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Lesson 1
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>, %40°,°Creating 8 Document

OBJECTIVES After completing this lesson, you will be able to:

Start Word.

Identify parts of the Word Screen.
MICROSOFT )
OFFICE SPECIALIST Key text into a document.
ACTIVITIES

Edit text.

In this lesson:

WW 07 6.1.1 Name and save a document.

Print a document.

SN

Close a document and exit Word.

Estimated Time: 1 hour

Microsoft Word is a versatile, easy-to-use word processing program that
helps you create letters, memos, reports, and other types of documents. This
lesson begins with an overview of the Word screen. Then you learn how to
create, edit, name, save, print, and close a document.

Starting Word

There are several ways to start Word, depending on your system setup
and personal preferences. For example, you can use the Start button on

¥ OBJECTIVE 1

p “ : “ o the Windows taskbar or double-click a Word shortcut
et e®e’% © icon that might be on your desktop.
[
€ E NOTE
Windows provides many ways to start
applications. If you have problems, ask
your instructor for help.
k PREPARE TEACH
Point out to students that the \~., Teaching Resources:
learning objectives show what This text is supported by classroom
they will learn in the lesson. Each presentations in a PowerPoint
heading in the lesson correlates to format. For this lesson, use Word
a learning objective. Classroom Presentation 1.
WD1.1 No files are required for this lesson.
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Figure 1-1
Starting Word from
the Windows taskbar
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. g NOTE Exercise 1-1 START WORD
Your screen will differ from the screen 1. Turn on your computer. Windows loads.

shown in Figure 1-1 depending on the

. 2. Click the Start button @ on the Windows taskbar
programs installed on your computer.

and point to All Programs.

3. On the All Programs menu, click Microsoft Office, and then click
@ Microsoft Office Word 2007. In a few seconds, the program is loaded
and the Word screen appears.

R -

The document displays in Print Layout
view. The Print Layout button & appears
in the lower right corner of your screen.

Give students instruction about ' . Word Classroom Presentation 1.
starting Word on their computers.
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Figure 1-2
Word screen

Quick Access Toolbar
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Text area
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TABLE 1-1 Parts of the Word Screen

Part of Screen Purpose

Microsoft Office Button

Displays the File menu, recently opened documents, and a command button
to access Word Options.

Displays icons for save, undo, and repeat. The Quick Access Toolbar can be
customized, and the Quick Access Toolbar commands are available for all tabs
on the Ribbon.

Displays the name of the current document. The opening Word screen is al-
ways named “Document1.”

Displays contextual tabs. Tabs contain groups of related commands.
Commands can be buttons, menus, or drop-down list boxes.

Shows placement of margins, indents, and tabs. The horizontal and vertical
rulers display in Print Layout view.

Displays the text and graphics in the document.
Used with the mouse to move right or left and up or down within a document.

Displays the page number and page count of the document, the document
view buttons, and the zoom control. It also displays the current mode of
operation. The Status bar can be customized.

A Word Classroom
. Presentation 1.

Ribbon is the Home tab. the Microsoft Office Button and click Word
Options. Click Advanced and scroll to Display.
Click the options to show the scroll bars and ruler.

m By default, the active tab on the ‘2 If the rulers and scroll bars do not display, click
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|dentifying Parts of the Word Screen

To become familiar with Word, start by identifying the parts of the screen you
will work with extensively, such as the Microsoft Office Button, the Quick Access
Toolbar, and the Ribbon. As you practice using Word commands, you will see
ScreenTips to help you identify screen elements such as buttons and commands.

Exercise 1-2 IDENTIFY THE MICROSOFT OFFICE
BUTTON AND THE QUICK ACCESS
TOOLBAR

The Microsoft Office Button displays the File menu which lists the commands
to create, open, save, and print a document. Recently opened documents
also appear when the File menu displays. The Quick Access Toolbar contains
frequently used commands and is positioned to the right of the Microsoft
Office Button and above the Ribbon by default. The commands on the Quick
Access Toolbar are available for all tabs in the Ribbon.

1. Move the mouse pointer to the Microsoft Office Button ). Notice a
ScreenTip displays when you point to the button. Click the left mouse
button to open the File menu. Word displays the File menu and a list of

documents recently opened. The Word default setting is to
show up to 17 documents in Recent Documents.

You can also close the File menu by 2. Click the text area to close the File menu.
pressing or click the Microsoft Office

Button.

2 &

% TIP

3. Move the mouse pointer to the right of the
Microsoft Office Button and point to the Save
button & . A ScreenTip and a keyboard shortcut to
save a document display.

4. Point to the commands to the right of the Save command. Notice
each command includes descriptive text and a keyboard shortcut.
The Save, Undo, and Repeat commands are located in the Quick

Access Toolbar by default. The Quick Access Toolbar
contains commands you will use frequently and displays
for each tab on the Ribbon.

Commands may appear in more than
one location. For example, you can
save a document by choosing Save

from the File menu, by clicking the Save
command on the Quick Access Toolbar,

or by pressing [Ctrl] +(S].
1 Objective 2 Assignment: You can place the Quick Access Enhanced ScreenTips include a
Exercise 1-13 (Skills Review) can Toolbar below the Ribbon. Click link to a Help topic. Press-for
be assigned after completing the Customize Quick Access Help.

Objective 2.

Toolbar button on the Quick
Access Toolbar.

L00Z piom
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Figure 1-3
Displaying Microsoft
Office button
commands
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Exercise 1-3 IDENTIFY RIBBON COMMANDS

When you start Word, the Ribbon appears with the Home tab selected. The
Ribbon consists of seven tabs by default. Each tab contains a group of related
commands, and the number of commands for each tab varies. A command
can be one of several formats. The most popular formats include buttons
and drop-down lists. You can access Ribbon commands by using the mouse
or Access Keys. Access Keys display badges or Key Tips. Key Tips are lettered
or numbered squares that access or execute commands.

Figure 1-4
Ribbon : i : e [
Calibri (Body) -l - A A'H%‘ H &1 % 4 Find ~ |
5 2 Fl24 | T Thanbcoo: | geefCoor AaBbCi aabee AAD R
ste ¥ |B 7 U -abe x x Ar”a?;v A'\ = SR TMormal | TMNo Spaci.. Headingl  Heading 2 Title = g;‘yal:sgf I Select -
Clipboard ™ Font i) Paragraph = Styles i) Editing |
I | I |
Groups
777\ Word Classroom Presentation 1. Make sure students do not click Students might accidentally click
W), the Exit Word button in the File the mouse button when moving the

menu. pointer over a Ribbon command.
You might need to instruct
students on how to close a dialog
box or stop a procedure.
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1. Move the mouse pointer to the Insert tab on the Ribbon and click
Insert. Notice the change in the number and types of groups displayed.
When you point to a Ribbon tab, the name of the tab is highlighted
m but not active. Click the Ribbon tab to display the commands.

2. Click the Page Layout tab. There are five groups of commands on the
@ Page Layout tab.

Figure 1-5

. . (E——— 6
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- el = : - ~ b Hyphenation= || [ Page Borders || £ Right: 07 S| S Atter: Jispt 2 tWrapping~ S Rotate
Themess T || Page Backaround Paragraph ol | Arrange
Imvacgne b B 3 4 CR o =

section,

NOTE

Any Ribbon command with a light gray
icon is currently not available. However,
you can still identify the button by
pointing to it with the mouse.

BN
¢ TIP
' The keyboard shortcut to minimize

the Ribbon is (Ctri}+(F1) To restore the
Ribbon, press [Ctr)+(F1).

NOTE

The Quick Access Toolbar Key Tips are
executed immediately.

A
). Presentation 1.

h

Select the margin sizes for the
entire document or the current

(@ Press F1for more help.

A

{ Margins Screen Tip }

Click the Page Layout tab if necessary, and point to
the Margins command. Read the ScreenTip.

Click the Home tab. Notice the groups and buttons
available for formatting and editing.

Double-click the Home tab. The Ribbon is
minimized.

Click the Home tab to restore the Ribbon.

Press the [(A) key. Small lettered or numbered
squares, called badges, appear on the Microsoft
Office Button, Quick Access Toolbar, and Ribbon.

The letters and numbers represent Key Tips and are
used to execute a command.

Press the letter (P) on the keyboard to select the Page
Layout tab.

Press the letter (M) on the keyboard to display the
Margins gallery. Press Esc) to close the gallery.

For example, the Insert tab is

Word Classroom m The Ribbon adapts to the task.
used to add pages, text, shapes,

illustrations, or other objects
to a document. The Home tab
contains commands for editing
and formatting a document.

There are also Ribbon
tabs that are hidden
from view by default.
For example, the Picture
Tools tab displays when
a picture or clip art
objectis selected. Ifa
picture is not selected,
the tab does not display.
The Drawing Tools tab
displays when a shape
is selected.

Point out that Ribbon
commands and Quick
Access Toolbar
commands may appear
gray. For example, the
Cut command on the
Home tab is gray unless
textis selected.

L00Z piom
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TABLE 1-2 Ribbon Access Keys
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Alt Select the active tab of the Ribbon and display badges for Key Tips. Press (Al] a
second time to cancel the access keys.

(A1), or Select the active tab of the Ribbon and move to the next or previous tab.

(Al), or Select the active tab of the Ribbon and move to the next or previous item
on the Ribbon.

(Al), Select the active tab of the Ribbon and move to the first command of the first group.
Each time you press you move to the next command of the group. When you reach
the last command of the group, press to move to the next group of commands.

(Alt), (Shift]+(Tab) Rotate through Ribbon commands in the reverse direction.

(A, Display Key Tips if they disappear.
1] Exercise 1-4 IDENTIFY COMMANDS
@ Use the Ribbon to locate and execute commands to format and edit your

document. Commands also control the appearance of the Word screen.

1. Activate the Home tab.

e®e 11 2. Locate the Paragraph group and click the Show/Hide § button | .
€@ gog € . . . .
€ e © This button is used to show or hide formatting marks on the screen.
e You can see special formatting for spaces,
" B NOTE paragraph marks, and tab characters. The

Breg e dider te dha i i <eem i, command toggles between show and hide.

and drag the slider to the left to zoom

e Vionn oo e s +the wheel on 3. Locate the vertical scroll bar and click the View

your mouse to zoom in and zoom out. Ruler button 2 . Notice the rulers disappear from
The View tab on the Ribbon contains the Word screen. Click the View Ruler button again
Zoom commands. to display the rulers.
E o— 4. Locate the Zoom button s on the status bar.

_ 5. Click the Zoom button and click 200%. Click OK. The text area is
magnified, and you see a portion of the page.

6. Point to and drag the Zoom sl ider to 100%. The document
returns to normal display.

@ OBJECTIVE 3 I<eying Text

When keying text, you will notice various shapes and symbols in the text
area. For example:

e The insertion point is the vertical blinking line that marks the position

of the next character to be entered.

Point out that Ribbon access keys are not combination keys. Practice various Key Tips with your students to help them select commands
Press then press an arrow key, , or other keystroke. in the Quick Access Toolbar, within the File menu, and the Ribbon tabs.
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T e The mouse pointer takes the shape of an I-beam ! | when it is in the
text area. It changes into an arrow | when you point to a command
on the Quick Access Toolbar or the Ribbon.

Q e  The paragraph mark Y indicates the end of a paragraph. The paragraph
mark displays when Show/Hide § ¥, is selected.

Exercise 1-5 KEY TEXT AND MOVE THE
INSERTION POINT

1. Before you begin, make sure the Show/Hide § button . on the
Home tab Paragraph group is selected. When this feature is “turned
on,” you can see paragraph marks and spacing between words and
sentences more easily.

2. Key the words Campbell’s Confections (don’t worry about keying
mistakes now—you can correct them later). Notice how the insertion
m point and paragraph mark move as you key text. Notice also how a
space between words is indicated by a dot.

Figure 1-6 o) Airosaft Word .

The insertion point - | Home | Insert Pagelayout  References Mailings  Review  View @‘
marks the place =) i Calibri [Bady) G ‘A‘ Av‘@‘ E |Iﬂ“ﬂ AaBbCeDc|| AaBbCeDe AaBbCi AaBbCc % ii:::a; ‘
where you begin e (B 2 U - e x Aar|[¥- A|E[E g|(3=-||& - & o] || rhommal nnospaci.. Heading1 | Heading2 < gg::!g_e 5 Setert -

. Clipboard = Font = Paragraph = Styles L) Editing |
keying. e e
campbell's-Confectionsf 4——-{ Insertion point }
3. Move the insertion point to the left of the word
.‘ NOTE “Campbell’s” by positioning the I-beam and clicking

The documents you create in this course the left mouse button.

relate to the case study about Campbell’s . . . .
Confections. a fictiongl — stors and 4. Move the insertion point back to the right of

chocolate factory (see Case Study in “Confections” to continue keying.
frontmatter).

Exercise 1-6 WRAP TEXT AND CORRECT SPELLING

@ As you key more text, you will notice Word performs several tasks
automatically. For example, Word does the following by default:

e Wraps text from the end of one line to the beginning of the next line.

e Alerts you to spelling and grammatical errors.
A\ Word Classroom @ The keyboard shortcut to

Remind students that text to be
keyed is shown in red. ., Presentation 1. Show/Hide {is +.

With automatic spell checking and grammar checking both turned on (by default), students will probably encounter red, blue, and green wavy
lines as they key text. Students will also likely encounter AutoCorrect and AutoComplete. Alert students to these features, and advise them that
they will be discussed later in the course.




I~
=)
=]
N
=
T
S
=

¢
N 1-
(

10 UNIT 1 Basic Skills

e Corrects common misspellings, such as “teh” for “the” and “adn” for “and.”

e  Suggests the completed word when you key the current date, day, or
month.

Continue the sentence you started in Exercise 1-5, this
time keying a misspelled word. Press [Spacebar), and then
The Proofing Errors icon | | at the left kev i a % p P | ia’s leedi mdar k
side of the Status bar displays an “x" ey |’s western fennsy vania's lee |r.|g candy r:1a er' )
(don’t key a period). Word recognizes that “leeding

instead of a checkmark when it detects an
error. When the error is corrected, the “x” is misspelled and applies a red, wavy underline to
the word.

is replaced with a checkmark.
2. To correct the misspelling, use the mouse to
| i‘ position the I-beam anywhere in the underlined
word and click the right mouse button. A shortcut menu appears
with suggested spellings. Click “leading” with the left mouse button,
and Word makes the correction. Notice the change in the Proofing

| — Errors icon [ on the status bar.
Figure 1-7 N DE D e e i e
Choose the correct | Home | Insert Pagelayout  Refersnces  Mailings  Review  View (7]
spelling from the e T i < 21—

- :7“ @Iﬂ | AaBbCeDe|| AaBbCeDe AaBbCi AaBbCc v I ﬁ:::a;'
sEa-E]

il
| Paste b |||1; Z U v abe % % Ar||aE?v Av\
| I Paragraph G|

‘% THormal | THoSpaci.. Headingl Heading2 - ggi‘:sg_l & setet~ |

D ke

shortcut menu.

%

IFi

]Cahbn[Bmv-ll A

BIS%-A-
ia' sl el ding Ay ARET
|

leading

Campbell's-Confectis ternf ¥

leering
bleeding
lending
lee ding
Ianore

Ianare All

Add to Dictionary
AutoCorrect
Language
Spelling...

Look Up...

ut

z Paste
m g Indicates document

contains an error

Page: 1 | Words:§ | <§| = |

‘2 3. Move the insertion point to the right of “maker,” and press .
Continue the sentence with another misspelled word by keying adn,
and press (Spacebar). Notice that “adn” is automatically corrected to

@ “and” when you press [Spacebar).
7, Word Classroom The Mini toolbar Reinforce the concept of text If a dotted underline appears
‘ . Presentation 1. automatically displays when wrapping. Make sure students in the address, explain that

text is selected. The Mini
toolbar is used to format
selected text.

understand that they don't

have to press atthe

end of a line.

the underline is a smart tag
indicator.
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4. Complete the sentence by keying is located in Grove City on Main Street. §
m @ 5. Verify that the insertion point is to the immediate right of the ~
e®e¢ period following Street, and then press the once. Key the
Ce0Ce ¢ following text:

entire word.

TABLE 1-3 Basic Text Editing

(Ci)-+ Eackspace)
(i) + (o)

il

The characterization of using one space after a period
as “the standard for word processing and desktop
publishing” might strike students who are used to
keyboarding classes as radical. Explain that with
proportional fonts and justification, the use of a double
space after a period (or colon) can make documents
look unprofessional. You might want to demonstrate the
problems of using two spaces after a period. State your
policy in relation to using two spaces after a period in
documents for this class.

It is a family-owned business with several stores

e B NOTE located in western Pennsylvania, eastern Ohio, and
Throughout this text, one space is used northern West Virginia.
after a period to separate sentences. Notice how the text automatically wraps from the
This is the standard format for word d of the line to the beginni fth t1i
processing and desktop publishing. end o ¢ line to the beginning o ¢ next ne.
6. Press once to start a new paragraph.
e®e I
‘l e®¢,° 7. Key the second paragraph shown in Figure 1-8.
o Cee® When you key the first four letters of “Monday” in
° E NOTE the first sentence, Word suggests the completed
' word in a small box. Press to insert the
When Word suggests a completed word suggested word, and then press before you
as you key text, you can ignore the kev th " d. Foll th d f
suggested word and continue keying or “ey ¢ ne)i word. Follow the same procedure tor
insert it by pressing (Enter}. Saturday.
Figure 1-8
For more information about Campbell’s Confections, visit one
of our stores Monday through Saturday, or visit our Web site
anytime. Our sales associates will be happy to help you.
@ OBJECTIVE 4 Basic Text Edltlng
The keyboard offers many options for basic text editing. For example, you
@ can press to delete a single character or [Cti)+(Delete] to delete an

Deletes the character to the left of the insertion point.
Deletes the word to the left of the insertion point.
Deletes the character to the right of the insertion point.

Deletes the word to the right of the insertion point.

The default paragraph Review keyboard combinations with
format includes 10- students. Make sure they master

point spacing after this skill and understand how it is

and 1.15-line spacing. represented in this text (using the plus
Consequently, students sign).

are asked to press

one time to start

a new paragraph.
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Exercise 1-7 DELETE TEXT

1. Move the insertion point to the right of the word “It” in the second
sentence of the first paragraph. (Use the mouse to position the
I-beam, and click the left mouse button.)

2. Press twice to delete both characters and key Campbell's
Confections.

3. Move the insertion point to the left of “one” in the second paragraph.
4. Press three times and key any.

5. Move the insertion point to the left of the word
“information” in the second paragraph.

When keyboard combinations (such as

6. Hold down [ct1) and press [Backspace). The word “more”
+[Backspace]) are shown in this text, (cu) p (Backspace)

hold down the first key
second key. Release the

then release the first key. An example of

as you press the is deleted.

secondkey, and 7 ©jove the insertion point to the right of “Grove City”

the entire sequence is this: Hold down in the first sentence of the first paragraph.

and release [Gtrl]. With practice, this

oo

. Hold down [ct1) and press to delete the word

sequence becomes easy. “on.” Press [Cr)+(Delete] two more times to delete the

words “Main Street.”

Exercise 1-8 INSERT TEXT

When editing a document, you can insert text or key over existing text.
When you insert text, Word is in regular Insert mode, and you simply click
to position the insertion point and key the text to be inserted. To key over

existing text, you switch to Overtype mode. The Overtype feature is turned off
by default.

1. In the first sentence of the first paragraph, move the insertion point
to the left of the “G” in “Grove City.” Key downtown, and press
once to leave a space between the two words.

2. Move the insertion point to the beginning of the document, to the
left of “Campbell’s.”

3. Click the Microsoft Office Button, and click the Word Options
button [@weasses] .

4. Click Advanced. Locate Editing options, and click to select Use
overtype mode. Click OK.

5. Press (Caps Lock). When you key text in Caps Lock mode, the keyed text
appears in all uppercase letters.

Word Options, Advanced, Editing Options Show students how to right-
includes an option to Use the Insert key to click the Status bar to turn
control over type mode. You may want to on the mode indicator for

demonstrate this option. Overtype.
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e

s

o € ¢ ) 6. Key campbell’s confections over the old text. Repeat S
0 o : “e ¢ the process for “Campbell’s Confections” in the S

[ second sentence.
N N
(

7. Press to turn off Caps Lock mode. Click the

Always remember to turn off Overtype

mode as soon as you are done editing to Microsoft Office Button, and click the Word Options
avoid accidentally keying over text. button [Gwsasss| . Click Advanced, locate Editing
options, and click to deselect Use overtype mode.
Click OK.
Figure 1-9 )20 AT B B SMME § vecmetts ook wad) lel~w o) (= ) ]
Edlted document | Home | nsert Pagelayout  References  Mallings  Review  View
:—% & | Bt [ o 7 = == -\_/ | AaBbCeDe | AaBbleDe AaBbCi AaBbCc ﬁﬁ::dh“
Pﬂ!ﬁ! |B I U - abe %X, X Aa~ ||3!’? A~ | fiMarmal | THo Spaci.. Headingl Heading2 - Change ol

7 styles~ || g Setect~

i) Stles G| Editing

CAMPBELL" SCDNFECVONStsweslemFennsylvama {eadi d kerandisiocatedind own-
GroveCity.Campbell'sConfections: dhusil i Istoresd n-
Pennsylvania,eastern-Ohio, andﬂonhemw’estv:rgmla 1

Ferinformationabout CAMPBELL' S CONFECTIONS, wisitanyofourstorestondaythroughSaturday,or-
visitoursVebsiteanytime.-Oursal iat illbehappytohelpyou.q

Exercise 1-9 COMBINE AND SPLIT PARAGRAPHS

m 1. At the end of the first paragraph, position the insertion point to
the left of the paragraph mark (after the period following “West
Virginia”).
2. Press [Delete). The two paragraphs are now combined, or merged,
into one.
3. Press once to insert a space between the sentences.

4. With the insertion point to the left of “For” in the combined
paragraph, press to split the paragraph.

A Word Classroom Explain how students can also
. Presentation 1. use the Backspace key to merge
paragraphs.
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Naming and Saving a Document

Your document, called “Documentl,” is stored in your computer’s temporary
memory. Until you name and save the document, the data can be lost if you
have a power failure or a computer hardware problem. It is always good
practice to save your work frequently.

The first step in saving a document for future use is to assign a file name.
Study the following rules about naming documents:

e File names can be up to 255 characters long, including the drive letter
and the folder name. The following characters cannot be used in a file
name: /\> < *? ”: |

e  File names can include uppercase letters, lowercase letters, or a
combination of both. They can also include spaces. For example, a file
can be named “Business Plan.”

e Throughout this course, document file names will consist of [your
initials] (which might be your initials or the identifier your instructor
asks you to use, such as rst), followed by the number of the exercise,
such as 4-1. The file name would, therefore, be rst4-1.

You can use either the Save command or the Save As command to save a
document. Here are some guidelines about saving documents:

e Use Save As when you name and save a document the first time.

e  Use Save As when you save an existing document under a new name.
Save As creates an entirely new file and leaves the original document
unchanged.

e  Use Save to update an existing document.

e  Before you save a new document, decide where you
want to save it. Word saves documents in the current

Your instructor will advise you on the drive and folder unless you specify otherwise. For
proper drive and folder to use for this example, to save a document to a floppy disk or a
course.

3

© Objective 5 Assignment:
Exercises 1-14 and 1-15 (Skills
Review) can be assigned after
completing Objective 5.

Throughout the text, studen

jump drive, you need to change the drive to A: or E:,
whichever is appropriate for your computer.

Exercise 1-10 NAME AND SAVE A DOCUMENT

1. Click the Microsoft Office Button to open the File menu and click Save
As. The Save As dialog box appears.

2. In the File name text box, a suggested filename is highlighted.
Replace this file name by keying [your initials]1-10.

Save and Save As. This concept is files. Typically, students save files on a formatted disk (the
very important for students new to “student disk”) that they use for all files in the class.
word processing.

Emphasize the difference between @ Tell students which drive or folder to use to save their

ts are told to save their files using their initials and the exercise number. If using student initials presents a problem

(if, for example, students with the same initials save files in a shared folder on a hard drive), assign a unique identifier to each student saving

files within a particular fold

er.
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¢ gog € E
e e®ee® S
p i 3. Drag the scroll box in the navigation pane, and choose S

‘ bieniz the appropriate drive for your data disk—Removable S

The default document type is Word Disk (F:), for example. Make sure you have a formatted
Document (.docx). You can specify other disk in the drive.
file types such as RTF (Rich Text Format,
which is a format used to exchange text 4. Click . Your document is named and saved for
documents between applications and future use.

operating systems) and TXT (Plain Text,
which contains no formatting). To change
the file type, simply click the down arrow
beside the Save as type text box.

]

Figure 1-10 ] Save As «--—_L.-’J.. e i

Save As dialog box

@CJ'| . » Computer » Floppy Disk Drive (B} » Lesson L v |43 |1|SEarr_h P|
i S i T ——— |

By Organize ~ 88 Views + [ NewFolder

Favorite Links Name. Date modif.. Type Size
Templates I This falder is empty.
More »

Folders v

. Public .

1% Computer =
= Floppy Disk Drive (B:) =
. Lesson 1
3 | N . t.
L DELL

. Program Files

o Users
. Administrator_plac
. Debbie
. AppData
ﬁ Contacts

Save as type: lWord Document x

Authors: Debbie Hinkle Tags: Add atag Title: Add a title

Save Thumbnail

‘z “ Hide Falders Tools I Save I [ Cancel

In Lesson 2, students learn how to Word Classroom You might explain file extensions to students. For
create a personal folder to use for & Presentation 1. @ example, Word 2007 documents have the

saving lesson files. You might want - .docx extension as part of the file name. By

to show students how to create a default, Windows does not display file name
Lesson 1 folder. extensions. To display them, click the Start

button; choose Control Panel, click Appearance
and Personalization, click Folder Options; click
the View tab, and then clear the “Hide extensions
for known file types” check box.
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@ OBJECTIVE 6 Printing a Document

After you create a document, printing it is easy. You can use any of the
m following methods:

I~
=)
S
~
=
S
=

e Choose Print from the File menu.
e Press [ctl]+(P).

The Print option and the keyboard shortcut open the Print dialog box, where
you can select printing options. Clicking Quick Print sends the document
directly to the printer, using Word’s default settings.

Exercise 1-11 PRINT A DOCUMENT

1. Click the Microsoft Office Button ) to open the File menu. Click
Print, then click Print from the submenu to open the Print dialog
box. The dialog box displays Word’s default settings and shows your

@ designated printer.

Figure 1-11 BT |-
Print dialog box

Prinker

Mame: | @8 |DASH\HP LaserJet 2300L PCL 6 -]
Status;  Idle Find Printer. .,
Type: HP Laserlek 23000 PCL &

Wwhere:  DOT4_001 [ rint to file
Comment: [ Manual duplex
Page range Copies
@ al Mumber of copies; |1 =
(1 Current page Selection
L e [7] collate
Type page numbers andfor page
ranges separated by commas counting
frarn the start of the docurment o the
seckion. For example, bvpe 1, 3, 5-12
or plsl, plsZ, pls3—p8s3
Print what: | Docurnent B Zoam
Print: &l pages in range B Pages per sheet: |1 page E
Scale bo paper sizer | Mo Scaling E
Cptions. .. I (] I | Cancel l
2. Click OK or press to accept the settings.

1 Objective 6 Assignment: Explain the purpose of the arrow to Make sure the correct printer is
Exercises 1-16 (Skills Review) and 1-17 the right of the Print command in the selected before students initiate
through 1-19 (Lesson Applications) can be File menu. The Print option opens the the Print command. You might have
assigned after completing Objective 6. Print dialog box. The Quick Print option students key their name or initials on

sends the document to the printer. every printed document. This prevents
A_ Word Classroom . . . . . .
. Presentation 1. The Print Preview option displays the unknown papers from being printed—

document in Print Preview. especially if students share printers.
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aosecvey  Closing a Document and Exiting Word

When you finish working on a document and save it, you can close it and
open another document or you can exit Word.

The easiest ways to close a document and exit Word include using the
following:

e The Close button @ in the upper right corner of the window.
e The Close command from the File menu.

e Keyboard shortcuts: [Ctr)+W) closes a document and (at)+(F4) exits Word.

Exercise 1-12 CLOSE A DOCUMENT
® E NOTE AND EXIT WORD

When no document is open, the
document window is blue. If you want

1. Click the Microsoft Office Button, and choose Close

to create a new document, choose New from the File menu to close the document.
from the File menu, and click Blank . . .
Beauman: Clhdk fhe Cresie busen 2. Click the Close button &# in the upper right corner
&= ). The keyboard shortcut to create of the screen to exit Word and display the Windows
a new document is (Ctrl]+(N]. desktop

Using Online Help

m Online Help is available to you as you work in Word. Click the Help button @
or press [F1) to open the Word Help window. You can click a Word Help link or
key a word or phrase in the Search box.

FIND OUT MORE ABOUT USING HELP:
1. Start Word.

@ 2. Locate the Help button @ in the upper right corner of the screen.
Click the button to open the Word Help window.

@« Objective 7 Assignment: 77/ \Word Classroom Encourage students to follow the
Exercises 1-20 (Lesson 7/fh. Presentation 1. m steps in “Using Online Help” (with
Applications), and 1-21 through a blank document open). Software
1-23 (On Your Own) can be companies are increasingly using
assigned after completing their Help programs—rather than
Objective 7. paper-based documentation—to

train users and assist in answering
questions.
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Figure 1-12
Using the Word Help
window
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@) Word Help o8B » L

« -',':__l';l t:‘l:!} k:';} fal ﬂ AL @ ("} /{ Search box } d

Ach -
T "
= I
o |

Browse Word Help WoI:FI II(-|e|p ’

INKS

What's new

Getting help

Converting documents

Margins and page setup

Page numbers

\Wriking

Tracking changes and comments
Tables

Tables of contents and other references
Saving and printing

File management

accessibility

wWaorking in a different language

Activating Word

Creating specific documents
Wiewing and navigating
Headers and Fookers

Page breaks and section breaks
Formatting

Lisks

‘Wworking with graphics and charts
Mail merge

Callaboration

Custormizing

Security and privacy

Autornatian and progrannahbilicy

N

m

Add-ins Macros
Word Demos Quizzes /
o
All'Ward |

N o AW

button s .

A\ Word Classroom
\"/fp, Presentation 1.

Review the list of topics.

Locate and click the link Getting help.

Click a topic and review the information.

Click the Back button @ to return to the list of categories.

Close Help by clicking the Word Help window’s Close




UNIT 1 Basic Skills 19

Lesson

1

e To start Microsoft Word, click the Start button on the Windows taskbar,
point to All Programs, click Microsoft Office, and click Microsoft Office
Word 2007.

e The Microsoft Office Button is located in the upper left corner of the
Word screen. Click the button to open the File menu.

Summary

e The title bar is at the top of the Word screen and displays the current
document name.

e The Quick Access Toolbar displays icons for Save, Undo, and Repeat.

e The Ribbon contains tabs which include groups of related commands.
Commands can be buttons, menus, or drop-down list boxes.

e Click a tab name to display related groups of commands. The number of
groups and commands varies for each tab.

e Identify a command by name by pointing to it with the mouse. Word
displays a ScreenTip with the button name.

e The horizontal ruler appears below the Ribbon.

e Scroll bars appear as blue shaded bars to the right and bottom of the
text area. They are used to view different portions of a document.

e The status bar is a blue shaded bar below the horizontal scroll bar.
It displays the page number and page count of the document, the
document view buttons, and the zoom control. It also displays the
current mode of operation. Right-click the status bar to customize it.

* The blinking vertical line is called the insertion point. It marks the
position of the next character to be keyed.

e The mouse pointer displays on the screen as an I-beam ! | when it is in
the text area and as an arrow k| when you point to a command outside
the text area.

e  When the Show/Hide { button % is turned on, a paragraph mark
symbol appears at the end of every paragraph. A dot between words
represents a space.

e  Word automatically wraps text to the next line as you key text. Press
to start a new paragraph or to insert a blank line.

e Word flags spelling errors as you key text by inserting a red, wavy
line under the misspelled word. To correct the spelling, point to the
underlined word, click the right mouse button, and choose the correct
spelling.

e  Word automatically corrects commonly misspelled words for you as you
key text. Word can automatically complete a word for you, such as the
name of a month or day. Word suggests the completed word, and you
press to insert it.

* Delete a single character by using [Backspace] or (Delete]. [Ctrl)+(Backspace)
deletes the word to the left of the insertion point. [Ctr)+(Delete] deletes the
word to the right of the insertion point.

Encourage students to use the
lesson summary to review the
important concepts in the lesson.
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e To insert text, click to position the insertion point and key the text.

e To enter text over existing text, turn on Overtype mode by clicking the
Microsoft Office Button. Click Word Options, and click Advanced. Click
to select Use overtype mode. Click OK.

e Insert one space between words and between sentences.

e Document names, or file names, can contain 255 characters, including
the drive letter and folder name, and can contain spaces. The following
characters cannot be used in a file name: /\ > <* 2 “: |

e Save a new document by using the Save As command and giving the
document a file name. Use the Save command to update an existing

document.
e To start a new blank document, click the Microsoft Office Button. Click
New, click Blank document, and click Create.
m e To use Word Help, click the Microsoft Office Word Help button@ or
press (E1).
Feature Button Command Keyboard
Save As File menu, F12
Save As
Print File menu, (ctr)+(P)
Print
Close a document File menu, (Ctri)+W) or [Ctr)+(F14)
Close
Exit Word g File menu, Alt)+(F4]
Exit Word
[ < : " [
eC e
¢ oo ¢

A = -

Word provides many ways to accomplish
a particular task. As you become more
familiar with Word, you will find the
methods you prefer.

Point out that the Command
Summary lists a variety of ways
to accomplish a specific task.

Students can decide which
method they prefer to use.
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True/False Questions

Each of the following statements is either true or false. Indicate your
choice by circling T or F.

1. You can use the Ribbon to start or exit Word.

2. Overtype mode appears on the Status bar by default.
3.
4

You can view more than one Ribbon tab at a time.

. The mouse pointer takes the shape of an arrow when it appears in

the Ribbon.

. A red, wavy line appears under words that are misspelled in a

document.

. Pressing deletes characters to the left of the insertion point.
. [cui)+(Delete] deletes the word to the right of the insertion point.

You can save a document by choosing Save from the File menu.

Short Answer Questions

Write the correct answer in the space provided.

1.

Which menu and menu option open the Print dialog box?

File, Print

Which tab contains the Show/Hide § button | ?

Home

. If you begin keying a word such as “January” or “Thursday,” how can

you have Word complete the word for you automatically?

Press when the ScreenTip appears.

Which area of the Word screen shows the number of pages in the document
and displays indicators that show the current mode of operation?

Status bar

. Which toolbar contains the Save button?

Quick Access Toolbar

CLOSE TEST BANK

Concepts Review: Consider using the Test Bank
Allows students to check to provide an additional review
their understanding. of lesson concepts. It may also

be used as an assessment
tool.
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6. What shape is the mouse pointer when it appears in the text area of the

screen?

|-beam

7. Which command is used to save a document under a different file name?

Save As command

8.

What is the keyboard shortcut for Help?

Critical Thinking

Answer these questions on a separate page. There are no right or wrong
answers. Support your answers with examples from your own experience, if
possible.

R 1.

You can use the Show/Hide § button l7| to hide paragraph marks and
space characters. When might it be useful to show these characters?
When would you want to hide them?

Word allows great flexibility when naming files. Many businesses and
individuals establish their own rules for naming files. What kinds of rules
would you recommend for naming files in a business? For personal use?

’°b Exercise 1-13

Identify parts of the Word screen.

1.

Start Word, if necessary, by following these steps:
a. Click the Start button @ on the Windows taskbar.

b. Point to All Programs, point to Microsoft Office, point to Microsoft
Office Word 2007, and click.

. Move the pointer to the Save button & on the Quick Access Toolbar to

identify it.
Click the Page Layout tab. Click the Home tab. Point to the Bullets
button == to identify it.

. Point to, and then click the Microsoft Office Button ). The File menu

opens.
With the File menu still open, move the pointer up and down the menu
list without clicking the mouse button. Notice the submenus for the
Print and Save As commands.

Critical Thinking: Skills Review: ’/ Exercise 1-13:
Answers will vary based Provides guided practice for Objectives: 1-2

on students’ preferences, students. Objectives are indicated Required Files: None
observations, experiences, and for each exercise.

research.
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Exercise 1-14:
Objectives: 3-5

Required Files: None
Solution Files: 1-14 in
Solutions Manual and on
Solutions Disk.

UNIT 1 Basic Skills 23

6. Close the menu by clicking the Microsoft Office Button | or clicking
in the blank text area.

7. Close the document by clicking the Close button %@ in the upper right
corner of the window located on the title bar.

Exercise 1-14

Key text, correct the spelling of a word, and save a document.

1. Start Word if necessary.

2. Open a new document window by clicking the Microsoft Office Button
mj. Click New, and click Blank document. Click Create.

3. Click the Home tab if necessary.

4. Locate the Paragraph group, and make sure the Show/Hide § button [«
is selected.

5. Key the text shown in Figure 1-13, including the intentional misspelling
of “sponsored.”

Become a retail candy store owner and develop skills in
business management! Come to the Small Business Fair and
learn how to operate a business. The fair is sponsord by the
Grove City Chamber of Commerce.

6. Correct the spelling of “sponsored” by following these steps:

a. Move the I-beam anywhere within the word and click the right
mouse button.

b. Choose the correct spelling from the shortcut menu by clicking the
word with left mouse button.

7. Save the document as [your initials]1-14 by following these steps:
a. Open the File menu, and click Save As to open the Save As dialog box.
b. Key the file name [your initials]1-14 in the File name text box.

c. Choose the appropriate drive for your data disk—for example,
Removable Drive (F:) or another drive specified by your instructor.

d. Click Save.
8. Close the document by pressing (Ctr])+W].

Exercise 1-15

Key, edit, and save a document.

1. Press [Ctl]+[N] to create a new document.

’/\ Exercise 1-15: Students may accidentally The keyboard shortcut to

\/O‘ Objectives: 3-5 m exit Word when they close @ create a new document is
Required Files: None a document. Encourage + . This method is
Solution Files: 1-15in them to start Word quicker than opening the
Solutions Manual and on and continue with the File menu.

Solutions Disk. exercises.
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Figure 1-14

o

Figure 1-15
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2.

Key the text shown in Figure 1-14. (Use default line spacing in all your
documents, unless you are told otherwise.)

Campbell’s Confections has just celebrated another
anniversary in the candy business. The company has proudly
created over 75,000 assorted chocolates including creams,
nuts, and bark. Campbell’s Confections has been at its
current location for all of its 57 years.

. Correct any spelling mistakes Word locates.

4. Delete the text “all of its” in the last sentence by following these steps:

a. Move the insertion point to the right of the word “for” by positioning
the I-beam and clicking the left mouse button.

b. Hold down and press three times to delete the words “all
of its.”

. Insert text after the word “creams” in the second sentence by following

these steps:

a. Move the insertion point to the immediate left of the the word “nuts.”
b. Key melt-a-ways followed by a comma and a space.

Split the paragraph by following these steps:

a. Move the insertion point to the immediate left of the word
“Campbell’s” in the last sentence.

b. Press [Enter].

Save the document as [your initials]1-15 on your student data disk.
Close the document.

Exercise 1-16

Key, edit, save, and print a document.

1. Start a new blank document.

2. Key the text shown in Figure 1-15. Correct spelling mistakes as you key.

When you visit our inaugural store, take advantage of our
factory tour where you can see each of the steps in candy
making. All of our chocolates are hand decorated, and you
will receive a free sample. You will follow the chocolate
manufacturing line beginning with melting the chocolate,
preparing the rich cream centers, and dipping.

]

When the Save As dialog box is ’/ Exercise 1-16:

first opened, the text in the File /” Objectives: 3-7

name text box is selected. If a Required Files: None

student clicks within the dialog Solution Files: 1-16 in Solutions Manual and
box, such as to change the drive, on Solutions Disk.

you might want to explain how to
select the existing filename text by
dragging with the mouse.
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. Move the insertion point to the left of the word “inaugural” in the first

line of the paragraph.

. Press [A}+(F] to open the File menu. Click Word Options, and click

Advanced in the left pane. Under Editing options, click Use overtype
mode to turn on Overtype mode. Click OK.

. Key flagship over the word “inaugural.” Be sure to delete the extra

character.

. Turn off Overtype mode by clicking the Microsoft Office Button, and

clicking Word Options. Click Advanced in the left pane, and click Use
overtype mode to turn off Overtype mode. Click OK.

. Use to delete the word “manufacturing” and key production to

replace it.
Check the spacing before and after the replacement text.
Save the document as [your initials]1-16 on your data disk.

Press [ctr]+(P) to open the Print dialog box. Click OK to print the
document.

Close the document.
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Lesson Applications

f,b Exercise 1-17

Key, edit, and print a document.

1. Start a new document. Turn on Caps Lock mode and key TO SALES
ASSOCIATES:

2. Turn off Caps Lock and press to start a new paragraph.

3. Key the text shown in Figure 1-16, including the corrections. Refer to
Appendix A, “Proofreaders’ Marks,” if necessary. Proofreaders’ marks are
handwritten corrections to text, often using specialized symbols.

Cigure 1516 September May

Chocolate can be shipped between June 1 and August 15 only. Chocolatefx

shipped to warm climates will be surrounded with ice packs. It is

m recommended that you select a personal or business/iaddress where someone
will be available‘to handle the package as soon as it arrives./\Remember:

s
Fine chocolate/%Xa/ré perishable.

4. Key anywhere to the left of the word “between” in the first sentence.”
Delete the word “only.”

5. Key the following sentence after the last sentence in the first paragraph.
During the hottest months of the year, shipments may be postponed.

P 6. In the second paragraph, delete “Fine” after
“Remember” and key Quality before “chocolate.”

% TIP 7. Save the document as [your initials]1-17 on your data

disk.

When Word suggests the completed . .
word for “September,” you can press 8. Print the document, and then close it.

to insert the word. Remember to
press after the completed word.

ASSESS ’/ Exercise 1-17: m This figure contains proofreading marks.
Assessment Resources: ‘/O Objectives: 3-6 You might want to review Appendix A,
Solutions Manual Required Files: None “Proofreaders’ Marks,” with students.
Test Bank Solution Files: 1-17 in

Lesson Applications: Solutions Manual and on

Provide independent practice Solutions Disk.

for students and may be used
for assessment. Objectives are
indicated for each exercise.
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fcﬁ Exercise 1-18

Key, edit, and print a document.
1. Start a new document and key the two paragraphs shown in Figure 1-17.

Figure 1-17 Campbell’s Confections has gained national recognition for

its delectable chocolates. It is highly recognized for its
unique, hand-molded chocolates in the mid-Atlantic area.

The staff of all stores are considered experts in the
history and manufacture of fine chocolate.

2. In the first paragraph, delete “area,” and key region after “mid-Atlantic.”

3. Switch to Overtype mode, and key sales associates over the text “staff of
all stores.” Delete the extra characters.

4. Turn off Overtype mode and move the insertion point to the beginning
of the second sentence in the first paragraph.

5. Use [cCtri)+(Delete] to delete “It” and key Each of the 24 stores affiliated with
Campbell’'s Confections in the mid-Atlantic region in its place.

6. Delete “in the mid-Atlantic region” at the end of the first paragraph.
Delete “its” before the word “unique.”

7. Save the document as [your initials]1-18 on your data disk.

8. Print and then close the document.

a,b Exercise 1-19

Key, edit, and print a document.

1. Start a new document. Key the text shown in Figure 1-18. Key each
sentence on a new line.

Figure 1-18 Reminder
Will the first one to arrive at the store:
Turn on the lights.
Adjust the thermostat.
Turn on the music.
Turn on the computer.

Thank you!

’/ Exercise 1-18: ’/ Exercise 1-19:
/” Objectives: 3-6 /0‘ Objectives: 3-6
Required Files: None Required Files: None

Solution Files: 1-18 in Solutions Manual and Solution Files: 1-19in Solutions Manual and
on Solutions Disk. on Solutions Disk.
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Figure 1-19
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7.
8.

In the sixth line, change “computer” to computer equipment.

. In the third line, change “the lights” to all lighting fixtures.
Click at the beginning of the third line, and insert another line by keying

Turn off the alarm and unlock the front door.

. Press [Caps Lock] and use Overtype mode to change “Reminder” and

“Thank you!” to uppercase letters.
Insert an extra line after every line of text by pressing once.
Save the document as [your initials]J1-19 on your data disk.

Print and then close the document.

Exercise 1-20 ® Challenge Yourself

Key, edit, and print a document.

1.

Start a new document and key the two paragraphs shown in Figure
1-19, including the corrections. Refer to Appendix A, “Proofreaders’
Marks,” if necessary.

confections

o
Group tours are an impArtant part of gampbell’s/\. Tours include watching a

video on the history of Campbell’s Confections as well as the history of

chocolate. After the video, a tour thru the factory is conducted by the

plant manager.
s

Group tours|arranged(are| for families visiting the area, school, or any
N

group with an interest in learning-abeout chocolate.

o

Correct the spelling of “thru” in the third sentence to through.

. In the last sentence, key type of after “or any.” Delete “families visiting

the area” and key tourists in its place.

. Add the following sentence to the end of the second paragraph.

Reservations are required two weeks in advance with a minimum of ten
members in the tour.

. Save the document as [your initials]1-20 on your data disk.

Print, and then close the document

Exit Word.

Exercise 1-20: This figure contains proofreading marks.
Objectives: 3-7 You might want to review Appendix A,
Required Files: None “Proofreaders’ Marks,” with students.

Solution Files: 1-20 in
Solutions Manual and on
Solutions Disk.
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In these exercises you work on your own, as you would in a real-life
business environment. Use the skills you’ve learned to accomplish the
task—and be creative.

Exercise 1-21

Write a short paragraph about yourself that includes your first and last
name. Include information about your family, school, or employment.
Switch to Overtype mode, turn on Caps Lock, and then key over your name
in uppercase letters. Save the document as [your initials]1-21 and print it.

Exercise 1-22

Browse the various tabs on the Ribbon until you find a command that looks
intriguing; then find out more about it by using the Help feature. In a new
blank document, write a brief paragraph about your findings. Save the
document as [your initials]1-22 and print it.

Exercise 1-23

Log onto the Internet and search for Web sites that relate to a particular
interest of yours. Record a few Web addresses, and then key the addresses
into a blank document, under an appropriate heading. Save the document
as [your initials]1-23 and print it.

On Your Own Exercises: Exercise 1-21 Exercise 1-22 Exercise 1-23
These exercises are entirely Objectives: 3-7 Objectives: 3-7 Objectives: 3-7
free-form. They do not “hold Required Files: None Required Files: None Required Files: None

the student’s hand” or
provide steps. No solutions
are provided. Encourage
students to be creative. You
might assign exercises as
group projects.




