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Word Level 1

Skills Inventory

Name: Instructor's Name:

Date:

[
understand

| somewhat
understand

I do not
understand

Start and quit Word

Menu bar, toolbar

Insertion point, entering text

Open, close, and create a document

Save a file

Print a document

AutoCorrect, Spelling and Grammar Check

Scroll through a document

nove, Cop\.

k' arg

Select text to delete
 ext (insesfgmve vy
., -and Clipboard Task

fion-v

~opy and move text

Previewing documents and setting print options

Format characters (bold, underline, italicize)

Change paragraph alignment, spacing and indents

Create numbered or bulleted lists

Create text in columns with tables

Add/delete rows and columns

Change column widths

Add borders to tables

Set page margins and page breaks

One thing | would like to learn in this class is
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Word Level 1
Skills Evaluation

Name:
Date:

Instructor's Name:

|
understan
d

I do not
understand

| somewhat
understand

Was not
addressed

Start and quit Word

Menu bar, toolbar

Insertion point, entering text

Open, close, and create a document

Save a file

Print a document

AutoCorrect, Spelling and Grammar Check

Scroll through a document

_py and move text

Previewing documents and setting print
options

Format characters (bold, underline, italicize)

Change paragraph alignment, spacing
and indents

Create numbered or bulleted lists

Create text in columns with tables

Add/delete rows and columns

Change column widths

Add borders to tables

Set page margins and page breaks

One thing | wish | had learned in this class is
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Audience

Description

Objectives

Length

Beyond this Level

Word Level 1

This course is appropriate for those who are familiar with the personal
computer and Windows. No previous knowledge of Word or word
processing is required.

This course uses a combination of lecture, hands on practice, and
independent exercises to familiarize students with Word. The four
fundamental skills in creating a document: entering text, editing,
formatting, and printing will be covered.

Upon successful completion of the class, students should be able to:
m understand the objects on the screen and use the menu system,

m enter and edit text,
m open and save documents,

m get Help,

m use Spell Check to edit the document,

m select and delete blocks of text,

m move and copy text,

m preview and print | or a pogtigt Of a ¢ cumer
m use formatting ¢ il ue ¢ :hige ¢ ervna ,
Bl e gl ag ptaltar brariindents,

B e e uw e 3 bulleted lists,

B Ucate and edit text in columns using tables,

m set page margins and page breaks,

m insert headers and footers.

1 day

When you have successfully completed this class, the next class you
should consider is Word XP v10 Level 2. It will cover templates,
AutoText, styles, and advanced tables. Be sure to leave time for
practice before registering for the next level.

Word Processing Basics

A.  Word Processing Benefits and
Features

Understanding the Screen
Understanding Toolbars & the

Giving Commands
Saving a Document
Printing a Document
Closing a Document
Opening a Document

Creating a New Document
Using the Office Assistant

rx - IQ@m

5113 Pacific Hwy. E. Suite 4

B. Starting Word
C.
D.
Task Pane
E. Entering Text
H_H ravmco
|

HEE N rife, wa 98424

H N

HEEEEN Fax: (253) 922-6041

[ |
=l Phone: (253) 922-0299
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M.  Exiting Word

II.  Basic Editing

A. Using Spelling and Grammar
Check

Moving Around a Document
Selecting Text

Inserting and Replacing Text
Deleting Text

Undoing Actions

nmoow

lll.  Expanded Editing Techniques

A.  Working in Pi
i a

F.  Creating Numbered and
Bulleted Lists

VII. Page Formatting
A. Setting Page Margins
B. Setting Page Breaks

C. Changing Paper
Size/Orientation

D. Creating Headers & Footers

VIIl. Basic Tables
A. Whatis a Table?
Inserting a Table

Adjusting Column Widths and
Row Heights

A. Using AutoCorrect B
B. Manipulating Windows C. Drawing a Table
C. Using the Office Clipboard D. Using the Tables and Borders
. Toolbar
D. Moving Text ) )
. E. Typing Textin a Table
E Copying Text i
. ) F Selectina Text, Cells, Columng
F.  AutoFormat Basics (Optional) or Rov
IV. Previewing and Printing o G. _ Editin=Texti a U
Documents | nser. g/l ¥l R . and
I Colun
\
J.

t Layout 2 f
O Im nt
ytieis and

V. Changing Character Appearance

A. Understanding Character
Formatting

B. Changing Text Appearance
(Toolbar)

C. Changing Font Name and Size
(Toolbar)

D. Changing Text Appearance
(Menu)

W
[

VI. Changing Paragraph Appearance
A. Understanding Paragraph

Formatting

B. Changing Paragraph
Alignment

C. Changing Paragraph Line
Spacing

D. Creating Paragraph Indents

Formatting with Borders and
Shading

Appendix
A. Using Find and Replace

B. Creating and Printing an
Envelope

C. Working with Smart Tags
D. Positioning Text with Tabs
Glossary
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General Information

COPYRIGHT Copyright 1987-2004 by RAMCO Consulting Services, Inc. All rights
reserved worldwide. No part of this publication may be reproduced,
transmitted, transcribed, stored in a retrieval system, or translated into
any language, in any form or by any means without the prior written
consent of RAMCO Consulting Services, Inc., 5113 Pacific Highway
East, Suite 4, Fife, WA 98424, USA, (206) 292-4914,

(253) 922-0299, FAX (253) 922-6041.

This material cannot be used in the State of Washington, USA without
the written permission of RAMCO Consulting Services, Inc.

This material (instructor's manual, student manual, and data) is owned
by the original purchaser and cannot be resold or transferred to
another entity without the written permission of RAMCO Consulting
Services, Inc.

Disk versions of this courseware may be modified upon payment of a
license fee to RAMCO Consulting Services, Inc. for use as defined.i

copyright notice anc'-alated inforzaation
file and should i prigtegs sth " rd c¢ @
DISCLAIMER SIS s onl e stiti¢ or presentation of hardware and
1l ling s course does not represent an
V .« Wioriecommendation of those products.
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General Information

TRADEMARKS

DESIGN ISSUES

This manual is based on software created by one or more of the
following corporations.

Microsoft: DOS, Windows, Windows Server Family, Excel, Word,
PowerPoint, Mail, Exchange, Schedule+, Project, Access, Publisher;
FrontPage, Photo Editor, Image Composer, Outlook, Internet Explorer,
Visio, ActiveX, Jscript, VBScript

Lotus: Lotus Notes

Adobe: Photoshop, PageMaker, Acrobat, lllustrator

Netscape Communications Corporation: Netscape, JavaScript
John A. Junod: WS _FTP

KIDASA Software, Inc: Milestones, Etc.

DENEBA: Canvas

Sun Microsystem: Java

This manual has been designed to assist yoy' = ou s th oAl
Itis intended as a refereace manual with the' Hllowin 1l %
¢ A table of contenf is o 'f ¢ syrel en -

; 4 | oI i

erences important tZyms, etc.

e
1S inuependent modules covering a specific
..€u topics with independent exercises at the end.

Each page, or series of pages, covers one topic.

e Graphics and/or diagrams are included to aid understanding. Dialog
boxes and other features of the application software may be slightly
different with different operating systems.

o Generic steps guide the user through the steps need to accomplish
a single task.

¢ Helpful hints and cautions are provided with appropriate topics.

¢ Additional "white" space can be used for personal notes.

General Information
Page iv
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Word Processing Basics

OBJECTIVES

X\@}

After completing this module, students should be able to:

identify the benefits and features of Word,

start Word,

identify the Word screen elements and toolbars,
enter and edit text in a document,

save, print, and close a document,

open a document,

create a new document,

use the Office Assistant to get Help,

exit Word.

Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Processing Basics
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Word Level 1 Word Processing Benefits & Features

OVERVIEW Using a word processing program is similar to using a typewriter to
type a letter or document. The most noticeable difference is that the
document being created is seen on a screen instead of on paper. To
produce the document on paper, the computer must be directed to
print it to a printer.

Advantages There are many advantages to using a word processing program.
They include:

e Speed. Duplicating or moving words, sentences, paragraphs, or
whole pages is fast and easy.

e Revisions. Changes can be made on the screen before printing.

o Spell Check. Spelling and typing errors can be located and
corrected from a list of suggestions.

e Clean, perfect copies. Mistakes are corrected before printing.
Every copy is an original.

. Formatting. A professional-looking documezsis created.

I by creatiis

v . |
I Qcom be used in other programs.

Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1

Word Processing Benefits & Features (cont.)

Features of Word

Val:

Word is a word processing program that is very easy to use for the
beginning word processor, but is also a very powerful program that
can be used for the “power user” to create sophisticated, highly
formatted, desktop publishing projects.

Word has many features. Some of the capabilities a Word user can
perform are:

e enter and edit text easily,

o format text many different ways,

o use Spell Check and AutoCorrect to correct mistakes,
¢ find and replace text,

e create page breaks,

e number document pages,

e create tables,

e create AutoText entries to store repetitiy 't

e quickly jump to angipage in a dacume o p
» view multiole, it e t=ic onth el

el eluns )tc f(aenjmatically,

Jttn y W niat text using styles,

merge documents for form letters and mailing labels,

o customize Word features for individual needs,

o create outlines and rearrange text based on the outline,
¢ use templates to expedite document creation,

¢ send email,

e create web pages,

¢ use Office Assistant to provide on-line Help.

Copyright © 1987-04 RAMCO Consulting Services, Inc. Word Processing Basics
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Word Level 1 Starting Word

OVERVIEW In order to use Word, it must be loaded into the computer's memory.
In Windows, programs are usually started from the Start button or from
a shortcut on the desktop.

Starting Word

[ 92| Mew Office Document
I8 Open OFfice Document:
Or 3. Click New Office
Document to launch Word
and start a new document
based on Normal

@ Set Program Access and Defaults
%0 windows Catalog
% windows Update

|:@ Accessories

|@ Adobe
Internet '

é Inkernet Explarer I Games

3. Point to Microsoft Office — | ﬂ Eivad

|@ Macromedia
|@ Metscape 7.1 3 @ Microsoft Office Access 200
i . IF) PrintMe Internek Prlnt- .
4. Click Microsoft Word & quckiine |
\\ |@ Real [ : InfoPath 2
~—_ |’ ! s Qutlook 200,
A brief descrintian of the R S 4 T PoviarFaink 2003
. S~
H . H H . Ex)l
- 1 ] B = 4 (5h Explorer i

=) REmote Assistance i“reate and edit kext and graphics in letters, reports, Web
e Windows Media Player pages, or e-mail messages by using Microsoft Office Word.

AllPrograms B 3 windows Messenger

g| Log OFF @| Shutt Down

2. Point to All Program

1. Click Start button

STEPS (3 B Start Word.
Click: Start button

Point: Programs

Note: Word may be on another submenu.
Choose:  Microsoft Office

Choose:  Microsoft Office Word

or
Double-
Click: Word shortcut
Note: Word starts with an empty document window. The
new document has the temporary name of Documentl.
Note: The Microsoft Word button is displayed on the
Taskbar.
Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Maximize button

Word Level 1 Understanding the Screen

OVERVIEW When Word is started, it appears in an application window. Like
most application windows, it contains a title bar, menu bar,
toolbars and status bar.

Document An application window contains a document window. The

Windows document window contains the document being worked on.

Task Pane The Task Pane is a window through which users can perform
common tasks such as starting and opening documents, file
searches, viewing the Clipboard, and formatting. The Task Pane
automatically displays when an action that requires its use is
initiated. The Task Pane can be displayed and hidden with View,
Task Pane to allow more space on the screen.

Title bar The Word Screen Minimize button

Control Menu
button

v
Menubar I\ B R @RITE S BB D 8

Standard
and Formatting
Toolbars

Ruler

View
buttons

/Page 1

Status bar

—

S

Close button

- File  Edit  Wiew Insert

ﬂ Mormal

I pocument1 - Microsoft Word

Formak

X

Tools  Table ‘Window Help AdobePDF  Acrobat Comments

w[E] =4

~ !
FEEYIEY O e ] £ 2
= - iz sE A
| ! I EGELuI'IgSta d

© 16| 4

Microsoft Office Online

\Type a
question
for help

*  Connect ko Microsoft OFfice hox

Online
*  (Get the latest news about using

iord *—_ Task
*  putomatically update this list
from the web Pane

Mare...

Seatch For:

| |

Example: "Print more than one copy”

Open

Scroll bars

WE010U01  doc
801300L01.doc
16710L01.doc
WMWE020U01  doc
WEN10UD01 . doc

RAMCO O Lisk.doc
lnomant Sehadula and

| I3 B 3

«0»'1_

[l ? ¥ uY

iDraw~ i | Autoshapes= N IZIDP_E&%:: @E|&.£-év

|
i | T A= R l=00 T TR - HE-N AT TN

Sec 1 in

At 1" Ln 1 Cal 1 REC TRK EXT OWR English{U.S

N
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Word Level 1 Understanding the Screen (cont.)

The term... Has the meaning...

application window window that Word runs in.

document window window that represents a document and
appears within an application window.

title bar the bar on the top of a window which displays
the name of the window. A new document is
named Document# (where # is a number) until
the document is saved.

Control Menu button | a button that displays a drop-down menu used
to manipulate a window.

Minimize button a button that reduces a window to only a button
on the Taskbar.

Maximize button a button that enlarges the window to its largest
size, usually the entire screen.

Restore button a button that returns £ 5 imigl vi 0wl s
nrevious size,

Close button auby th ¢ ises | 2 va

mi Lgha lit » tE it s ays menu names th&dcan be

CH. 0 st commands.

0l i a bar that contains buttons for performing
frequently used actions.

ruler a line that displays paragraph indents, left and
right margins, tab stops, and the tab alignment
button.

Task Pane a window through which users can perform

common tasks.

end mark a mark that indicates the end of a document;
moves down as text is entered; does not
display in Print Layout View or Web Layout

View.

scroll bar a bar on the right side or bottom of a window
used to move through the contents of the
window.

status bar last line of the Word window that displays the

position of the insertion point, page number,
section number, and total number of printed
pages. The status of some keys is also
indicated.

Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
Page 6 1671-7/7/2004-WG01



Word Level 1

Understanding Toolbars & the Task Pane

OVERVIEW

Standard Toolbar

Formatting
Toolbar

Task Pane

Automatic Toolbar
Customization

cwall | spl Y,

User
Customization of
Toolbars

Using Toolbar

When starting Word, two toolbars (Standard and Formatting) and the
Task Pane are displayed by default. (The Standard and Formatting
Toolbars are merged by default.) These settings can be changed by
the user. The changes are saved for the next time Word is started.

The Standard Toolbar includes buttons to create, open, save, or print
documents; cut, copy and paste, undo/redo actions or commands;
create a table and many others. It can also be used to display the
email form.

The Formatting Toolbar includes buttons to change font characteristics
(i.e. bold, italic, underline); paragraph alignment and indention; format
numbered or bulleted lists, and many others.

The Task Pane is used to create and open documents, get Help, view
Search Results, insert Clip Art, Research, view the Clipboard, protect

documents, apply styles and formatting, reveal formatting, mail merge,
and more.

Like menus, toolbars may not show all byt o= 1A
to show all buttons, giye least useg,buttol
available underg ie Expa by © .
intelligenthaahd 5| ¢/ or. i s :en be on usage Multl b
bl sar e el 20 n/ st glirow. As a button oria toolbar is
ut d gt o tec aliaisplayed in a hierarchical fashion.

C a5 ¢ ong
aren d ol ve bl re
Ada oniys g o S

Wi toolbars are displayed and the placement of the displayed
toolbars can be changed. The toolbars can be docked (attached to a
side of the screen) or floating.

The Toolbar Options button on the right end of the toolbar allows the
user to easily customize toolbars. Buttons for frequently used actions
can be added and unused buttons can be removed. New toolbars can
also be created.

Pointing to a button with the mouse displays the name of the button.

Buttons Clicking on a button or the drop-down arrow executes that button's
action.
Standard Toolbar
- EHd2 93 Zn B9 - g)j@gg@qwn% - (@ _ugeadL;-‘EJ

Formatting Toolbar

‘ T - A4 BodyText

- Arial

il
(il
-
1]

.11vnfg

Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1 Understanding Toolbars & the Task

Pane (cont.)

STEPS «f =

Turn atoolbar display on/off.

Right-click: in a displayed toolbar

Note: The View, Toolbars command can also be used.
Click: name of toolbar to display or hide

Turn Task Pane display on/off.
Choose:  View
Choose: Task Pane

Add or remove buttons from a toolbar.

Click: Toolbar Options button =l (found at far right of toolbar)
Pointto:  Add or Remove Buttons

Choose:  toolbar name if necessary
Click: to turn any button on or off

Note: aief a e
: SN \Lor 20 a J0) U adfd
W, a G 1" =y oolbal
‘ it Jtifhs!

Move or float the menu bar or any toolbar.

Drag: move handle icon L= (at far left on toolbar)
Note: When positioned over the move handle, the mouse

pointer changes to the move symbol.

Dock/Re-dock Task Pane.

Double-
Click: Task Pane title bar
Note: The Task Pane can be moved and closed like any

other window.

TIPS AND TRAPS

the mouse over any toolbar and right-click.

% Hint:  Use the right mouse button to display or hide toolbars. Position

Word Processing Basics
Page 8
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Word Level 1

Entering Text

OVERVIEW

Entering Text

Click and Type

nange

wioving the
Insertion Point

Once started, Word is ready to create a document. The insertion
point, which shows the location for typed characters on the screen, is
located before the end mark.

Any character (letter, number, or symbol) typed on the keyboard
appears at the insertion point position and (by default) pushes existing
text to the right. When the characters reach the right margin, any word
that cannot fit within the margin is automatically placed on the next
line. This is called word wrap. To start a new paragraph, press
ENTER.

Click and Type allows the user to quickly insert text, graphics, tables,
or other items in a blank area of a document. If the Click and Type
mouse pointer displays, double-click at that location to receive the item
and type. Word inserts the necessary tab or paragraph alignment.
Click and Type is only available in Print Layout or Web Layout views.

The Click and Type pointer indicates how an item will be formatted.

1= aligr left

IE—' - den
I Aliom cepfer i
= J Leflpsa: wri
::]: eyl i ]: ik bext wrap
AL r o 2t s iDeen typed, it may need modifying. Existing
sl 0 eiZ'can be deleted, or additional text can be inserted. Text is

always inserted or deleted at the insertion point position.

The insertion point may need to be moved to the proper position
before changes to the text can be made. The insertion point can be
moved with the directional keys on the keyboard or with the mouse.
The mouse pointer changes shape to an I-beam when positioned in a
text area. When the 1-beam is at the place to insert text, the mouse is
clicked to position the insertion point at that position.

The term... Has the meaning...

Click and Type a special mouse pointer that allows the user to
quickly insert text, graphics, tables, or other items
into a blank area of a document.

the mouse pointer shape when positioned over an

I-beam area that accepts text.

insertion point a blinking vertical bar at the location where
characters will be inserted or deleted.

word wrap a feature that causes text to automatically flow to
the next line if it does not fit within the margins on
the current line.

Copyright © 1987-04 RAMCO Consulting Services, Inc. Word Processing Basics
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Word Level 1 Entering Text (cont.)

The following are special keys used when entering text

To... Press the key
combination...
move the insertion point left or right character by | LEFT ARROW OR
character RIGHT ARROW.
move the insertion point up or down a line UP ARROW OR
DOWN ARROW.
start a new paragraph ENTER.
delete the character to the right of the insertion DELETE.
point
delete the character to the left of the insertion BACKSPACE.
point
insert a tab at next tab position and move the TAB.
insertion point to that position |
insert a page break | CTRL FM"’F

o ow/Hide

=10x|

Type a question for help + X

o lXt
|b\ indow Help Adobe PDF  Acrobat Comments

_,,ue BB S 9- w-@.a@ A[M]10 - @ | deesd i

SEEIZEE|IH YA

This-is-thetyping-area - There-is-no-need-to-press- ENTER-when-vou-reach-the-end-ofthe-
line - As-youtype,-the-words-automatically wrap-otrthe-screen - When-yourcome-to-the-
end-of arparagraph -press- ENTERto-end-the-paragraphrand-create-a-new-line Iﬂ

: Paragraph
o mark

= e[Es= o4

o o2 - | - O - | E - S - B \amuuz!
igrawwelngtosmues-\\DOQ&%Z:E]EII& - A _;ﬁﬂil.ﬂﬁ @ % F % w B
Page 1 sec 1 11 ak 1,3" Ln 3 Cal 76 REC TRE EXT OVR English(U.S m
Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1 Entering Text (cont.)

STEPS (2 B Move the insertion point.
Position: I-beam at desired location

Click: left mouse button
or
Press: UP, DOWN, RIGHT, OR LEFT ARROWS on the
keyboard
B Insert text.
Click: insertion point at location to insert text
Type: new text

B Insert text with Click and Type.
In Print Layout or Web Layout view,
Point: mouse pointer until the Click and Type mouse pointer

1= £ R RN displayed
Double-
Click: at Io-mon to receive iter o
Note: 1 iraer,
voe I 9 ntem)
Note: If insertion point is positioned after text to be removed,

| character at a time.
<k: insertion point before text to be deleted
Press: DELETE
press BACKSPACE.

B Display paragraph marks.

Click: Show/Hide button

TIPS AND TRAPS

s Hint: A wavy, red line under a word indicates that the word is not _
gi found in the Word dictionary. Point to the misspelled word, and :

click the right mouse button to see a list of suggestions. Click
the left mouse button on the correct spelling of the word.

. Hint: A wavy, green line under a word indicates that there is a
grammatical error found by the Grammar Checker. Point to
the area underlined and click the right mouse button to see a
list of suggestions. Click the left mouse button on the
correction.

Copyright © 1987-04 RAMCO Consulting Services, Inc. Word Processing Basics
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Word Level 1

Giving Commands

OVERVIEW

Menu Bar

Dialog Boxes

Shortcut Keys

Cort nt 1
Toa ar.bul ns

Shortcut Menus

The menu bar at the top of the window is used to give commands to
Word. By pointing with the mouse to the menu name on the menu bar
and clicking, a drop-down menu appears and commands are
available. For example, the command to save a file, Save, is on the
File menu. The shortcut menus, toolbars, and the Task Pane are
quicker methods of giving commands.

The commands displayed on the menu may change based on the text
or object selected or certain keys held when the menu is chosen.

To expand a menu that is not displaying all commands, double-click
the menu name, click the Expand button at the bottom of the menu, or
wait a few seconds after displaying the menu for these commands to
display.

Once each menu command is used, it displays upon opening the
menu. If a menu command is not used for a while, it will stop being
displayed on the short version of the menu.

Commands that require more selections displav,an ellipsis (...) after
the command on the menu. The additional s; msgm2 o d
a dialog box. Commands without an ellipsif :xecut’ iri ¢ lia |y

Many menu comms  spay = o cu keyst B sel sed (o thg

ri¢ cofthwicd & a0 o1 1w 1¢ cut keyZ'can be use™instead of
the v au o ettt col mi L.

31 01 It appear to the left of menu commands correspond to
~uuons on the toolbars.

A context-sensitive shortcut menu is displayed when the right mouse
button is clicked in some position in the document. The commands on
the shortcut menu are relative to, and frequently used for, the current
task (determined by the screen location of the mouse pointer when the
right-click was used). Commands on the shortcut menu are selected
with the left mouse button.

The term... Has the meaning

ellipsis three periods after a command on a menu
indicating the command displays a dialog box.

dialog box window appearing on the desktop to supply or
request information. Commands on a menu that
are followed by ellipsis (...) request information
from a dialog box.

shortcut key key or combination of keys used to execute a
command.
shortcut menu list of useful commands that appear when the right

mouse button is clicked.

Word Processing Basics

Page 12
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Word Level 1 Giving Commands (cont.)
Sample Menu
E_i_"jDocumentl - Microsoft Word =10] x|
° FEle | Edit | Yiew Insert Format Tools  Table Window Help  Adobe PDF  Acrobat Comments Type a question for help » %
0 oY UndePaste iz g8 | ¥ Ba A (9 - & - (R HFE .@.m% + @ | HRead Q!
Drop-down =
menu

Expand button

day Cut Chri+4 v TimesMewRoman + 12 » | B 1 U | =
|I| B3| Copy ChrlC
Paste Special... s - - - : : :

Select al Chrla
43 Find... Chrl+F

—p> ¥

This'is-the-typing-area - There-is-no-need-to-press- ENTEE-when-vowreach-the-end-of+the
: line. - Az-yowtype,the-words-automatically-wrap-on-the-screen - When-yourcome-to-the-
S end-ofaparagraph, press- ENTER to-end-the-paragraph-and-create- a-new-lme.h]

K

EN-EIEN=ED!

w g Es
iDraw= g | AutoShapss~ N\ N D-\_-g Ao EE & LA
Page 1 Sec 1 11 Ak 1.5 Ln -l 71 TRK ERT

I i hgr3ox

il | Character Spacing I Text Effects I
Font skyle: Size:
f11
s 3
9
10
Arial Rounded MT Eold j
Arial Unicode M3 12
Font color: Undetline style: Underline caolar:
I Automatic j |l{nnne]| j I Automatic j
Effects
[~ Strikethrough [ shadow [ Small caps
[~ Double strikethrough [ outline [ allcaps
[ superscripk [~ Emboss " Hidden
[ subseript [ Engrave
Preview
Arial
Thiz iz a TrueType Font. This Font will be used on both printer and screan.
Default. .. | O I Cancel
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Word Level 1

Giving Commands (cont.)

Shortcut mers——_||

Sample Shortcut Menu

@f Document1 - Microsoft Word =10l x|

© Flle Edit Yew Insert Format  Tools  Table ‘window Help  Adobe PDF  Acrobat Comments Type aguestion For help X
N-SEHRSLTH %2R I -0 8HER =B S0 - @ e ua!
@ﬁﬁ! P A4 Normal + TimesMewRoman - 12 - | B 7 U | =Lz EEIQ - _v

iz

his-is-the-typing-area
i line. - As-youtype, the-
= end-of-a-paragraph,pre

Cut

Copy

-when-youreachthe-end-of-the-
creen - When-yowcometo-the
d-create-arnew-line

:\* Paste

Fonk...
Paragraph...

Bullets and Mumbering. ..

Hyperlink...

E@®inwe fEde]

Look Up...

R

Synonyms »

HEELKD L

=

PDraw = lp | AutoShepesv N w [

Translate

Select Text with Similar Formatting

Fage 1 Sec 1 1 1 Cal 1
STE 5 ’&'c u at I= partial display of menus.
: l'ools
Choose:  Customize
Choose:  Options tab
Turn on/off: Always show full menus
TIPS AND TRAPS

;

Hint:  For a shortcut menu regarding a selection, such as a selected |
word, position the mouse pointer on the selection before clicking:

the right mouse button to display the shortcut menu.

Word Processing Basics
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Word Level 1

Saving a Document

OVERVIEW

Saving a File

File Names

Save As
Co=mnand

wve A
B

AutoRecover

The text entered in a document is a temporary copy in the computer's
memory. If power is disrupted or the computer is turned off, the
temporary copy is lost. In order to create a permanent copy of the
document, it must be saved.

The File, Save command or the Save button can be used to save a
file. If the file has not been saved before, a dialog box appears to give
the file a name and location. If the file has been saved and given a
name previously, the file is saved with the same name.

The file name must adhere to the Windows file name rules. Word
adds the file name extension. DOC automatically. Windows contains
few restrictions on the names of files. The following rules apply.

e The complete path, including drive letter, server name, folder path,
file name, and extension can be up to 255 characters.

¢ Most characters including spaces are valid.
e Characters which cannot be used are: /\*2"|:; <>

e Characters are not case sensitive; low/ cade, ;

O sE
F
combination cgn I enteredJythey & =2 cong lel di

L =

S ne.

The File, &8 "ci " an g s 1 to s L copy of § ile uider a
Jif erd thies ¢ ingal 24 0t bIECr or drive. The File, Save As
cCan nfal ay dlillays the Save As dialog box.

The Save As dialog box contains the Places bar along the left, which
provides easy access to the History folder of recently used files, the
Desktop, the My Documents folder, the My Computer folder and the
My Network Places folder. The My Network Places folder allows you
to browse folders and files on a Web server just like your local drives
and network shares.

A Back button in the Save As dialog box lets users easily return to
recently visited folders, regardless of their location in the folder
structure.

Word can be set to automatically save at pre-determined intervals.
This feature is called AutoRecover; however, it does not replace
saving the document with the File, Save command. The AutoRecover
feature updates a backup file if the power is lost. When the computer
is restarted, the Document Recovery Task Pane lists all the files that
were recovered when the program stopped responding. You can open
the files, view what repairs were made, and compare the recovered
versions. You can then save the best version and delete the other
versions, or save all of the open files to review later.

Copyright © 1987-04 RAMCO Consulting Services, Inc. Word Processing Basics
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Word Level 1

Saving a Document (cont.)

Application and
Document
Recovery

Repair and Extract

Rew\/er

In the event of an error, Word can safely close Word and give the
option to save your work, so the last save can occur before the
program closes. Word can then automatically report the error to
Microsoft who can correct these errors.

In the event of an error or a failure to load, Word can automatically
initiate the repair and recover function to repair the corrupt document.
Users can also invoke this functionality by choosing Open and Repair
from the File Open dialog box.

Options Dialog Box, Save Tab

*
hec) aA ; save AutoRecover info every: 1I:I

21x]
Security | Spelling & Grammar | Track Changes |
Iser Information Compatibility | File Locations |
Wit | General Edit Print Save
Save options

[ always create I:uau:kup Copy!

[ allow Fast saves

|7 Allovs I:uackgrcuund
=" Embed Trus
3

QDHtS

o -:nF Flles stn:nred an netwark ar rem::wal:-le drives
minukes
I¥ Embed smart kags

[ Save smark kags as XML properties in YWeb pages

Default Format

Save Word files as:

[ Disable features introduced after:

wWord Document {, doc)

=~

IMil:rl:nschI: Word 97

=

Cancel

Word Processing Basics
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Word Level 1 Saving a Document (cont.)
Save As Dialog Box
Create New il b3
Folder button Save.n/' T4 g - Todls~
// ,_]Basics Exercise 2 Copy of Kletke Inguiry.doc E,_]Edits Sales Rep Contracl
Current folder — 4 W Basics Management Trainee Position.dac B Expanded Edits AutoFor
Ly Iy Recent I_]Basics Sales Rep Contrack.doc E._]Expanded Edits Backup !
Diocuments

o
17}
&
[w}

h=]

Folders options for
saving files

k/,

My Documents

[y Computer

R

File name —___|

Iy Metwark
Flaces

B Expanded Edits Exercise
B Expanded Edits Exercise
B Expanded Edits Exercise
B Expanded Edits Exercise
E,_]Expanded Edits Manage
B Expanded Edits Sales Re
E,_]FIN Basics Exercise 1 Te
B FIN Basics Exercise 2 Kle
BFIN Character Farmat E:
BF1 Character Format: E:
BFIN Character Farmat E:
BFIM Edits Exercise 1 Sale

,_]Character Farmat Backup Sales Rep Contrack,doc

W haracter Format Exercise 1 Sales Goals.doc

I_]Charau:lzer Farmat Exercise 2 Copy of Management Mesting. doc
I_]'Character Farmat Exercise 2 Management Meeting.doc
,_]Character Formak Exercise 3 Creating a Document.doc
,_]Character Farmat Exercise 3 Copy of Creating a Document. doc
,_]Character Format Sales Rep Contract,doc

I_]Eu:lits Backup Sales Rep Contract.doc

W Edits Exerrise 1 Sales Goals.doc

I_]E-:iits Exercise 2 Management Meeting, doc

W Edits Exerrise 3 Creating & Document, doc

W Edits Management Trainee Position, doc

File name: IMy First Document|

Save as bype: IWord Dacument (*,doc)

B_Save

STEPS (4
L4

C K
e.

Type:

Note:

Click:
Note:
Note:

Save a

Choose:
Choose:

Note:
Type:

Choose:
Choose:

Choose:
Choose:

tiof-

Ultuﬂ
The Save As dialog box displays.

desired file name

desired folder in Save in box if necessary
Save

The File, Save command can also be used.

Save changes with the same file name.

Save button @
The File, Save command can also be used.
Word overwrites the old version.

copy of the document with a new name or location.
File

Save As

The Save As dialog box displays.

file name

drive/folder in the Save in box if necessary

Save

Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1 Saving a Document (cont.)

STEPS «f B Turn on AutoRecover file save.

Choose:  Tools

Choose:  Options

Choose:  Save tab

Choose:  Save AutoRecover info every: On

Choose:  # of Minutes

Note: The available intervals are from one to 120 minutes.
Choose: OK

Note: This only creates a temporary backup in the event of a

computer malfunction. It will not save the file if the file
is closed or Word is exited without saving to a file
name and location.

TIPS AND TRAPS

e
=
2

The shortcut key for Save is CTRL S.

Hint:  To display the Save As dialog box press F12.

Hint: To create a new folder in the current folder, click the Create New
Folder button in the Save As dialog box.

Hint: A document can be saved as HTML in the Save As dialog box
for posting on the Internet or a company intranet.

Hint:  To save all open documents, macros, AutoText, and templates,
hold SHIFT, choose File, Save All.

Word Processing Basics
Page 18
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Word Level 1 Printing a Document

OVERVIEW

Printing produces a printed copy of the document on paper. The File,

Print command or the Print button can be used to print the document.

Changing Default  Using the Print button prints the enti

Settings

re document using the default print

settings. The Print dialog box displays when the File, Print command

is chosen. Print options such as specific pages to print, number of
copies, and printer type are available in the dialog box. It is necessary
to set the printer type whenever a different printer is used.

Print Dialog Box
2]
Printer
Mame: | 2 HPLaserdetS =] Properties |
Status: Idle Find Printetr.. . |
Type: HP Lazerlet 5
Choose number Where: LPT1 I_ Prink ko FII_E
of copies ———|| Comment; ™ Manual dug
Page range
ol
Choose pages f" Current page f selectine
to print  pages: | -+
ol s dfol A ;
xd b2 na  For &l AR
) at, Iuacument j B
Pages per sheet:
Prink: IP.II pages in range j g5 pEr = Il et j
Scale to paper size: IN.;. Scaling j
Cptions. .. Ok I Cancel |

STEPS 1%

Print button

B Print one copy of the entire active document.

Click:
Note: The File, Print command can also be used.
B Cancel printing.
Double-
Click: printer icon on the status bar.
Note: The printer icon may quickly disappear for short
documents. Then printing cannot be canceled.
TIPS AND TRAPS
Hint:  To display the Print dialog box press CTRL P.

;
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Word Level 1

Closing a Document

OVERVIEW

memory and taskbar space.

When finished with a document, it should be closed to conserve
It is not necessary to close one document

before beginning a new one. When an existing document is opened or
a new one is created, and the first was not closed, the new document
is displayed in a different Word window. The Word program is then
running in two (or more) separate application windows.

Closing with the
Menu

Closing with the
Close Button

The File, Close command can be used to close a document. File, Exit
closes all application and document windows that are open.

If there is only one application window running, the Close button can
be used to close the document, but leave Word running.

If more than

one document is open and one document is closed, the closed
document’s application window is closed as well. Any other
application windows remain open until they are closed.

Office Assistant
Close Warning

Closing a File

document window

Fil

Control Menu button for

(behind FllnE'ﬂenu)

.

Close button for_—
document

Save as Web Page..
| :
%1 File Search..

Acrnbat

y
[ Type isction For

Office Assistant prompts to save changes when a document is closed
and changes have not been saved.

Permissiol
Wersions...

need-to-pre ssENTER-when-youreach-the:

Web Page Preview

atically-wrap-on-the-screen ~When-yourcome-to-the-

Page Setup...
|4 Print Preview

& Print...

Chrl+P

-end-the-paragraph-and-create  a-newline Y

Send To

Propetties

3

1 CiZCwl. . \Copy of My First Document . doc
2 CA2CwlWEL 671, \My First Document. doc
3 Ci\,...\Basics Management Traines Posi,.,

4 CH2CwAWGIModuByWED T\ WED10U01 doc

end-of-the-

- o s-Z-E-5- 3-EE

H .‘? Sign out of Microsoft \MET Passport

Exit

cEE B A

|=-BEE Al iz

Cal 1 REC TRE ERT OWR English(U.5

=@ Eoex £yin EJ

%)

£

Word Processing Basics
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Word Level 1

Closing a Document (cont.)

STEPS «f

yaluat

Warning to Save Changes upon Closing

Microsoft Office Word x|

! ':, Lo wou wank ko save the changes o "Copy of My First Document, doc?

Yes Mo | Zancel |

B Close adocument.

Click:
Note:
Note:

document Close button
The File, Close command can also be used.

If changes to the file have not been saved, a dialog
box appears and prompts to save changes. Choose

Yes to save changes. If thage has not bean
the Save As dialog box af <o 's. 4 2 2
chor-'e aloca Jose §

tionnfhen ¢

TIPS AND TRAPS

;
;

Hint: To close all open documents, hold SHIFT and click on File,
Close All.

Hint:

CTRL W or CTRL F4 closes the active document.
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Word Level 1

Opening a Document

OVERVIEW

Open Dialog Box

Mos Fate |
Use riles’ 't

Opening Multiple
Files

Switching
Between Open
Documents

Search for a File

A document must be copied from the disk into the computer's memory
in order to be modified or printed. A file can be located by specifying
all or part of the file name, or any text contained in the document. The
contents of a file can be previewed in the Open dialog box prior to
opening it. More than one file can be opened at a time. There are
four methods to open a document in Word:

¢ File, Open command,
¢ Open button,

¢ More on the Getting Started Task Pane (New Document Task Pane
in Word XP),

o most recently used file list on the File menu or Task Pane.

The Open dialog box contains the Places bar along the left, which
provides easy access to the My Recent Documents folder of recently
used files, the Desktop, the My Documents folder, a My Computer
folder, and a My Network Places folder. The My Network Places foldgg

allows you to browse folders and files on Wek rer just liged U
local drives and network shares.

A Back button inthé Dpang = 95! X tsug sS4 s U0

re. ntly visita I 2,0 o dif s feir loC (in e fo er
sttt e

3y e Vi G"displays the names of the four most recently opened

il¢2 asuve the Exit command on the File menu and in the Getting
Started Task Pane (New Document in Word XP). If the file to be
opened is on one of these lists, simply click on the file name to open it.

More than one file can be open at a time. The number of files that can
be open is limited by the computer's memory. If a file is currently open
when another is opened, the new document is displayed in a new
application window. The Word program is the same, but it is running
in two (or more) separate application windows.

Any of the open documents can be accessed from the Window menu
on any of the application windows. The icons on the taskbar can also
be clicked to switch between open documents.

The Search feature in the Tools drop-down menu of the Open dialog
box can be used to find a file to open. It is especially useful when the
folder the file was saved in or even the complete file name is not
known. Simply type in part of the file name or text that can be found in
the file, and Search locates all files containing that text.

Word Processing Basics
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Word Level 1 Opening a Document (cont.)

Click to change Back . . Drop down
ocations 9 button Open Dialog Box Preview / for Search
2lx
Places bar \ Lok in: T@ class ir@ ~ [ ﬁ 4 i =~ Tools~=
3 Marne = | size | Type | Date Madified «
Click file name Lsﬁ 1 rosics Management: Traines P... 1KB Microsoft Word Doc...  6/16/2004 12:!
if listed \~\M@;:i\‘ ) Biasics Exercise 2 Copy of Klet. ., 20KE Microsoft word Doc...  2/20/2002 11
[DiraTie pi] {Basics Management Trainee P... Z0KE  Microsoft word Doc,..  2/20/2002 &:17
E,_]Basics 3ales Rep Contract,doc 26KE  Microsoft word Doc,.,  2/20/200Z 11
@ E,_]Character Format Backup Sal. .. 26KE  Microsoft word Doc,.,  2/20/200Z 11
or Desktop @I_]Character Formak Exercise 1 ... 2ZKE  Microsoft Waord Doc...  2/20/2002 11:
E,_]Character Format Exercise 2 ... Z1KE  Microsoft word Doc,.,  2/20/200Z 11
4 E,_Jcharacter Format Exercise 2 ... Z1 KB Microsoft Word Doc,,.  2/20/200Z 11:
’> @I_]Character Format Exercise 3 ... 41 KB  Microsoft Word Doc,..  2/20/2002 11
My Documents E,_]Character Format Exercise 3 ... Z3KE  Microsoft word Doc,.,  2/20/200Z 11
Type in any part E,_Jcharacter Format Sales Rep ... 23 KB Microsoft Word Doc,..  2/20/2002 11
of a file name \\ el @_]Copy of My First Document. doc 24 KB Microsoft Word Doc..,  6/16/2004 121
N E,_]Edits Backup Sales Rep Contr... ZBKE  Microsoft word Doc,.,  2/20/200Z &:1!
My Coi I | ¥Edits Exercise 1 Sales Goals.dac Z1KE  Microsoft Word Doc..,  2/2002002 81! o
T b
Q File game:\rA
My Mebwark -
Flaces Files of type: |'¢,||| Files (* %)

g n

S j}r m O arabctult.o
A '§ Open button =]
Note: The Task Pane can also be used.

Navigate: to folder where file is located
Choose: file name from the list of names
Choose:  Open

B Open arecently used document.
Choose:  File
Click: one of the files listed at the bottom of the File menu or on
the Getting Started Task Pane (New Document Task Pane
in XP)
B Open acorrupt document.
Click: Open button =]
Navigate: to folder where file is located
Choose: file name from the list of names
Choose:  Open and Repair from Open button drop-down
Copyright © 1987-04 RAMCO Consulting Services, Inc. Word Processing Basics
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Word Level 1 Opening a Document (cont.)

STEPS «f B Preview a document before opening.
=

Click: Open button

Choose:  document to preview

Click: Views button drop-down arrow -

Click: Preview button | -2

Note: Choose Open to open the file that is being previewed.

B Find a document that contains specified text.

=

Choose:  Open button

Tools ~

Click: Tools button drop-down arrow
Choose:  Search

In Search text:,

Type: text to search for

In Search in:

Choose: Iocation’i) to search

Choose: Seél h n
I ) lmIfn .St

V Chioose:  Open

TIPS AND TRAPS

% Hint: To display the Open dialog box, press CTRL O.

s Hint:  Up to nine files can be listed on the Recently Used File List.
Choose Tools, Options, General tab and change the number of
entries to nine.

%‘ Hint: The Task Pane can also be used to search for a file to open.

Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1

Creating a New Document

OVERVIEW

Templates

Wizards

sple, Wi

Switching
Between Open
Documents

A "new sheet of paper" may be needed to start a new document after
a file is closed. The New button on the Standard Toolbar and the
Blank Document option on the Task Pane each create a new
document using the Word defaults (using the Blank Document or
Normal template). A new document also can be created using a
different template or a wizard.

A template is a "blueprint” for a document and can include anything
that can be included in a regular document: text, graphics, formatting,
etc. When a new document is created based on a template, all of
these features are available to the new document. Word provides
some templates, and new templates can be created. The default
settings for documents are stored in a template called Normal.

Templates are grouped by category such as General, Legal Pleadings,
Direct Mail Manager, Letters & Faxes, Mail Merge, Memos, Other
Documents, Publications, Reports, and Web Pages. Choose On my
computer option on the Task Pane to see the list of categories. Click
the desired tab to see the templates availa/

A new document cagilalso be creatad usi Ja wit arc & wiarc
prompts for neef adiefogt wio 1 cred s ¢ w2 nth
nformaticgmmc ™ ¢\ ze < ¢ yroup .th temple s.

Ve g ol e B 0pen at atime. The number of documents
hia i Cenis limited by the computer's memory. If a document
s carrently open when another is created, the new document is
displayed in a new application window. The Word program is the
same, but it is running in two (or more) separate application windows.

Any of the open documents can be accessed from the Window menu
on any of the application windows. The icons on the taskbar can also
be clicked to switch between open documents.

The term... Has the meaning...

template a file that may contain saved formatting, text, and
graphics used as a pattern for a new document.

wizard a feature that creates a document using responses
to questions the wizard asks.
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Word Level 1 Creating a New Document (cont.)

Templates Dialog Box

The Blank Document x|

template for a
document based on
Word defaults is under

the G | tab
e General tal . @ @ @ E

[olgle=N el =TeM Elegant Mermo  Memo Wizatd — Professional
Memo Memo

General | Direct Mail Manager I Legal Pleadings I Letters & Faxes I Mail Merge
Memos | Other Documents Publications I Reparts I eh Pages

Create New
¥ Document

gn uor:

en.accepting all defaults.

f" Templ=t=

Templates on Office Onling

atio

STE = \'. : 1
V New button J -
Note: A new window appears with Document# in the title
bar.
Note: The Blank Document option on the Task Pane can
also be used.

B Create a new document using a template or wizard.
Choose:  File
Choose:  New
Note: The New Task Pane displays

Choose:  On my computer (General Templates in Word XP) on
the Task Pane

Note: If necessary click desired tab.

Choose:  desired template

Choose: OK

Note: If using a wizard, continue through wizard dialog

boxes making selections as requested.

Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1 Using Microsoft Office Word Help

OVERVIEW Word contains built-in Help information, which is accessed via the
Office Assistant, the Microsoft Office Word Help button on the
Standard Toolbar, the Help menu, the Task Pane, or the Type a
question for help box. Online Help is available through Microsoft’s
web site if Help cannot provide the needed information. The Help
feature is same as that available throughout the Microsoft Office
suite.

Office Assistant The Office Assistant is an animated interactive program that offers
help and shortcuts. It can be hidden and redisplayed using the Help
menu. If the Office Assistant is displayed, it functions outside of a
window directly over the user’'s work. The Office Assistant suggests
topics related to the information on the screen, as well as offering a
search feature and tips. Select a topic bullet to see the information,
or type a question, and choose Search. Results are displayed in the
Search Results Task Pane.

Customizing the There are several personalities available that can be customized. to
Office Assistant offer help with or without being asked. Di“=nt levels gf@sd te ce
can be set to suit individual needs. Optl istiicli 1$ gl a s

more effectively, kg@board shartaits, ai  displi inc al s

Help Menu and The Helpgmar I vg e st o e difi -Heig cor nanc™ The
_ E‘ bl Vecre of Dfff=2tol T Bl ommand and the button on the
= Sar a1 ol s ¢ pic, e Help Task Pane. Help topics are typed
it kS el for box. Results are displayed in the Search Results
Tosk Pane.
i relp The Help Task Pane is a resource that provides a variety of different
Task Pane Help options. Words or phrases can be typed in the Search box to

return a list of possible answers (in order of relevance with the most
likely answer to your question at the top), or click the Table of
Contents link to browse for the help you need. When you are
connected to the Internet, the information available to you from the
Help Task Pane includes all of the up-to-date Help topics and
templates that are most likely to provide the answers to your
questions as well as direct links to training courses, product updates,
clip art, and more on Microsoft Office Online.

The Search Results All search results are displayed in the Search Results Task Pane.
Task Pane Clicking a topic link opens an additional window and displays the
information for that topic. Topics can then be printed if necessary.

The Type a The Type a question for help box is displayed by default in the upper-
Question for Help right corner of the screen. Simply type your question in the box.
Box Results are displayed in the Search Results Task Pane.

|Ty|:|e aquestion for help = |
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1671-7/7/2004-WG01 Page 27



Word Level 1 Using Microsoft Office Word Help (cont.)

Microsoft Word The Microsoft Word Help icon [2]is found in many of the dialog boxes.
Help Icon It takes you right to the Help screen related to the task being
addressed by the open dialog box.

Word Help Task Pane Word Help Table of Contents
* Word Help % : ¥ord Help T X
@G CEHEN A
Type in information to Assistance Table of Contents
search for \ cearch far: | Jgstartup and Settings: =
\7 n@Disclaimer: Ilse of Fictitious [Ma
n@ View the end-user license agre
Click to access the ——p@ﬁ Tahle of Contents (i) About product ackivation in Mi
Help Table of Contents (3| Dema: Cfice Cnline, all you ne
Microsoft Office Online l@.ﬂ.cti\fate oF reqgisker programs i
@Ruadmap ko Word 2003 brainic
*  Connect ko Microsoft Office @Dem':' Cinline Cl|ps, just drag |

Online
*  Get the latest news about using

Word
khi: -t

at‘

*  Aukormatically upd
from the web

ﬁ.-'e SCUS
e w;.-'u:

Morg (g oot getting help
(i) Showe or hide the Type a |:|
ﬁ 25| i) Change the appearance of
2 (i) Print: a Help topic
E& CDI‘I‘II‘I‘ILII‘IItIES @jldentify cantent in the Sea
ﬂj Dawnloads () Troubleshoot Help
l@.ﬁ.sk the ‘Word experts
@"r‘uu ktalk: \We listen and res|
See also |@|Exploring your options for |
« What's New glntmducing new Office Cor
e Contact Ls éThE Cffice .ﬁ..s.5|stant
*  fccessibility Help Programmabilty
o Other Resources -
*  Online Content Settings. .. ‘I ' | '
Office Assistant Type a Question for Microsoft Office
Help Box Word Help Button

What would you like to do?

‘ Twpe a question for help - ‘

Options Search
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Word Level 1

Using Microsoft Office Word Help (cont.)

Type a question in the

Ask a Question box = _
T Document5 - Microsoft Word B
© File Edt Wiew Insert Format Tools Table Window Help  Adobe PDF  Acrobat Comments Print a Document

ﬁ @ﬁ! 474 Marmal

Options for Accessing Help

TR ﬁﬂﬁlddl?ﬂ\ﬁ Ba |

Click the Microsoft Office
Word Help button to display — |
the Help Task Pane

Type a question and
click Search button

Clicking the character

30 results From Office Cniline ,,‘

@ Troutleshoot printing
Help = Printing

@) Print a document
Help = Printing

@) Update lirked objects when
you print a document

Help = Linking Objects and
Embedding Objects

Search

@ Print property information or

displays a cartoon
balloon dialog box

Type a question in the
Help or the Search — |
Results Task Panes

other details
Help = Print ptions

Search

|Mi[rnsnFt Office Criline

Print & Docurent

[=]
L)

&

el R
iDraw~ g |Auteshapes N\ N ] Gl Al 2 8] E'{‘)

Page 1 Sec 1

K EAT

Psv>a|

fll ln L1
Help

Jffice Assistant.

Ud

Choose:  Show/Hide the Office Assistant
B Disable the Office Assistant.
Click: Office Assistant character
Choose:  Options
Choose:  Options tab
Clear: Use the Office Assistant checkbox
Choose: OK
B Display the Help Task Pane.
Click: Microsoft Office Word Help button
Note: The Help, Microsoft Office Word Help command can

also be used, as can F1.
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Word Level 1

Exiting Word

OVERVIEW

Word Control
Menu button

File, Exit command

STEPS f

When all work in Word is finished, Word should be exited. When
Word is exited, it checks to see if all documents, AutoText entries,
templates, etc. have been saved. If not, Office Assistant prompts to
save the changes. Any defaults changed while using Word are also
saved for the next session.

Exiting Word can be accomplished by:
¢ clicking the Word Close button,
¢ double-clicking the Word Control Menu button,

¢ choosing the File, Exit command.

The application Close button
exits Word if only one Word

Exiting Word application window is open
izl Document1 - Microsoft Word [H[=] B3
Z| File | Edit  wiew Insert Format  Tools  Table  Window  Help Type aquestion for help =%
ENEW Chrl+N |g| Y e O | @ CIE = &
"[‘ﬁ’;gpen... el s e
Close - - : : :
EH save Chrl+5

Save As...

4 Save as Web Page...

[} Blank Document
Blank web Page
B EBlank E-mai Message

Chrl+P New from existing document

Ej Choose documert...

N Mew from template
1< A\Characker Farmat Exercise 3 C...
Conternporary Merno
2 Ciclass\Copy of My First Docurnent.doc General Templates. ..
3 Cihclass\My First Document.doc @ Templates on my \Web Sites. ..
4 YiKimtCl.. . \This is the typing area.dac @ Templates on Micrasoft,com
- E —
. . + @ Add Nebwork Place, .
= @ @ Microsaft Ward Help
i E Show at skartup
=@z 4] | [
S S T |3 G T W= W = 03 B 2
B Exit Word.

Choose: File
Choose: Exit

or
Click: Word Close button
Note: The Word Close button exits Word if only one Word
application window is open.
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Word Level 1 Word Processing Basics Level 1

OBJECTIVES You will enter text in a document, save, and close the document.

Ly

4

> Your boss at Midtek knows you have been exploring Word. He has

b

@v‘i asked you to type a memo announcing the hiring of a new employee.
REAL WORLD A draft of the memo follows.
TASKS Type the memo that follows. Save it as Terry Taylor

Announcement. Read the document over and correct any errors.
Save the document again and close it.

h We are happy to announce the addition of a new representative,
diﬁe'rser':t‘l?/yovr‘]";gur Terry Taylor, to our sales force. Terry brings a significant amount of
screen. experience and expertise to_ the position and will help us in achieving
our sales goals for the coming years.

Please join us in welcoming Terry to our team. You can meet Terry at
the staff meeting scheduled for next Monday.

HINTS - 1 A 1" S
> ] . 2 B IV B Bl
To... Jsee Or e [ 2s
e u - short
Tl 5k a2
ciat al e ik A new document is
o[BI T Document already started when
necessary you first start Word.
type the above Do not press ENTER
memo until the first
paragraph is finished.
save the File, Save = Type Terry Taylor
document Announcement as
document name, and
choose Save.
correct errors Use the DELETE or
BACKSPACE key
and retype text to
correct errors.
resave the file | File, Save =
close the file File, Close o
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Word Level 1 Word Processing Basics Level 2

OBJECTIVES You will enter text in a document and save it. You will then add some
text, print, and close the document.

@"‘ﬁi Your department at Midtek recently received a letter from a potential
Y& customer requesting information about Midtek. You must type a letter
REAL WORLD responding to the customer. A draft of the letter follows.

TASKS Type the letter that follows. Save it as Kletke Inquiry. Read the
document over and correct any errors. Save the document again.

(type today's date)

John Kletke
4196 Corporate Drive
Silver City, WA 98888

Dear Mr. Kletke:

This may wrap We at Midtek welccf e v-nur air our | odit 2
differently on your erglosing a braahu f h g 3 1 whe we orodu
screen. he 2y uSSE s ole e ] tomer service line.
E N -r
Sara Blithe
Vice President, Midtek
HINTS
: To... Use the Or the Notes
Task Shortcut...
Pane...
create a new | Blank -l;'l -
document Document
type the letter Press ENTER to create a
new paragraph after
short lines such as the
address block.
Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Word Level 1

Word Processing Basics Level 2 (cont.)

&

REAL WORLD

TASKS

HINTS

After reading over the letter you just typed, you notice that you forgot
to include the customer service telephone number.

If you did not complete TASK 1, open Basics Exercise 2 Copy
OF Kletke Inquiry, otherwise open the document you created
(Kletke Inguiry). Add "at 1-800-343-2121" after "customer
service line" at the end of the first paragraph. Type your initials two
lines below the last line of the document. Save, print, and close the

file.
To... Use the Or the Notes
Menu or | Shortcut...
the Task
Pane...

open the File, Open =7 If you did not complete
document you or More or
created (Kletke | documents | MOSt

Inquiry)

gat

io

recent
't on
2nu

Positiori tne insertion
point before the period
at the end of the first
paragraph (after
"customer service
line"). Type" at 1-
800-343-1212." (Do
not type quotes.)

add your initials

Position the insertion
point at the end of the
document and press
ENTER twice before
typing your initials.

print the
document

File, Print

= File, Print displays a

dialog box to change
print options.
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Word Level 1 Word Processing Basics Level 3

OBJECTIVES You will enter text in a document and save it. This exercise includes a
challenge step to spell check the document.

@"‘ﬁ; You would like to create a document summarizing the topics covered
Y& in the previous lesson to help you remember them. You are curious
REAL WORLD about the Spell Check feature and decide to try it out.

TASKS Create a new document summarizing the topics from the previous
lesson, including some of the benefits and features of using Word.

Save the document with a file name of your choice.
Challenge: Spell check the document.

Save again.

Print (optional).

Close the file.

yiid

HINTS

If the Spell Check finds
a word it does not
recognize, you must

Grammar ignore or change the
word.
Word Processing Basics Copyright © 1987-04 RAMCO Consulting Services, Inc.
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Index

Word Level 1

A Button

Active Window 59 Alignment 116, 117

Add Browse Object 39, 40, 41
Table 162, 163 Close 6, 20, 30

Alignment Control Menu 56
Buttons 116, 117 Decrease Indent 120, 121, 122, 123
Centered 115, 116, 117 Format Painter 96, 98, 99, 100, 101, 102
Justified 115, 116, 117 Hide/Display 10, 11
Left-aligned 115, 116, 117 Increase Indent 120, 121, 122, 123
Paragraph 115, 116, 117 Maximize 6
Right-aligned 115 Minimize 6
Right-Aligned 116, 117 New 26

ALT 134, 135, 136 Open 22,23,24

Animation 103, 104 Print 19, 85, 86

Answer Wizard Redo 48
Help 27,28 Restore 6

Application Save 15, 17
Window 56 Show

Ask a Question Box 27 Spelling and Grammar 36, 37, 38

AutoCorrect 56, 57, 58 Undo
AutoCorrect Options Button 56, 58 View
Dialog Box 57 View Ruler 3,8
During Spell Check

AutoFormat 69, 70, 7

AutoFormat and Re" 'w Each Ck 'C
AutgFormat Dialog E u a 7C
"J
AlUas
71
166, 167, 168
Automatic
Bullets 124, 125
Formatting 69, 70, 71, 97, 124, 125
Numbering 124,125
AutoRecover 15, 18
B
BACKSPACE key
Deleting 47
Benefits
Of word processors 2
Border
Erase 155, 156, 157
Format 166, 167, 168
Borders and Shading
Dialog Box 167, 168
Break
Dialog box 138
Browse Object
Button 39,40, 41
Bullets 124, 125

ult ng
3l
Cell
Calculate
Sort
Table
Change
Margins
Character
Formatting
Spacing
Check
Grammar
Spelling
Checking
Grammar
Spelling
Click and Type
Clipboard
Task Pane
Close
Button
Document
Warning
Word
Column
Adjust width
Boundry
Marker

155, 156, 157

155, 156, 157
155, 156, 157
150

134, 135, 136

96, 103, 104
103, 104

36, 37, 38
36, 37, 38

11

11

911

61, 62, 64, 65, 66, 67, 68
61, 62, 64, 65, 66, 67, 68

6, 20, 30
20
20
30

164, 165
164, 165
164, 165
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Command

Initiate
Contents

Help
Control Menu button
Controlling windows
Copy

Text

Text in a table
Create

Document
Custom tab stop
Customize

Office Assistant
Cut

Text

Text in a table

D

Decrease Indent
Button

Default formats

Default tab stop

Delete
BACKSPACE key
Cells in a table
DELETE key
Objects

12

27,28

5,6

59

61, 62, 67, 68
67, 68

161

25, 26
120, 121, 122, 123

27

61, 62, 64, 65, 66
64, 65, 66

161

120, 121, 122, 123
96
120, 121, 122, 123

Drawing Toolbar
E

Edit
Text
Text in a table
Effects
Ellipsis
End mark
Enter
Text
Erase
Row and column lines
Eraser button
Exit
Word
EXT
Extension
File name

F

F4 key
F8 Key

)<
it

1
Selecting text 4/
Features
Of vl roces! rs 3
0 A

57

9
161
104

12

6

10,11

162, 163

153, 154, 155, 156, 157

30
42, 43, 44

15

05

30
.-lle name Extension 15
File name rules 15
Find 23,24
Most Recently Used 22,23
Multiple 22,23
13 Name 15
Dictionary 36, 37, 38 Open 22
Document Page Setup 134, 135, 136, 139, 140
Close 20 Print 19, 85, 86
Create 25, 26 Save 15
Document Recovery 15 Find
Navigating 39, 40, 41 File 23,24
New 25, 26 Font 101, 102, 104
Open 22 Color 98, 99, 100, 104
Properties 85, 86, 87 Dialog box 103, 104
Save 15, 16, 17 Formatting 98, 99, 100
Scrolling through 39, 40, 41 Formatting Quick Keys 105
Selecting Entire 102 Style 104
Switch 22,23,25 Font dialog box
Window 56 Color 104
Double-sided documents 141, 142, 143 Effects 104
Drag-and-Drop 64, 65, 66, 67, 68 Font 104
Draw Font Style 104
Row and column lines 162, 163 Size 104
Table 151, 152, 153, 154 Underline Styles 104
Draw Table Footer
Button 153, 154 Create a 141, 142, 143
Command 153, 154
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Form
Create 150

Format
After Typing 114
AutoFormat 69, 70, 71
Automatically 69, 70, 71, 97, 124, 125
Before Typing 114
Border 166, 167, 168
Characters 96, 103, 104
Defaults 96
Font 98, 99, 100
Font dialog box 103, 104
Format Painter button 96
Margins 96
Mark inconsistent formatting 69
Page 96
Paragraphs 96, 114
Reveal Formatting Task Pane 96
Sections 96
Shading 166, 167, 168
Text 96

Format Painter
Button 98, 99, 100, 101, 102

Formatting Toolbar 5, 7, 98, 99, 100, 101, 102,
114, 116, 117, 120
Displaying

Full Screen.

U

152, 153, 154

Hanging indent 120, 121, 122, 123

Header
Create a 141, 142, 143
Header Footer Toolbar 141, 142, 143
Buttons 142, 143
Header/Footer
View 141, 142, 143
Help 20, 27
Answer Wizard 27,28
Ask a Question Box 27
Contents 27, 28
Finding 28
Index 27,28
Menu 27
Options 27
Hide/Display button 10,11
|
I-beam 9,10, 11
Increase Indent
Button 120, 121, 122, 123

o

Navigation , 10
Shortcut o 12
oL -

f?l
]a 31,38

Indent

Hanging 120, 121, 122, 123

Markers 120, 121, 122, 123

Paragraph 115, 120, 121, 122, 123
Index

Help 27,28
Insert

Multiple Rows and columns 162, 163

Table 162, 163

Table button 151, 152

Table command 151, 152

Text 45, 46, 158
INSERT

Key 45, 46
Insert Table

Dialog box 152
Insertion point 911

Move 9, 10, 40
Insertion Point

Move 39, 41
K

Key

139, 140
ine

Spacing 118, 119
Load

Word 4
M
Magnifier 82, 83, 84
Margins

Change in Print Preview 82, 83, 84

Change with the menu 134, 135, 136

Change with the ruler 134, 135, 136

Formatting 96

Set 134, 135, 136
Maximize button 6
Menu

File, Close 20

Help 27

Sample menu 13

Shortcut 12,14

Use menus 12

Window 22,23,25
Menu bar 5,6, 12
Minimize button 6
Most Recently Used

Files 22,23
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Move

Page break

Insertion point 9, 10, 11, 39, 40, 41 Control 137,138
Text 64, 65, 66 Create 137,138
With keyboard 10 Display 137,138
With mouse 10 Hard 137,138
With the keyboard 39, 40, 41 Insert 137
With the mouse 39, 40, 41 Soft 137, 138
Multiple Page Setup 134, 136
Files 22,23 Dialog box 135, 139
Windows 25 Pane 59
N Task Pane 56,7
Paper size
Navigating Change 139, 140
Documents 39, 40, 41 Paragraph
Navigation key 9,10 Alignment 115, 116, 117
With the Keyboard 39, 40, 41 Bulletting 124,125
With the Mouse 39, 40, 41 Dialog Box 119,121, 122, 123
New Formatting 96, 114
Button 26 Indenting 115, 120, 121, 122, 123
Dialog box 26 Numbering 124, 125
Document 25, 26 Outdent 115
Normal view 80, 81 Spacing 118, 119
Numbered List 124, 125 Paste A1, 62, 64, 65, 66, 67
Numbering Smart Tag
Paragraphs 124,125 Text into a tablg ‘ .
Pomt
O
Objects en 13¢°.40
2‘ —ocument 23
21 Print Preview 80
28 Print
o1, 62, 64, 65, 66, 67, 68 Button 19
80 Cancel 87
Open Change paper options 87
Button 22,23, 24 Change selected printer 87
Dialog box 22,23, 24,25 Command 85, 86
Document 22 Dialog box 19, 85, 86
File 22 Dialog box options 86
Orientation File 19
Change 140 Options 19
Changing 139 Print Preview 80, 82, 83, 84
Landscape 139, 140 Properties 85, 86, 87
Portrait 139, 140 Zoom 82, 83, 84
Outdent 120, 121, 122, 123 Print button
Outline view 80 Print Preview 85, 86
Overtype 45, 46 Standard Toolbar 85, 86
Print Layout view 80, 81
P Print Preview 23, 83, 84, 136
Page Buttons 82,83, 84
Formatting 96 Magnifier 82, 83, 84
Margins 82, 83, 84
Print button 85, 86
Ruler 82, 83, 84
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Properties
Document
Printing

Q

Quick Keys
Font Formatting
Formatting

R

Recovered
File
Redo
Button
Remove
Table
Repeat Key
F4
Replacing
Text
Restore button
Reveal Formatting Task Pane
Row
Adjust Height
Boundry
Marker
Ruler

Change margins
dant markers

~.wRecover
Button
Dialog Box
Document
Document Recovery
File
Options
Screen
Icons
Scroll Bars
Scroll Box
Section
Formatting
Select
Entire Document
EXT
F8
Selection bar
Text
In a table
Using the keyboard
Using the menu
Using the mouse

2 121, 2
8

85, 86, 87
85, 86, 87

114,118, 123
105
116, 117

15
48
48

162, 163
105

45, 46

6

96

164, 165
164, 165

164, 26500
5,6, 82, 114, 120, 121, 122

1200 3!

15, 18
15, 17
16, 17
15, 16, 17
15

15

16, 17

5
5,6, 39, 40, 41
39, 40, 41

96

102
42,43, 44
42,43, 44
42,43, 44
42,43, 44

159, 160
159, 160
159, 160
159, 160

Set
Margins
Shading
Format table
Shortcut
Key
Menu
Show
Button
Shrink to Fit
Single-sided documents
Smart Tag
Paste
Sort
Cells
Spacing
After
Before
Line
Paragraph
Spelling
Checking
Spelling and Grammar
Button
Dialog box

Status bar

Subscript

Superscript

Switch
Documents

T

Tab
Custom tab stop
Default tab stop
Table
Add and Delete Columns
Add and Delete Rows
Adjust column width
AutoFormat
Border format
Cell
Create
Draw
Edit text
Forms
Gridlines
Insert
Insert text
Move and copy text
Navigate
Select text

134, 135, 136
166, 167, 168

12
12,14

28
82
141, 142, 143

61

155, 156, 157
118, 119
118, 119

118, 119
118, 119

11, 36, 37, 38

22, 23,25

120, 121, 122, 123
120, 121, 122, 123

162, 163

162, 163

164, 165

166, 167, 168
166, 167, 168

150

150, 151, 152
151, 152, 153, 154
161

150

151, 152, 153, 154
151, 152

158

161

158

159, 160
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What is a table? 150 Y
Tables and Borders Toolbar 153, 154, 155, .
View
156, 157 Buit 5
Task Pane 5,6, 7, 22, 23, 24, 25, 26 clﬁ et " .
Clipboard 61, 62, 64, 65, 66, 67, 68 FuI?Sgcre%n € o
Reveal Formatting 96 :
Taskbar 22,23 25 Header/Footer 141, 142,143
Normal 80, 81
Template 25 ;
T Online Layout 80
ext Outline 80
Animating 103, 104 Print L i 80 81
Character Spacing 103, 104 int-ayou ’
Print Preview 80, 82, 83, 84
Copy 67, 68
Ruler 82
Cut 64, 65, 66
Deleting 41 Viow Ruler button 62, 83 o4
Edit 9 ew Ruler butto , 83,
Enter 9,10,11 W
Formatting 96 .
Inserting 45, 46 w_hlge space 80
Move 64, 65, 66 '2 ow
Overtyping 45, 46 ACt'\I’.e i
Replacing 45, 46 Cpp |ca|1|_|on
Selecting 42,43, 44 Dontro Ing
Type 9,10, 11 MOCL.’mIe”t.
Tile 59 anipulating
Tiled Windows 59 me”.”
Title bar 56 . llo;/lng
Toolbar 5,6, J‘.: )
Drawing 5, : '9
Formatting 57,9 9% 10 201l 0 i
IS - ' 1 arce
T lesar. B ders J |} 257 Word
T Close 30
B Exit 30
T 9,10, 11 o p
Typ: 101, 102 Wort(?grocessor
Typing Replaces Selection 45, 46 Benefits 5
U Features 3
Underline Styles 104 Word wrap 9
Undo 48 z
Button 48
- Zoom 80, 81
User Dictionary 36, 37, 38 Print 82, 83, 84
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Character Formatting

To format or unformat...

Press the key combination...

bold CTRLB
italic CTRL |
underline CTRL U
double underline CTRL SHIFT D
word underline CTRL SHIFT W
small caps CTRL SHIFT K
all caps CTRL SHIFT A
toggle case SHIFT F3
increase font size CTRL]
decrease font size CTRL [
superscript CTRL SHIFT =
subscript CTRL = .
hidden CTRLSHIF- H_ g £ 7
remove formatting CIRE IR 20 & g
Paragraph Formatting
To format or unform: Press the key
combination...
left align CTRLL
center align CTRL E
right align CTRLR
justify CTRLJ
one line (12 pt.) of space before CTRL O (zero)
single spaced CTRL1
one and a half line spaced CTRL5
double spaced CTRL 2
increase left indent CTRL M
decrease left indent CTRL SHIFT M
create or increase hanging indent CTRLT
remove or decrease hanging indent CTRLSHIFTT
remove paragraph and font formatting | CTRL Q

Word Level 1
Quick Reference Card
To... The steps are... or use the
Shortcut...
start Word Click:  Start button double-click Word
Choose: Programs shortcut icon on
Click:  Microsoft Word the desktop.
save a CTRL S
document Click:  Save button =
print a _ _ 4 CTRLP
document atick: Print Attt 0
close a . . W CTRL W
el (500 %4 B
W = CTRL O
L8t Ztick:  Opn buuon =
create a new . - CTRLN
document Click:  New button
use Help Type question in Help box F1
exit Word Choose: File ALT F4
Choose: Exit
display/hide a | Choose: View Right-
toolbar Choose: Toolbars Click: any toolbar
Select: toolbar to Select: toolbar to
display/hide display/hide
view Task Choose: View
Pane Choose: Task Pane
Special Keys
To... Press the key Or press the
combination... button...
Spell/Grammar Check | F7 “o
Thesaurus SHIFT F7
Undo CTRL Z € -




Editing Text

To... The steps are...
insert new text Position: insertion point at desired
location
Type: new text
replace selection with new text | Select: text to be replaced
Type: new text
delete a character to the right | Press: DELETE
delete a character to the left Press: BACKSPACE
Scrolling with the Keyboard
To scroll to the... Press the key
combination...
beginning of document CTRL HE ME
end of document CTIEl D

beginning of current line | RY'Y"E B
end of current line L EEE

up a screen PAGE UP
down a screen PAGE DOWN

beginning of next word

CTRL RIGHT ARROW

beginning of current or previous word

CTRL LEFT ARROW

beginning of current or previous
paragraph

CTRL UP ARROW

beginning of next paragraph

CTRL DOWN ARROW

go to (page number)

CTRLGorF5
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Selecting Text with the Mouse

To select...

The mouse action is...

a character

drag over the character.

a word double-click anywhere in the word.
aline click once in the selection bar.
a sentence hold CTRL and click in the sentence.

a paragraph

triple-click in the paragraph or double-click in the
selection bar.

entire document

press CTRL A or triple-click in selection bar.

Lo Jject:

any size click and drage, ¢ cl  at the beginning of the
selection 2Xt st 51 -1 f0d click at the end of the text.
noigi’ tiguo ho " CI R & . cll . textorobjects until all are

elt = d.

.ove or Copy Text

Cut/Copy & Paste Method

Shortcut Key

Select: text

Click:

Copy button

CE CTRLC

or Click: Cut button | ® CTRL X
Position insertion point at desired location

_ ¥ CTRLV
Click:  Paste button

B Move text using drag-and-drop.

Select:
Drag:

text to be moved
selection to new location

B Copy text using drag-and-drop.

Select:
Hold:

text to be copied
CTRL (and keep holding until after dragging)

Drag:selection to desired location






