElE
feature-clocks-Tha-axhibkit-pointzouts
thesimportance-eftimepiecesto-
civilizatien Symphonies-and-
constellaticnz-havekbeerrnameadtoer-
clecks-During-thefourteentbecentune.
the-develepmentofclock-towars.
marked-thetize-of a-businass-
rnentality]

ClickPasteOn TheStandardToolbar, Or Pres€trl+V. The Sentence Is Pasted In

Place. You'll Learn How To Do This In The Practice.




UNDO CHANGES

Moved The Sentence, But You're Not Happy With The Change

Don't Have To Go Through The Entire Cut And Paste Process Again To Move The
Sentence Backd One Click Will Do It

On TheStandardToolbar, Click Thé&JndoButton . That Will Undo The Very Last
Action You Took. Or Pre€&sTRL+ZI'o Do The Same Thing

If You Decided You Didn't Want To Undo The Move, You Can CliclRédeButton To
Move The Sentence Back Again. Or CICKRL+YTo Do The Same Thing

If You Had Done Some Typing Since The Move, You Can Click The Arrow Qindboe
OrRedoButton To See A List Of The Most Recent Actions You Can Undo Or Redo

When YoudndoOrRedoAn Action, You Also Undo Or Redo All Actions Above It In T
List

Note You Can Save The Document, And Still Undo And Redo, But You Can Only
Make These Changes Up Until You Close The Document. Once You Reopen The
Document, You Can Only Start To Undo Current Changes



PRACTICE

Open The File
Word 2- Practice Editing.doc

Practice What You've Learned From The Lessc



s

EXERCISE 1: MOVE AROUND THE DOCUMEN

Move The Mouse Pointer To The Left Of The Dafi2e€ember 8, 2009," And
Then Click

Use The Keyboard To Move The Insertion Point

PressCtrl+HomeTo Move The Insertion Point Back To The Top Of The Pag

Press TheDown ArrowKey Until You Can See The First Paragraph In The
Letter, Which Begins WithThank You For Your Enquiry. . O

PressCtrl+DownArrow To Move One Paragraph Down

Press TheEndKey To Move The Insertion Point To The End Of The First Lir
In The Paragraph

Press TheHomeKey To Move The Insertion Point Back To The Beginning C
The Line In The Paragraph



MOVE AROUND THE DOCUMBINCTO N O T

ClickCtrl+HomeTo Return To The Top Of The Page

Look For The Vertical Scroll Bar To The Right Of The Document

Click On The Arrow At The Top To Bring The Top Of The Document Incrementally Ii
View

Click The Arrow At The Bottom Of The Scroll Bar To Bring The Bottom Of The
Document Incrementally Into View

You Can Drag The Scroll Box In Between The Arrows To Do The Same Thing. To [
That, Click, Hold The Mouse Key Down, And Then Move The Scroll Bar Up Or Dow

If You're At The Bottom Of The Document, Prd2age Up If You're At The Top Of The
Document, PressPage Down Either Key Quickly Takes You Through The Document
They Are Most Handy If You Have A Long Document



EAERCISE 2: SELECT TEXT

Place The Insertion Point In The WorRé&ally' In The First Paragraph, Second
Sentence By Clicking On It

DoubleClickThe Word. It Should Be Highlighted To Show That It Is Selected

Now Select It Using The Keyboard

ClickAnywhere Away From The Word To Unselect It

Clickin Front Of Really' Again
Press TheShiftKey And Press ThRight Arrow Key Until "Really" Is Selected
Del et e " Re al Delete@rBagkspader e s si n g

Now Undo The Deletion. PredéndoOn TheStandardToolbar OPressCTRL+Z




SELECT TEXICONGO T

Next Select An Entire Line

Select The First Line In The First Paragraph (It Begins With "Thank You For Your Enquiry...") B
Moving The Pointer Into The Left Margin (The White Space), Until The Insertion Point Changes
Into A White Arrow

With The Arrow To The Left Of The First Line, Click
The Entire First Line Is Selected. PreBelete
PressCtrl+ZTo Undo The Deletion

Click Anywhere To Unselect

Click Just To The Left Of The Sentence (Next To The Word "Thank" To Place The Insertion Poil
The Beginning Of The Sentence)

PressShift+DownArrowTo Select The Entire Line By Using The Keyboard

Click Anywhere To Unselect



SELECT TEXICONGO T

Select An Entire Paragraph Using The Mouse

Move The Pointer Into The Left Margin Of The First Paragraph Until The Pointer Changes To A
White Arrow

Doubleclick. The Entire Paragraph Should Be Selected

0

lickAnywhere In The Document To Cancel The Selection.

lickAnywhere In The First Paragraph AitdpleClickTo The Entire Paragraph

@

ClickAgain To Cancel The Selection

Use The Keyboard To Select The Paragraph

CIickhTo Plaﬁe The Insertion Point At The Very Beginning Of The First Paragraph, To The Left C
“"Thanko

PressCtrl+Shift+DownArrow

ClickTo Cancel The Selection



EXERCISE 3: MOVE TEXI

Select The Third Sentence In The First Paragraph (It Begins With
"Symphonies")

Move It To The End Of The First Paragraph

To Select With The Mouse, Pregtrl, And Then Click Anywhere In The Sentence

To Select It With The Keyboard, Place The Insertion Point Just Before

"Symphonies,” And Then Pregtrl+Shift+RightArrowUntil The Entire Sentence
Is Selected (Including The Period)

Now ClickCutOn TheStandardToolbar. (Or Pres€trl+XTo Do The Same Thing)

Place The Insertion Point At The End Of The First Paragraph, After The Word
"Ment al i tyo

ClickPasteOn TheStandardToolbar. (Or Pres€trl+V) The Sentence Is Pasted
In Place




EXERCISE 4: GET OUT OF OVERTYPE v

You Can Insert New Text Within Existing Text. Just Type, And The EXxisting
Moves To The Right As You Enter The New Text

However, If Overtype Mode Is On, The New Text You Type Will Overwrite T
Existing Text

Place The Insertion Point Before The Second Sentence In The Last
Paragraph (It Begins With "We Are Closed...")

On The Bottom Of The Window Click TINSRTIndicator. It BecomeDQVER

TypeNext Week As You Can See, The Text You Type Deletes The Existing
Text, "We Are Closedo

If You Were Not Sure Before About Being In Overtype Mode, You Are By Now

You Can Get Out Of Overtype By ClickDYERNn The Bottom Of The Window



[EST YOURSELF

You can delete text by pressing eithddeleteor Backspace
True
False

You place the insertion point in the middle of a paragraph and start typing. But the
new text deletes existing text. What's the problem and how do you fix it?

Word is in Overtype mode. Predackspaceand retype

TheDeletekey is pressedin. PresPeleteagain

Word is in Overtype mode. Click @VERo turn it off

Once you've deleted text, you can't get it back
True
False

To delete text, the first thing you do is:
Press DELETE
Press BACKSPACE
Select the text you want to delete



BEYOND THE BASICS

What You Type Is Just The BeginningNVords Alone Won't Always Get
Your Message Across

Before You Give Your Document To Anyone Else, Ask Yourself, Is It
Easy To Read?

Do Important Points Stand Out?
Would A Paragraph Read Better As A List?
Use Word Formatting To Help Emphasize Certain Text

Ensure That Your Document Is Picture Perfect Before You Print It



ADD BASIC FORMATTING

You Can Change How Text Looks By Changina
Ilts Format To Bold, Italic, Or Underlined

You Do This By Clicking A Button On A Toolb
Or By Using A Simple Keystroke

The Text In The Picture Is A Quote. To Make
More Noticeable In A Paper About The Solar
System, You Can Format It In Italic

Select The Text, And Then On TRermatting
Toolbar, Clickdtalic. Or You Can Do The Sam

During-thepazt] Svearzspace-
probezzuchaaz-thebilarinerands
Wy g e rmizEio hE by S g S e g
tremendouzdetailaboutall-the-
Elaretsirthissysterm =

During-the.pasth. | §vears.-space.
probessuch-os-thesMarner-and.
Voyagermissions-have-given-us-
fremendous-detai-aboutall-the:
planetsin-thissystem.-

Thing By Pressin@tri+|

In The Practice You'll Make Text Italic, As Well As Bold And Underlined.




CHANGE LINE SPACING

This Document About The Solar System Is Single
Spaced. If You Want To Change Its Line Spacing
So That There Is More Space Between The

Lines, You Can Do That With The Click Of A Butto

To Change The Line Spacing In An Entire
D0(|:ument, Select The Document By Pressing
Ctrl+A

To Change Line Spacing In A Single Paragraph,
Place The Insertion Point Beside The Paragraph.

Asfangzawekhow, there.arenine.
planetalockeddanorbitarounddthea.
Sun s CDnheonesourowneEarth,s
supportelife -

Axfan gz eskhow thers.granine.
planetelockedin-orbit-around-the:
SupsOnheornesourcwneEarth,

suppottelife

On TheFormatMenu, ClickParagraph And Then, In Th&ine SpacingBox, Select

The Line Spacing You Want

Tip If You End Up With Too Much Space Between Paragraphs, Look For Extra

Paragraph Marks In Between The Paragraphs. Delete The Extra Paragraph Marks

Get Rid Of The Extra Space.




CHANGE FONTS

Word Processors Typically Use Times New Roman, 12 Point, For Text
There Are Many Other Fonts And Sizes That You Can Use
Can Embellish Your Document By Using More Than One Font

Limit Yourself To No More Than Two To Three Different Fonts In A Docume
Using Too Many Fonts Can Produce A Cluttetedking Document That May
Be Hard To Read

To Change Fonts, Select The Text, And Click A Font Name IrFd6héBox On
TheFormattingToolbar

Common Fonts Are Arial, Bookntigua, Bookman Old Style, Century Gothic,
Garamond, Georgia, Tahoma, Verdana



CHANGE FONT®BC ONO T

To Change More Than One Aspect Of The Font At One Time, Such .
The Font Type, The Size, And The Color, Use HératDialog Box
Instead Of The Individual Toolbar Buttons

On TheFormatMenu, ClickFont TheFontDialog Box Opens. Make
Changes In Thé-ont, Size AndFont ColoBoxes

TheFontDialog Box Is Also Used To Select Effects Such As
Superscript Or Subscript

Tip In TheFontDialog Box You Can Also Change The Default Font
That Is Used Each Time You Open Word. Once You Select A Font /
Font Size, Click ThBefaultButton In The Lower Left Corner And
Then ClickOK



USE STYLES

Stylesd Prepackaged Collections Of Formats That Make It
Easy To Change Text Font, Font Size, And Other Formatting
All At Once

To Add A Style, Place The Insertion Point In Front Of The
Heading, And Then Click The Arrow In TtyleBox Near The
Top Of The Document Window

Headings Come In Different Levels: Heading 1, Heading 2,
Heading 3, And So On

Tip Styles Aren't Just For Headings, They're Used In Entire
Paragraphs, Too.



CREATE LISTS

Create Numbered Or Bulleted Lists To Show Stepped Out Instructions Or T
Call Attention To Certain Points

Create Numbered Or Bulleted Lists Either As You Type, Or To Text That
Already EXxists

Create A List As You Type

To Start A Numbered List As You Enter Text, You Type 1, Then A Period (.), An
Then Press The SPACEBAR To Enter A Space

To Type A Bulleted List, Type * (Asterisk), And Press The SPACEBAR To Enter
Space. Then Type The Text You Want, And Press ENTER To Add The Next Lis

To End The List, You Press ENTER Twice, Or Press BACKSPACE To Delete Tl
Last Number Or Bullet In The List



CREATE LISTGCONO T
Create A List From Existing Text

Select The Text You Want To Add Numbering Or Bullets To

On TheFormattingToolbar, ClickNumberingOrBullets

Tip You Can Continue A Numbered List Between
Unnumbered Paragraphs. For Example, If The Last
Number In The List Is 4, And You Then Type A Paragra
And Want To Start The List Again After The Paragraph,

Just Type 5, A Period, And A Space, And You Can
Continue The List.



GET READY TO PRINT

Check Spelling In The Document

Even Though Word Processors Check Spelling As You Type,
Something Might Have Been Missed

Make Sure The Insertion Point Is At The Beginning Of The
Document

On TheStandardToolbar, ClickSpell Check

If There Is A Possible Spelling Or Grammatical Problem, The
Spelling Dialog Box Appears, Where You Can Accept Or Reject
Suggestions



GET READY TOPRINC ONO T

Preview Your Document Before Printing

Save Time And Save Paper By Previewing Your Document In Print Preview Bef
You Print

On TheFileMenu, ClickPrint Preview
Print Your Document
On TheFileMenu, ClickPrint
Select The Printer You Want In TiNameBox

Choose How Mangopies In TheNumber Of Copie$3ox

ClickOK



EXERCISE 1: BASIC FORMATTING

Open The File Word 3- Practice Formatting Andtyles.Doc

The Second Paragraph, "During The Past 15 Years..." Is A Quote. Select It And Format It In Italics
On TheFormattingToolbar, Clicktalic Or PressCtrl+I

Note That Once The Italic Formatting Is Applied, The Color Of The Button On The Toolbar Changes
To Remove ltalics, Repeat The Above Steps

With The Second Paragraph Still Selected, Clicicrease IndenfOn TheFormattingToolbar

To Undo An Indent, ClicRecrease Indent

Make A Word Bold. I n The First S eFormatmglialpar,S e |
PressBoldOr PressCtr|+B

NotilcedThat TheBoldButton On The Toolbar Changes Color Now That Bold Formatting Has Been
Applie

Underline The Word "Earth." On TRermattingToolbar, PrestJnderling Or Click CTRL+U



s

EXERCISE 2: USE A STYLE TO CREATE A HEADING

P///a/ec/e///T'he Il nserti on 'Polilinit Before The

Find TarlleSterBox In The Upper Left Corner Of The Document Window. It Says
Norm

Click The Arrow In Th8tyleBox Then ClicliHeading 1In The Menu That Appears

Scroll Down And Place The Insertion Point Before The Next Heading In The
Document, "From The Center Of The Universe To The Edge Of A Galaxy."

Click The Arrow In Th8tyleBox And Then Clickeading 2
|l n The Document, Scroll Down To The N
Place The Insertion Point Before The Heading, Or Ifi Either Way Works

Click The Arrow In Th8tyleBox And Then Clicdeading 3



EXERCISE 3: CENTER TEXI

Scroll Up To Place The Insertion Page At The Top, Or
Press CTRL+HOME

Center The Heading "Case Study" On The Page
On TheFormattingToolbar, Click Th€enterButton

Click TheCenterButton. If You're Not Sure Which
Button It Is, Move Your Mouse Over It. The Word
"Center" Appears



EXERCISE 4: CHANGE LINE SPACING

Place The Insertion Point To The Left Of The First Paragraph, Or In
The First Paragrapld Either Will Do

On TheFormattingToolbar, Point Tdine SpacingAndClick1.5. The
Line Spacing In The First Paragraph Increases.

Change The Line Spacing For The Entire Document
To Select The Document, Press CTRL+A
On TheFormattingToolbar, ClickL.5

The Line Spacing Changes For The Document



EXERCISE 5: PRINT LAYOUT VERSUS WEB LAYOUT

Page Down The Document To See All Of Page 1

As You Get To The End Of Page 1, Look At The Bottom Left Side Of
The Window, In The Status Bar

As You Continue To Page Down Onto The Second Page, Page 1
Changes To Page 2

Page Up, Notice That As You Go Between Page 2 And 1, You Can S
A Page Break (The Gray Bit), Between The Two Pages In Print Layc
View, And Wide White Margins

PressCtrl+HomeTo Get To The Top Of Page 1



EXERCISE 5: PRINT VERSUS WEB LAS@JDN 6 T

On TheViewMenu, ClickWeb Layout

Page Down Again. As You Get To The Bottom Of Page
Where It Says "Figure 1: The Solar System", A Dotted
Line Marks The Bottom Of The Page

Notice Also That You Don't See The Wide Margins In Tl
View.

PressCtrl+HomeTo Return To The Top Of The Page. Ot
TheViewMenu, ClickPrint Layout



EXERCISE 6: CHANGE A FONT

Select The Second Paragraph

Find TheFontBox, Near The Top Left Of The Document
Window

Click The Arrow In The Box To Expand It
Scroll In The List To See The Fonts
Pick Bookman Old Style, Georgia, Tahoma, Or Verdana

Click The Font You Want To Apply To The Selected Text




EXERCISE 7: CREATE A LIST

On TheEditMenu, ClickFind
In TheFind WhatBox, Typd.et's Look At The Planet&nd ClickFind Next
ClickCancelin The Dialog Box To Close It

Place The Insertion Point At The Beginning Of The Second Sentence In Th
Paragraph, "The First Four Are ....", And Press ENTER

On TheFormattingToolbar, CliciBullets

Place The Insertion Point In Front Of The Next Sentence, "The Next Four
Are...", And Press Enter

Press CTRL+END To Go To The End Of The Document



EXERCISE 7: CREATEALSTONO T

Press ENTER To Start A New Paragraph. Press ENTER Again To Have A Little Mo
Space To Work In

Typel. (Be Sure To Include A Period After The 1), Press The SPACEBAR To Enter
Space, And Then Enter Some Text. Then Press ENTER.

Type Whatever You Want In Step 2. Then Press ENTER.

Press ENTER Again

To Indent A Bit More, Place The Insertion Point Anywhere In The Text In Step 1
On TheStandard Toolbar, ClicKncrease Indent

To Move The List Back, ClidRecrease Indent



EXERCISE 8: USE PRINT PREVIEW

PressCtrl+HomeTo Go To The Top Of The Document
On TheFileMenu, ClickPrint Preview

Once You Are Sure The Document Is To Your Liking, ClickalbeeButton On The Toolbar At The Top
Of The Window

On TheStandardToolbar, CliciSpelling

The Document Should Be Free Of Errors, Unless There Is A Mistake In The List You Created At The
Very Bottom Of The Second Page

If Trllere Are Any Errors, Click The AppropriigaoreOrChangeButtons On The Right Side Of The
Dialog Box

When The Check Is Complete, You'll See A Message That The Spelling Check Is Complet@®IKlick
On TheFileMenu, ClickPrint.

If Your Computer Is Connected To A Printer, ClzK If Not, ClickCancel



[EST YOURSELF

The best way to create a headingin a documentis to:
Apply a larger font size to it than the body text
Add bold formatting by clicking th&oldbutton on the Formattingtoolbar
Apply a heading style

To change line spacing for a paragraph, you must select text first.
True
False

E?\lql' (I:Erlgate a numbered list as you type by entering 1, adding your text, and pressin

True
False

In the pdractice you created a numbered list as you typed. To end the list, you
pressed:

Numberingon the Standardtoolbar
ENTER twice
TAB key once



QUICK REFERENCE CARD

Move The Insertion Point

When You Open A Word Processor, The Insertion Point Is At The Top Of Tl
Document. You Can Start Typing At The Very Top Of The Document, Or Yc
Can Move The Insertion Point Before You Start To Type:

Press ENTER To Move The Insertion Point Down One Line At A Time.

Press The Tab Key To Move The Insertion Point In