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Although this chapter as-
SUMEeS No previous experi-
ence using Microsoft Word,
you should be comfortable
using a keyboard. You should
know how to use a mouse in
the Microsoft Windows envi-
ronment. You should be able
to launch and exit programs
and perform basic Windows
file management operations,
such as opening and closing
documents.

LEARNING OBJECTIVES

After completing this chapter,
you will be able to:

¢ |dentify different compo-
nents of the application
window

e Select commands and
options using the Menu
bar and right-click menus

e Create, save, open, and
print a document

e Correct mistakes



@ GaseStUdy STUDENT TUTORING SERVICES Alex Federov is helping to pay his university

tuition by tutoring high school and university students. Over the last two years, he developed an excellent repu-
tation for making complex topics simple and easy to remember.

Although he is an excellent tutor, last year he didn’t earn as much as he had expected. Alex thinks his lack-
luster earnings can be attributed to poor advertising and inadequate record keeping. This year, he plans to oper-
ate his tutoring services more like a real business. His first priority is to learn how to use Microsoft Word so that
he can prepare advertising materials, send faxes and memos, and organize his student notes.

In this chapter, you and Alex create simple documents from scratch and from built-in document templates.
You will save, open, and print your work and create file folders for keeping your work organized. You will also
perform basic editing procedures including using the Undo command, correcting mistakes as you type, and select-

ing and changing text.

]] Getting Started with Word

Microsoft Word is a word processing application program that enables you to create, edit,
format, and print many types of documents including résumés and cover letters, reports and
proposals, World Wide Web pages, and more. By the time you complete this learning guide,
you will be skilled in creating all types of documents and in getting them to look the way
you want. In this module, you load Microsoft Word and proceed through a guided tour of its
primary components.

Loading and Exiting Word

feature

You load Word from the Windows Start menu, accessed by clicking the Start button ([#stx])
on the taskbar. Because Word requires a significant amount of memory, you should always
exit the application when you are finished doing your work. Most Windows applications
allow you to close their windows by clicking the Close button (IX]) appearing in the top
right-hand corner.

method

To load Word:

o CLICK: Start button ([#stt])
e CHOOSE: Programs, Microsoft Word

To exit Word:

e CLICK: Close button (E) appearing in the top right-hand corner

or
e CHOOSE: File, Exit from Word’s Menu bar

practice

You will now launch Microsoft Word using the Windows Start menu.

Position the mouse pointer over the top of the Start button () and then click the left mouse
button once. The Start pop-up menu appears.
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2. Point to the Programs cascading command using the mouse. Note that you do not need to click
the left mouse button to display the list of programs in the fly-out or cascading menu.

3. Move the mouse pointer horizontally to the right until it highlights an option in the Programs
menu. You can now move the mouse pointer vertically within the menu to select an option. Your
screen may now appear similar, but not identical, to Figure 1.1.

4. Point to the Microsoft Word menu item and then click the left mouse button once to execute
the command. After a few seconds, the Microsoft Word screen appears.

5. After a few more seconds, an Office Assistant character, like “Clippit”

(shown at the right), may appear. You learn how to hide this character
in lesson 1.1.2.
1.1.2 Touring Word
fe atu r‘ e The Word application window acts as a container for your document. It contains the pri-

mary interface components for working in Word including the Windows icons, Menu bar, tool-
bars, task pane, and status bar. It also includes several tools that you will use when creating
and editing documents including the ruler, scroll bars, and View buttons. Figure 1.2 identifies
several of these components. The Word application window may also contain an Office Assis-
tant.
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pra[}tlce In a guided tour, you explore the features of Word’s application window. Ensure that you've
loaded Word.

1. Word’s application window is best kept maximized to fill the entire screen, as shown in Figure
1.2. As with most Windows applications, you use the Title bar icons—Minimize (El), Maximize
(@), Restore (), and Close ()—to control the display of a window using the mouse. Famil-
iarize yourself with the components labeled in Figure 1.2.
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2. The Menu bar contains the Word menu commands. To execute a command, you click once on
the desired Menu bar option and then click again on the command. Commands that appear
dimmed are not available for selection. Commands that are followed by an ellipsis (...) will dis-
play a dialog box.

3. To practice working with the Word Menu bar:
CHOOSE: Help
This instruction tells you to click the left mouse button once on the Help option appearing in the
Menu bar.

4. To display other pull-down menus, move the mouse to the left over other options in the Menu
bar. As each option is highlighted, a pull-down menu appears with its associated commands.

5. Highlight the View pull-down menu. The options in this menu let you customize the look of your
document to your preferred way of working. We describe the options on this menu in module
1.4. Your screen should now appear similar to Figure 1.3. (Note: Some options may be grayed
out.)
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For now, do the following to ensure that your screen looks the same as ours:

CHOOSE: Print Layout

6.

7.
Figure 1.4
Right-click menu

8.

& cut

Copy
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Hyperlink. ..

SYNONYMS

Translate

To display a document’s right-click menu:
RIGHT-CLICK: in the blank document area
The menu in Figure 1.4 should now appear.

To remove the right-click menu from the screen:
CLICK: in the blank document area

Word provides context-sensitive right-click menus for quick access to menu commands. Rather
than searching for the appropriate command in the Menu bar, you can position the mouse pointer
on any object, such as a graphic or toolbar button, and right-click the mouse to display a list
of commonly selected commands.

Word
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If an Office Assistant character currently appears on your screen, do the following to hide it from
view:
RIGHT-CLICK: the character

CHOOSE: Hide
10. Continue to the next lesson.
Customizing Menus and Toolbars
fe atu I‘e Some people argue that software becomes more difficult to learn with the addition of each
new command or feature. In response to this sentiment, Microsoft developed adaptive
menus that display only the most commonly used commands. By default, Office XP ships
with the adaptive menus feature enabled. However, you may find this dynamic feature con-
fusing and choose to turn off the adaptive menus. Likewise, the Standard and Formatting
toolbars are positioned side-by-side in a single row by default. Again, you may find it eas-
ier to locate buttons when these toolbars are positioned on separate rows. Finally, the task
pane is positioned on the right side of your screen, providing convenient access to relevant
commands and options. Some new users find that the task pane is distracting and consumes
too much of their workspace. Fortunately, you can hide and display the task pane using a
simple menu command.
m e t h 0 d To disable the adaptive menus feature and display the Standard and Formatting toolbars on
separate rows:
e CHOOSE: Tools, Customize
e CLICK: Options tab
e SELECT: Show Standard and Formatting toolbars on two rows check box
e SELECT: Always show full menus check box
e CLICK: Close command button
To display or hide a toolbar:
e CHOOSE: View, Toolbars
e CHOOSE: a toolbar from the menu
To display and hide the task pane:
e CHOOSE: View, task pane
or
* CLICK: its Close button (X))
pra[}tlce In this lesson, you disable the adaptive menus feature, display the Standard and Formatting
toolbars on separate rows, and toggle the display of the task pane. Ensure that you've com-
pleted the previous lesson.
1. To begin, display the Tools menu.

CHOOSE: Tools
You should now see the Tools pull-down menu (Figure 1.5).
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2. To turn off the adaptive menus feature and customize the Standard and Formatting toolbars, do
the following:
CHOOSE: Customize from the Tools pull-down menu
CLICK: Options tab
The Customize dialog box should now appear (Figure 1.6).
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3. On the Options tab of the Customize dialog box:
SELECT: Show Standard and Formatting toolbars on two rows check box
SELECT: Always show full menus check box
(Note: When a check box is empty, selecting it displays a check mark (v). If a check mark already
appears, selecting the check box removes the check mark.)

4. To proceed:
CLICK: Close command button
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Figure 1.7 displays the Standard and Formatting toolbars as they should now appear on your
screen. The Standard toolbar provides access to file management and editing commands, in
addition to special features. The Formatting toolbar lets you access formatting commands.
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To hide the task pane:

CHOOSE: View, Task Pane

(Note: When a toolbar or the task pane is displayed, a check mark appears beside the option
in the pull-down menu.)

To display the task pane:
CHOOSE: View, Task Pane
Your screen should now appear similar to Figure 1.8.

IMPORTANT: For the remainder of this learning guide, we assume that the adaptive menus feature has
been disabled and that the Standard and Formatting toolbars are positioned on separate rows.

In Addition MOVING TOOLBARS

You can move toolbars around the Word application window using the mouse. A docked toolbar
appears attached to one of the window’s borders. An undocked or floating toolbar appears in its
own window, complete with a Title bar and Close button. To float a docked toolbar, drag the Move
bar (U) at the left-hand side toward the center of the window. To redock the toolbar, drag its Title
bar toward a border until it attaches itself automatically.

1.1 How do you remove a right-click menu from view?

SelfCheck
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]2 Creating Your First Document

Creating a document in Word is easy. You type information onto the screen, save the docu-
ment to the disk, and, if desired, send it to the printer. In the next few lessons, you create the
letter appearing in Figure 1.9.

Figure 1.9
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Inserting and Deleting Text

feature

You create and edit documents by inserting and deleting text. As you type, Word employs
three separate features to help you get your work done. Word’s AutoText feature makes
it easy to insert frequently used text, such as the current date and the words “Sincerely”
and “Thank you.” Word’s AutoCorrect feature works on your behalf to correct common
capitalization, spelling, and grammatical errors. For example, AutoCorrect will automati-
cally replace “teh” with “the”, “firts” with “first”, and “sPorting” with “Sporting”. Word’s
AutoFormat feature enhances your text’s appearance as you type, applying special for-
matting to headings, bulleted and numbered lists, borders, and numbers.

method

To insert text, begin typing. Insert spaces by pressing the Space Bar. Insert blank lines by
pressing (ENTER],

To toggle between Insert and Overtype modes, double-click the OVR indicator in the Status
bar.

Press to delete text to the right of the insertion point. Press to delete text
to the left of the insertion point.

practice

Figure 1.10

An AutoText
suggestion
appears

Autotext suggestion ——

Next, you begin a letter in order to practice the basics of inserting and deleting text. You
will also see Word’s AutoText and AutoCorrect features in action. Ensure that you've com-
pleted the previous lesson and that a blank document appears.

Let’s begin by inserting a date at the top of your letter. Before you begin typing, make sure that
you have a blinking insertion point in the upper left-hand corner of the document window. This
marks the location where text is inserted. Although you can type the current date directly, let’s
take advantage of Word’s AutoText feature. Assuming the current date is February 22, 2001, do
the following:

TYPE: FEBR

Word now displays the complete month name in a yellow suggestion box above your typed let-
ters. Your screen should now appear similar to Figure 1.10. (Note: If “February” isn’t displaying,
you may need to activate the AutoText feature. To do this, choose Insert, AutoText from the Menu
bar. Then, choose AutoText from the submenu and select the Show AutoComplete suggestions
check box so that a check mark appears. After clicking the OK command button, finish typing
in the current date and then skip to step 3.)
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2. As indicated in the suggestion box, you must press to insert the current month in your
document.
PRESS: ENTER)

Word automatically inserted the rest of the characters in the current month.

3. To proceed with typing in the date:
PRESS: Space Bar

If “February 22, 2001” were the actual current date, your screen would now look like Figure 1.11.
Continue with step 4.

Word
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4. TYPE: 22
TYPE: ,
PRESS: Space Bar
TYPE: 2001

The date of February 22, 2001, in its entirety, should now appear at the top of your document.
The insertion point appears one character to the right of the date.

5. To move the insertion point back to the beginning of the date line:

PRESS:

The insertion point should now appear to the left of the date (Figure 1.12). Note that purple dots
now appear beneath the date. (Note: If the dots don’t appear yet, they will in step 6, when you
press the key.) These dots indicate that the date is a smart tag. When you move the
mouse pointer over a smart tag, Word displays the Smart Tag Actions button (). We describe
smart tags in more detail in lesson 1.2.4. For now, ignore each smart tag in your document and
its associated Smart Tag Actions button ((©]).

Figure 1.12

The date has
been entered
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the date is a smart tag.

Note the location of the
insertion point

6. The ENIER) key inserts blank lines into a document and signifies the end of a paragraph. To
illustrate:
PRESS: ENTER] three times
Note that the date moves down with the insertion point and blank lines are inserted into the
document.
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To get the date back to its original location, you must delete the blank lines. To move the inser-
tion point to the top of the document:

PRESS: +

This instruction tells you to press and hold down the key and tap once. You then
release both keys. The insertion point jumps to the left side of the first line in the document.

To delete the blank lines:
PRESS: three times

To move the insertion point down three lines without moving the date, you must first position
the insertion point at the end of the line. To illustrate:

PRESS: to move the insertion point to the end of the line

PRESS: ENTER] three times

The insertion point is now in the correct position for you to type your salutation. (Note: A salu-
tation is a greeting, such as “Dear Mr. Jones,” that appears at the beginning of a letter.)

Type the following, exactly as it appears:

TYPE: NEighbor,

Conveniently, Word’s AutoCorrect feature automatically corrected your capitalization error at the
beginning of the word. Your document should now appear similar to Figure 1.13.
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Note that the letters OVR in the Status bar appear dimmed. This tells you that Word’s current
mode is Insert mode and not Overtype mode. To move the insertion point back to the begin-
ning of the line so you can insert the word “Dear,” do the following:

PRESS:

A hollow blue bar (=), the AutoCorrect Options button, should now appear beneath the “N” of
“Neighbor.” For now, ignore this button.

TYPE: Dear

PRESS: Space Bar

The Insert mode lets you insert text and spaces at the current position by simply typing the char-
acters and pressing the Space Bar. The existing information was pushed to the right.

Locate OVR, the abbreviation for Overtype mode, on the Status bar (Figure 1.14).
DOUBLE-CLICK: OVR
The letters OVR appear highlighted (not dimmed) in the Status bar.

TYPE: My

PRESS: Space Bar

The letters and following space overwrote the first three characters of “Neighbor,”. Your screen
should now appear similar to Figure 1.14.
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To toggle back to Insert mode:
DOUBLE-CLICK: OVR in the Status bar
The letters OVR should now appear dimmed.

To complete the phrase:
TYPE: Nei

To illustrate the use of the key, position the insertion point to the left of the word

“Neighbor,”.

PRESS: three times
The word “My” and the space are deleted. The text now reads “Dear Neighbor,”.

To prepare for the next lesson, let’s delete the date from the top of your document.

PRESS: +

PRESS: until the month information is deleted

While being careful to not delete any blank lines:
PRESS: a few more times to delete the day and year information
The insertion point should now be positioned on a blank line at the top of your document (Fig-

ure 1.15).
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21. Proceed to the next lesson.

1.2.2 Inserting the Date and Time

fe atu I‘e In the last lesson, Word assisted you when typing the current date. You can also insert the
current date in its entirety using a command from the Menu bar. Optionally, you can insert
the current date as a field that causes Word to update the date whenever you open or print
the document.

m eth 0 d e CHOOSE: Insert, Date and Time
e SELECT: a format in the Available formats list box
e CLICK: OK command button

pra[}“[}e You will now insert the current date at the top of your document. Ensure that you've com-
pleted the previous lesson. The insertion point should be positioned on a blank line at the
top of your document, as shown in Figure 1.15.

1. CHOOSE: Insert, Date and Time
The Date and Time dialog box appears, as shown in Figure 1.16.
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SELECT: the “Month ##, 200#” format (depicted as “February 22, 2001” in Figure 1.16)
CLICK: OK command button
The date was inserted at the top of the document.

To position the insertion point in the correct position so you can begin typing your letter:

PRESS: (STRLJ+(END J {5 move to the end of your document
PRESS: ENTER] tyice

Word

4. If the Office Assistant appears:
RIGHT-CLICK: the Office Assistant character
CHOOSE: Hide
5. Proceed to the next lesson.
Putting “Word Wrap” to Work
fe atu I‘e The word wrap feature of Word allows you to continuously type without having to press
the key at the end of each line. This feature is designed to help you type faster.
m e t h 0 d When typing a paragraph, do not press the ENTER] key at the end of each line. The
key is used only to end a paragraph or to insert a blank line in a document.
pra[}tlce You will now complete the sample document. Ensure that you've completed the previous
lesson. The insertion point should be positioned two lines below the salutation. Do not press
unless we tell you to do so.
1. TYPE: We are writing to invite you over for a casual lunch and afternoon swim this Satur-

day. As you know, we are new to the area and would like to get to know our neighbors!
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Sample document

Make sure to
substitute your
name here.
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Come around noon and bring your whole family. Let us know no later than Thursday if you
can make it.
PRESS: ENTER] tyice

To complete the note:

TYPE: Warmly,

PRESS: ENTER)

TYPE: your name

(Note: Be sure to type your own name here.)

Because the task pane may be obscuring a portion of your document, let’s hide it from view.
CHOOSE: View, Task Pane

Your screen should now appear similar to Figure 1.17. (Note: If your screen’s resolution is dif-
ferent from ours, words may wrap in a different place.)
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4. With your document still displaying, proceed to the next lesson.

1.2.4 Using Smart Tags

feature

As you already know, Word includes many features that work in the background to save
you time. For example, Word automatically corrects common capitalization, spelling, and
grammatical errors. Word even tags some data, such as a person’s name or the current date,
so that you can more easily use the data elsewhere, such as in your address book or e-mail
message. Once Word recognizes a piece of data, it labels it with a purple dotted underline.
Information that has been marked in this way is called a smart tag. When you move the
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mouse pointer over a smart tag, a Smart Tag Actions button appears ([&) that you can
click to display a list of possible actions. Since smart tags won’t appear in your printed doc-
uments it’s also fine to ignore them.

m eth 0 d To perform an action on a smart tag:

e CLICK: Smart Tag Actions button (E)
e CHOOSE: an option from the menu

Word

pr‘a[}tlce You will now see what actions you can perform on the four smart tags displaying in your
sample document.

1. Position the mouse pointer over the current-date smart tag at the top of the document. The
Smart Tag Actions button () should now appear.

2. To see what actions you can perform on this smart tag:
CLICK: Smart Tag Actions button ()
Your screen should now appear similar to Figure 1.18. Note that Word identified the smart tag
as a Date field, as indicated at the top of the smart tag menu.

Figure I .I 8 Document1 - Microzoft Word M= E
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N around noon and bring your\whole family. Let us know no later than Thursday if you can

make it.
~ Warmly Choosing this option loads
i Microsoft Outlook and then
Your natmne Date: February 22, 2001 displays the Meeting window.
Schedule a Meeting .
=]
= = S'JDW 4 Calendar Choosing this option loads
=== Microsoft Outlook and then displays
Page 1 Sec 1 11 Ak aa Remowe this Smart Tag . oy
— the tagged day in your calendar.
arark Tag Options. ..

3. To remove the smart tag:
CHOOSE: Remove this Smart Tag
The date should no longer be marked as a smart tag.
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Figure 1.19

Smart Tag Actions
menu

Microsoft Word 2002

In the body of your letter, “this Saturday” and “Thursday” may be marked as smart tags. Your
name should also be marked as a smart tag at the end of the letter. Move the mouse pointer
over your name.

CLICK: Smart Tag Actions button () associated with your name.

The menu in Figure 1.19 should now appear. Note that the menu contains different options than
before.

Person: Sarah Hukchinson Note that Word identified
. this smart tag as a Person
Send [ail field

Schedule a Meeting
Dpen Conkack

add ko Conkacks

Insert Address
Remaove this Smark Tag

Smart Tag Cptions, ..

To ignore the displayed menu and return to your document:
CLICK: in the document area

To conclude this module, you will close the document without saving changes. From the Menu bar:
CHOOSE: File, Close

In the dialog box that appears:
CLICK: No command button
There should be no documents open in the application window.

1.2 How would you insert a word in the middle of a sentence?

SelfCheck

]3 Managing Files

Managing your document files is an important skill. When you create a document, it exists
only in the computer’s RAM (random access memory), which is highly volatile. In other words,
if the power to your computer goes off, your document is lost. For safety and security, you
need to save your document permanently to the local hard disk, a network drive, or a floppy
diskette.

Saving your work to a named file on a disk is like placing it into a filing cabinet. Impor-
tant documents (ones that you cannot risk losing) should be saved every 15 minutes, or when-
ever you're interrupted, to protect against an unexpected power outage or other catastrophe.
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Saving a file without closing it is like placing a current copy in a filing cabinet. When nam-
ing your document files, you can use up to 255 characters, including spaces, but it’s wise to
keep the length under 20 characters. Furthermore, you cannot use the following characters in
naming your documents:

N/ 3?27 < > |

In the following lessons, you practice several file management procedures, including creat-
ing a new document, saving and closing documents, and opening existing documents.

IMPORTANT: In this guide, we refer to the files that have been created for you as the student data
Sfiles. Depending on your computer or lab setup, these files may be located on a floppy diskette, in a folder
on your hard disk, or on a network server. If necessary, ask your instructor or lab assistant where to find
these data files. To download the Advantage Series student data files from the Internet, visit our Web sites
at:

http://www.mhhe.com/it
http://www.advantageseries.com

You will also need to identify a personal storage location for the files that you create, modify, and save.

1.3.1 Beginning a New Document

feature

There are three ways to start creating a new document. One is to start with a blank docu-
ment and then create the document from scratch. Another is to select a document template
that provides preexisting data and design elements. Or you can employ a wizard to lead
you step-by-step through creating a particular type of document.

method

To display a new blank document:

e CLICK: New button ([C])
e To begin a document using a template or wizard:
e CHOOSE: File, New

practice

In this example, you use one of Word’s prebuilt templates to create a résumé. Ensure that
no documents are open in the application window.

A document template is a model that you can use to create new documents. By its very nature,
a template is a time-saver that promotes consistency in both design and function. To view the
templates that are available to you, do the following:

CHOOSE: File, New

The New Document task pane should now appear, as shown in Figure 1.20. Task panes contain
textual links, called hyperlinks, for performing Word procedures. When you move the mouse
pointer over a link, the mouse pointer changes to a hand (). You select a link by clicking.

Word
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Figure 1.20

New Document
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2.

Microsoft Word 2002
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ﬁ] General Templates. ..

:':I Templates on my \Web Sites. ..

ﬁ_—] Templates on Microsoft, com

[ Add Metwork Place. .,

@ Microsoft YWwiord Help
Shiowe at starkup

Move the mouse pointer over the “Blank Document” hyperlink. Note that a hand (™) appears
indicating that you’re pointing to a hyperlink. To select the link:

CLICK: “Blank Document” link

A blank document appears. The task pane should no longer appear. You can also start a new
document by clicking the New button (2]) on the Standard toolbar.

Word includes many custom templates that simplify the process of starting common documents
such as résumés and letters. For example, to display a selection of templates for creating
résumes:

CHOOSE: File, New

CLICK: “General Templates” link

CLICK: Other Documents tab

The Templates dialog box should look like Figure 1.21. (Note: Different tabs may be displaying
on your computer.)



Figure 1.21

Displaying custom
document
templates

Figure 1.22

New document
based on the
Professional
Resume template
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Templates

General | Direct Mail Manager I Leqal Pleadings | Letters & Faxes | Mail Merge | Memos I

Other Documents Publications I Reparts I Wweh Pages I Business Flanner Templates
= — = —Preview
itgendal Batch Calendar  Conkemparary
{Wizard ; Conversi,., Wizard Resume
] =] @
Elzgant Professional Resume Seleck an ican ko
Resume Resurme ‘Wizard SEE 3 Presdien,
—iCreake Mew
f* Document ) Templake
(a1 I Zancel

To create a new document based on the “Professional Resume” template:

DOUBLE-CLICK: Professional Resume template icon

(Note: If your lab administrator has not installed the document templates, skip to step 6.) You
should now see the Professional Resume template, as shown in Figure 1.22. If you were creating
your resume right now, you would proceed by editing this document to include your information.
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Current document

Microsoft Word 2002

Rather than editing this document now, let’s close the document and continue our discussion of
file management.

CHOOQOSE: File, Close

CLICK: No command button, if asked to save the changes

The blank document should be displaying. Do the following:

TYPE: Saving Files

PRESS: ENTER] twice

(Note: Depending on what settings are in effect on your computer, Word may have automatically
formatted your title using a heading style.)

Again, let word wrap happen naturally. Don’t press ENTER] after each sentence.

TYPE: Saving your work to a named file on a disk is like placing it into a filing cabinet.
Important documents (ones that you cannot risk losing) should be saved every 15 minutes,
or whenever you’re interrupted, to protect against an unexpected power outage or other
catastrophe.

Your screen should now appear similar to Figure 1.23. In the next lesson, you learn how to save
this document.

1]

On your computer, this heading
might not appear formatted.

Saving Files d
Saving your work to a narned file on a disk iz like placing it into a filing cabinet.
Important docwments (ones that you cannot risk losing) should be saved every 15

- mittes, or whenever you're interrupted, to protect against an unexpected power outage
- ot other catastrophe,

1.3.2 Saving and Closing a Document

feature

You can save the currently displayed document by updating an existing file on the disk, by
creating a new file, or by selecting a new storage location. The File, Save command and the
Save button (@) on the toolbar allow you to overwrite a disk file with the latest version of
a document. The File, Save As command enables you to save a document to a new filename
or storage location. When you are finished working with a document, ensure that you close
the file to free up valuable RAM.

method

To save a document:

e CLICK: Save button ([€]),
or
e CHOOQOSE: File, Save,

or
e CHOOQOSE: File, Save As
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To close a document:

e CHOOSE: File, Close

pra[}tlce You now practice saving and closing a document. Ensure that you have completed the pre-
vious lesson. You also need to identify a storage location for your personal document files.
If you want to use a diskette, place it into the diskette drive now. Also, always write your

Word

name on the diskette label in pen.

1. If you are working in a new document that has not yet been saved, Word displays the Save As
dialog box (Figure 1.24), regardless of the method you choose to save the file. To demonstrate:
CLICK: Save button ([®])

(Note: The filenames and directories that appear in your Save As dialog box may differ from
those shown in Figure 1.24.) The Places bar, located along the left border of the dialog box,
provides convenient access to commonly used storage locations.

Figure 1.24 Save As B
Save As dialog Save int I@ My Documnents _'"J w o @ X O * Toals ~
box |1 Cammon ‘
?:'és‘ I _1Data Fil‘_ﬂ ‘ Save in drop-down arrow ‘
Histary | b Lz
iy Pictures
@ 1 Student

Places bar

Favorites

=

= File name:

Save

My Metwork, J \—I
Places Save as bype: [wWord Document j Cancel |

2. In the next few steps, you practice navigating your computer’s disks. To begin, let’s view a list
of the files that you've worked with recently:
CLICK: History button () in the Places bar

3. To browse the files in your folder called My Documents:
CLICK: My Documents button (&)

4. To browse the local hard disk:
CLICK: down arrow attached to the Save in drop-down list box
SELECT: =2 Local Disk C:
(Note: Your hard drive may have a different name.) The list area displays the folders and files
stored in the root directory of your local hard disk.
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To drill down into one of the folders:
DOUBLE-CLICK: Program Files folder

(Note: If the Program Files folder isn’t located on your local hard disk, select an alternate folder
to open.) This folder contains the program files for several applications.

Let’s drill down one step further:
DOUBLE-CLICK: Microsoft Office folder

This folder contains the Microsoft Office program files. Your screen may now appear similar, but

not identical, to Figure 1.25.
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To return to the previous display:

CLICK: Back button (El) in the dialog box

(Note: The button is renamed Program Files, since that is where you will end up once the but-
ton is clicked.)

To return to the My Documents display:
CLICK: Back button () twice
(Hint: You could also have clicked the My Documents button in the Places bar.)

Now, using either the Places bar or the Save in drop-down list box:
SELECT: a storage location for your personal files
(Note: In this guide, we save files to the Data Files folder, located in the My Documents folder.)

Next, you need to give the document file a unique name. Let’s stick with the name of “Saving
Files” that already appears in the File name text box.

To save your work:
CLICK: Save command button
Note that the document’s name now appears in the Title bar (Figure 1.26).
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Figure 1.26
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Saving Files

Saving your work to a named file on a disk is like placing it into a filing cabinet.
Itmportant docutnents (ones that you cannot risk losingd should be saved every 15

. rnittes, or whenever you're interrupted, to protect against an unexpected power outage
- ot other catastrophe.

12. Move the insertion point to the bottom of the document.

13. To insert a blank line and then type your name:
PRESS: ENTER)
TYPE: your name (for example, Joey Smith)

14. To save the updated document:
CLICK: Save button ([=])
Sometimes you want to save an existing document under a different filename. For example, you
may want to keep different versions of the same document on your disk. Or, you may want to
use one document as a template for future documents that are similar in style and format. To
do this, save the document under a different name using the File, Save As command.

15. Let’s save a copy of the “Saving Files” document to your personal storage location and name
the copy “Backup Document”.
CHOOSE: File, Save As
TYPE: Backup Document to replace the existing filename
CLICK: Save command button
The document was saved as “Backup Document” to your personal storage location.

16. To close the document:
CHOOQOSE: File, Close

1.3.3 Opening and Printing a Document

fe atu r‘e You use the Open dialog box to search for and retrieve existing documents that are stored
on your local hard disk, a floppy diskette, a network server, or on the Web. To load Word
and an existing document at the same time, you can use the Open Office Document com-
mand on the Start menu. Or, if you have recently used the document, you can use the Doc-
uments command on the Start menu. This menu lists the 15 most recently used files. Once
you've opened a document, especially a long document that you haven’t worked with before,
you may choose to send a copy of it to the printer and then review the printed copy.
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Microsoft Word 2002

method

To open a document:

o CLICK: Open button ([=),
or
e CHOOSE: File, Open

To print a document:

e CLICK: Print button (&)

practice

Figure 1.27

Open dialog box

In chis lesson, you open and print a document that announces an upcoming snowboard vaca-
tion. Ensure that you have completed the previous lesson. No documents should be dis-
playing in the application window. You will also need to know the storage location for the
student data files.

To display the Open dialog box:
CLICK: Open button (=)

Using the Places bar or the Look in drop-down list box, display the contents of the folder con-
taining the student data files. These are the files we’ve provided. (Note: In this guide, we retrieve
the student data files from a folder named “Student”.)

To view additional information about each file:

CLICK: down arrow beside the Views button (see Figure 1.27)

CHOOSE: Details

Each document is presented on a single line with additional file information, such as its size,
type, and date it was last modified, as shown in Figure 1.27.
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Figure 1.28

Sorted file list

10.

11.

Creating a Document

To alphabetically sort the list of files displayed in the Open dialog box:
CLICK: Name button in the column heading area

When you click the same column heading a second time, the order of the listing is reversed. To

illustrate:

CLICK: Name button

To sort the list by size:
CLICK: Size button in the column heading area

To chronologically sort the file list by the date of modification:
CLICK: Modified button
Your file list should now appear similar to Figure 1.28.
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To re-sort the list in order by the Name field and then return to a list format:
CLICK: Name button

CLICK: down arrow beside the Views button
CHOOSE: List

Let’s open one of the documents in the list area:
DOUBLE-CLICK: WD0133
The dialog box disappears and the document is loaded into the application window. (Note: The
“WDO0133” filename reflects that this document is used in lesson 1.3.3 of the Word learning

guide.)

To print the current document:
CLICK: Print button (&)
(Note: We describe printing in more detail in Chapter 4.)

Keep this file open for use in the next lesson.

Word
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Creating a New File Folder

feature

As more and more files accumulate on your computer, you may want to create folders to
help you better organize your work. For example, you may have one folder for your faxes
and memos and individual folders for each course you are taking at school. In Word, you
create folders directly within the Open and Save As dialog boxes. Microsoft Word uses the
Folder icon (1) to identify folders.

method

To create a new folder:

In the Open or Save As dialog box, navigate to the disk or folder where you want to create
the new folder.
. RIGHT-CLICK: an empty part of the dialog box
CHOOSE: New, Folder from the right-click menu
TYPE: a folder name

To delete a folder:

e |n the Open or Save As dialog box:
RIGHT-CLICK: a folder
e CHOOSE: Delete from the right-click menu

practice

In this lesson, you create a folder named “My Homework” in the “My Documents” folder.
You then save the open file into the new folder. As a final step, you delete the folder and
file.

To display the Save As dialog box:
CHOOSE: File, Save As

To open the My Documents folder:
CLICK: My Documents button in the Places bar

To create a new folder called “My Homework” in the My Documents folder:
RIGHT-CLICK: an empty part of the window

CHOOSE: New from the right-click menu

The New menu is shown in Figure 1.29. (Note: Your screen may differ slightly.)
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Figure 1.2 = [l
Creating a new @ Shaortcut
folder

[£] Comprezsed Folder

@ Bitrap Irmage

°
\iew " B Wave Sound g
— @ Briefcaze
.-'f-..rrange leans ' Microzoft PowerPoint Presentation
lEi::eusE leon: @ Microzoft Access Application
- @ Microsoft Publisher Publication
Baste 43 Morton Antivinus Scan
Paste Shartcut @ Microsoft Ward Docurment

Undo Copy Chrl+Z

@ Microzaft Excel Woorksheet
E Fairt Shop Pro & Image

Froperties

4. To proceed with creating the new folder:
CHOOSE: Folder
A folder entitled New Folder should appear, as shown below:

5. Since the folder’s title is already highlighted, you can simply type over the name to name your
new folder. Do the following:
TYPE: My Homework
PRESS: ENTER)
A new folder named My Homework should appear in the file listing. The Folder icon identifies
the new item as a folder.

6. To open the new folder:
DOUBLE-CLICK: My Homework folder
The Save As dialog box should now appear similar to Figure 1.30. Note that the folder is empty.
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Figure 1.30
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To save the open file to the new folder, using the same filename:
CLICK: Save command button
This is a great way to keep your files organized!

As a final housekeeping task, let’s delete the My Homework folder and its contents. Let’s use
the Open dialog box this time.

CLICK: Open button ([#])

The My Homework folder is open and its contents appear.

Before you can delete a folder, you must close it and display its name in your file list. To do this:
CLICK: My Documents button in the Places bar
The My Homework folder appears in the file list.

To delete the folder:

RIGHT-CLICK: the folder

CHOOSE: Delete from the right-click menu

CLICK: Yes command button to delete the folder and its contents

The My Homework folder and its contents have been moved to the Recycle Bin.

To leave the Open dialog box:
CLICK: Cancel command button

Close any documents that remain open.

1.3 Under what circumstances might you want to save a file
under a different filename?

SelfCheck
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]4 Customizing Your Work Area

Word provides four primary views for working with documents: Normal, Web Layout, Print
Layout, and Outline. While each view has its own advantages, it is their combination that
gives you the best overall working environment. In addition, for optimal viewing Word lets
you zoom in and out on a document, increasing and decreasing its display size.

1.4.1 Selecting a View

feature

Your selection of a view depends on the type of work you are performing. You will want
to perform most of your work in Normal view. In this view mode, your document dis-
plays without headers, footers, and columns. To view how text and graphics will appear on
the printed page, use Print Layout view. Web Layout view enables you to see how a doc-
ument will look in a Web browser, and Outline view provides a convenient environment
for organizing a document.

method

To change the display view of an open document, do one of the following:

CHOOSE: View, Normal (or click [=])
CHOOSE: View, Web Layout (or click )
CHOOSE: View, Print Layout (or click )
CHOOSE: View, Outline (or click [Z])

practice

You will now practice switching views using a two-page newsletter. Ensure that no docu-
ments are open in the application window.

Open the WD0141 data file. If you completed the last module, the task pane should not be dis-
playing.

Save a copy as “Newsletter” to your personal storage location. The “Newsletter” document
should be displaying in Print Layout view (Figure 1.31). The blank space at the top of the doc-
ument corresponds to the top margin.

Word
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Figul‘le I.3I Newsleller-Micmsoﬂ Word MEE
- File Edit Wew Insert Format  Tools  Table  ‘Window  Help Type a question for help = X
Print Layout view NeEHanSly 2Rt vo-c- @O =4 BT = -0,
- Mormal + Aril, - Arial - 16 v|B I U |§E§1=v i= 1= i E|V!vévv
] T N T

Word for Windows
User's Group

..................................................... 7:00pm-10:00pm

- more members p than usual, there were more great ideas for making
: dornments look their hest

Page 1 Ser 1 1/2 At 26" LnS Col 19  REC TRK EXT oOWR 153K

3. To switch to Normal view:
CHOOSE: View, Normal

(Note: You can also click the Normal View button (E|), located to the left of the horizontal scroll
bar.) Your screen should now appear similar to Figure 1.32.
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4. To switch to Web Layout view:
CHOOSE: View, Web Layout
In this mode, you see how your document will look when viewed in a Web browser.

5. Let’s view the document in Outline view.
CHOOSE: View, Outline
The Outlining toolbar is now positioned above the Formatting toolbar.

Word

6. To view just the main headings in the document:
CLICK: Show Level drop-down arrow ()
CHOOSE: Show Level 1 from the drop-down list
Your screen should now appear similar to Figure 1.33. In this view mode, it’s easy to organize
the different parts of your document.

Figul\e I .33 MNewsletter - Microsoft Word HEE
- File Edit ‘Wew Insert Format  Tools  Table  Window  Help Twpe a question for help = X
Outline view DEHSm SRAY {BRTS v-o-  QBEORES BT o -0,
SR @ Bodytext - g & ¥+ = |chowlewsll - : 3] Update TOC [4] El‘igj BREBR R &,
- 4 Mormal + Aridl, - Arial -6 - B I U EE; IE. IS i EEE O A -

¢ Last Meeting
¢ Macros for Micros

¢ Field Trip

LIl

7. To redisplay the document in Print Layout view:
CHOOSE: View, Print Layout

8. Continue to the next lesson.

Zooming the Display

fe atu r e Regardless of the view you select, Word lets you zoom in and out on a document, increas-
ing and decreasing its display size. For example, you may want to enlarge Word’s Normal
view to 200% of its original size when working with detailed graphics.

m B t h U d e CLICK: Zoom drop-down arrow (),

or
e CHOOSE: View, Zoom
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practice

Figure 1.34

Increasing the
zoom factor

You will now practice zooming the display. Ensure that you've m
completed the previous lesson and that the “Newsletter” document is dis-
playing. S00%:
2004
To zoom the document to 200% of its original size: 150° ,.-'D
CLICK: Zoom drop-down arrow () on the Standard toolbar 100 ;
The drop-down menu, shown on the right, should now appear. e ®
=]
From the drop-down list: SO
CHOOSE: 200% D04,
Your screen should now appear similar to Figure 1.34. The document is imme- 10,
diately magnified to twice its original size. Page width
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3. To find the best-fit magnification:
CLICK: Zoom drop-down arrow ()
SELECT: Page Width from the drop-down list
The view is zoomed to the best fit for your screen’s resolution.

4. To conclude this lesson, close the “Newsletter” document.
CHOOSE: File, Close
There should be no documents open in the application window.

Word

In Addition USING CLICK AND TYPE

In Print Layout and Web Layout views, consider trying out Word’s new Click and Type feature. This
feature enables you to insert text just about anywhere in your document. Simply double-click where
you want to begin typing and the Click and Type feature will align the insertion point depending on
where you clicked. If you double-click near the center of your page, Click and Type will center-align
the insertion point. Likewise, if you double-click near the right side of your page, Click and Type
will right-align the insertion point.

1.4 What is the difference between Normal and Print Layout

SelfCheck | view

Chapter

Summary
To create a basic document in Word, simply begin typing after loading the application. Keep
in mind that when the end of the current line is reached, the feature called word wrap auto-
matically moves the insertion point to the beginning of the next line. You can easily remove
characters from a document using 2ELETE) and (BACKSPACE) an( inserc blank lines using ENTER]

Word also employs the AutoText and AutoCorrect features to correct certain errors automati-

cally. Besides creating documents, it is important to know how to execute common file man-
agement procedures including saving, opening, closing, and printing documents.

Command Summary

Many of the commands and procedures appearing in this chapter are summarized in the
following table.
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Skill Set

Starting and
Exiting Word

Launch Microsoft Word

Exit Microsoft Word

CLICK: Start button ([#stt])
CHOOSE: Programs, Microsoft Word

CLICK: its Close button (EI), or
CHOOSE: File, Exit

Inserting and
Modifying Text

Insert the date and time
Insert blank lines

Toggle between Insert and Overtype
modes

Delete text to the right of the insertion point

Delete text to the left of the insertion point

Perform an action on a smart tag

CHOOQOSE: Insert, Date and Time
PRESS:

DOUBLE-CLICK: OVR in the Status
bar

PRESS:
PRESS:

CLICK: Smart Tag Actions button ()
CHOOSE: an option from the menu

Managing
Documents

Browse through files

Save a document with the same name
Save a document with a different name

Close a document

Begin a new blank document

Begin a new document from a wizard or
template

Open a document

Print a document

Create a new file folder

CLICK: buttons on the Places bar,
located in the Save As or Open
dialog boxes

CLICK: Save in or Look in drop-
down list and select a disk location
CLICK: Back button (Ei) to return
to the previous location

CLICK: Save button (&)
CHOOQOSE: File, Save As

CLICK: Close button (El) of the
document window; or
CHOOSE: File, Close

CLICK: New button ((2])
CHOOQOSE: File, New

CLICK: Open button (); or
CHOOSE: File, Open

CLICK: Print button ([&l); or
CHOOQOSE: File, Print

RIGHT-CLICK: an empty part of the
Open or Save dialog box
CHOOSE: New, Folder

TYPE: a folder name

Customizing Your
Work Area

Switching views

Zooming the display

CHOOSE: View, Normal, or
CHOOSE: View, Web Layout, or
CHOOSE: View, Print Layout, or
CHOOQOSE: View, Outline

CLICK: Zoom drop-down arrow
(), or
CHOOQOSE: View, Zoom
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Key Terms

This section specifies page references for the key terms identified in this chapter. For a com-
plete list of definitions, refer to the Glossary at the back of this learning guide.

adaptive menus, p. WD 6 Print Layout view, p. WD 31
application window, p. WD 3 smart tag, p. WD 16

AutoCorrect feature, p. WD 10 Smart Tag Actions button, p. WD 17
AutoFormat feature, p. WD 10 task pane, p. WD 6

AutoText feature, p. WD 10 template, p. WD 19

hyperlinks, p. WD 19 Web Layout view, p. WD 31
insertion point, p. WD 10 wizard, p. WD 19

Normal view, p. WD 31 word processing, p. WD 2

Outline view, p. WD 31 word wrap, p. WD 15

Places bar, p. WD 23

Chapter

quiz

Short Answer

1. What is the purpose of Word’s AutoCorrect feature?

2. What is the difference between clicking the New button (IBl) and choosing File, New?

3. How can you leave a menu without making a command selection?

4. How do you delete the character to the right of the insertion point?

5. What happens if you press when the insertion point is in the middle of a para-

graph?

6. How do you delete a single character to the left of the insertion point?

7. What do purple dots beneath a word or phrase signify?

8. What is word wrap?

9. Without leaving Word, how can you create a new folder for organizing your work?
10. How do you close a document without saving it?
True/False

1. You can remove a smart tag from a document.

o o & 0 DN

_ To permanently save your work, you must save it to a disk.
_ Using the Open dialog box, you can sort a file listing.

_ To exit Word, you must choose File, Close.

__ The insertion point marks the location where text is inserted.

— Outline view describes in outline form how your document will appear in your
Web browser.

Word
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Web browser.

Multiple Choice

1.

Which of the following procedures is
the most like placing your work in a fil-
ing cabinet?

a. opening

b. closing

c. saving

d. printing

. When you create a document, it exists:

a. in the Clipboard

b. in the Open dialog box
c. on disk

d. in the computer’s RAM

. To display an option in the Menu bar,

you must the option.

a. click

b. right-click

c. Botha. and b.

d. None of the above

. Which of the following keys deletes the

character to the right of the insertion
point?

BACKSPACE

Bo Te

END

. Which of the following can you use to

close the application window?

Bo T
@] ] & ]

. 'To move to the top of the document, press (ETRL)+HOME]

. To switch between Insert and Overtype modes, double-click the OVR indicator
on the Status bar.

. To delete the character to the left of the insertion point, press RELETE]

. In Print Layout view, you see how your document will look when viewed in a

. To save a document using a different

name, choose

File, Save

File, Save As
File, Print

All of the above

o Tp

. To leave the Menu bar without making a

selection, click:

a. any option in the pull-down menu
b. Office Assistant character

c. Title bar

d. All of the above

8. The feature enables you
to type continuously without having to
press ENTER] a¢ the end of each line.

a. Office Assistant
b. Undo

c. AutoCorrect

d. word wrap

9. In , you can view just
the main headings in your document.
a. Normal view
b. Web Layout view
c. Print Layout view
d. Outline view

10. In , you can see how

text and graphics will appear on the
printed page.

a. Normal view

b. Web Layout view

c. Print Layout view

d. Outline view
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Hands-On

exercises

easy 1. Laura Howard: Creating a Document

Laura Howard has just graduated from college and is looking for a job. In this exercise, you
assume the role of Laura and create the letter pictured in Figure 1.35. This exercise practices
creating and saving a document.

Word

Figure 1.30 %qa— 3

“LH Thanks” - February 22, 2001
document :

Taylor Supplies, Inc.
12 Ccean Avenue

your Tacotma branch Our interview confirmed my impression that T would very much
enjoy wotlting at Tavlor Supplies. It was delightful to meet such a friendly and
cooperative group of people. I'd like to be a part of that!

- Ilook forward to hearing from wou when you have made a final decision Once again,
i thank you for vour time and interest.

Zincerely,

H D WA

Laura Howard

1. Start a new blank document.

2. To insert the date at the top of the blank document:
CHOOSE: Insert, Date and Time
SELECT: the appropriate format in the Available formats list box
CLICK: OK command button

3. To position the insertion point before typing the name and address information:
PRESS: three times

4. TYPE: Mrs. Carolyn Spencer
PRESS:
TYPE: Taylor Supplies, Inc.
PRESS:
TYPE: 12 Ocean Avenue
PRESS:
TYPE: Seattle, WA 93456

5. To position the insertion point before typing the salutation:
PRESS: twice
TYPE: Dear Mrs. Spencer:
PRESS: twice
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10.
11.

. If the Office Assistant character appears:

RIGHT-CLICK: the character
CHOOSE: Hide

. TYPE: Thank you for taking the time last week to talk with me about the receptionist

position at your Tacoma branch. Our interview confirmed my impression that | would
very much enjoy working at Taylor Supplies. It was delightful to meet such a friendly

and cooperative group of people. I'd like to be a part of that!
PRESS: twice

. TYPE: | look forward to hearing from you when you have made a final decision. Once

again, thank you for your time and interest.
PRESS: twice

. To complete the letter:

TYPE: Sincerely,
PRESS: twice
TYPE: Laura Howard

Save the letter as “LH Thanks” to your personal storage location.

Print and then close the document. Your printout should look like the document in
Figure 1.35.

2. DigiTech Services: Editing an Existing Document

DigiTech Services is a privately owned company that specializes in providing computer net-

working support to individuals and companies. In this exercise, you assume the role of Joanne,

a DigiTech Services account manager. This exercise practices editing and saving an existing

document.

1.
2.
3.

Open the WDO1HEO2 data file.
Save the document as “DS Account Letter” to your personal storage location.

Let’s change the payment amount in the main paragraph from $2,345.32 to $50. To
begin, position the insertion point to the left of dollar sign ($).

. To delete the current number and then type in the new number:

PRESS: nine times
TYPE: $50

. Let’s add the following paragraph to the document. Before typing, position the insertion

point at the end of the main paragraph (to the right of “agreement”.).

. PRESS: twice

. TYPE: Our products are under a full warranty for a period of one year from the date

of installation. Problems caused by staff members adjusting the internal settings are
not covered by this warranty and will be billed in the future at our regular rates.

Your document should appear similar to Figure 1.36.



Figure 1.36

Completed “DS
Account Letter”
document

moderate
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May 10, 2001

MMt Robert Colling
3402 Bouth Border Blwd.
Banta Clara, 04 94532

Dear My Collins:

Word

Ot technician has reported that he has reviewed all the equipment with you and has reset the programming
to your satisfaction. [ understand that you have reviewed the procedures with your staff and explained the
impact that changing the programming has on your operations. Mow that everything is working to your
satisfaction, I trust that we will receive your payment of $50 per our agree ment.

Ot products are under a full warranty for a period of one year from the date of installation. Problems
caused by staff members adjusting the internal settings are not covered by this warranty and will be billed
in the fusture at our regular rates|

Sincerely,

Toanne Greenwood
Accounts Manager

DigiTech Services

8.

Print, save, and then close the document.

3. Celsius Gear, USA: Creating a Fax from a Template

If you need some warm clothing, try the Celsius Gear, USA brand. In this exercise, you assume
the role of Dennis, a Celsius employee, and create a fax using the “Contemporary Fax” tem-
plate.

1.

To launch the template:

CHOOSE: File, New

CLICK: “General Templates” hyperlink in the task pane
CLICK: Letters & Faxes tab

DOUBLE-CLICK: Contemporary Fax

Click in the upper-left corner of the document where it says “Click here and type
address.”

Type the following name and address:
Celsius Gear, USA

9090 Seascape Blvd.

Fort Worth, TX 98720

Complete the fax by clicking in the appropriate areas so that it includes the details
shown below:

To: James Wiggins
From: Dennis Tuma
Fax: 314-893-5446
Re: Conference Call
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5. In the area below the fill-in lines, delete the paragraph that begins with the word

“Notes” and then type the following text (it’s all right if the text appears with bold
letters):

The conference call on our upcoming product line is scheduled for April 3rd ar 9am Pacific Stan-
dard Time and is expected to last 2 hours. Please notify Regional Headguarters whether your
office will participate in the call. Standard conference protocol will be in effect.

Thanks.

Save the document as “Celsius Fax” to your personal storage location. At this point, the
fax document should appear similar to Figure 1.37. Note that Word automatically for-
matted “3rd” as “3™”.

Figure 1.37 B R e — 7
. ' ' ' ' g ' ' ' | '
“Celsius Fax" facsimile transmuttal r
document

Te: James Wiggin Fas: 314-393-5446

From:  Diemmis T Dizte: 202202001

Re: Conference Call Pages:  [Click here and type mamhber of pages]

CC: [Click here and type name]

O Urgerit O For Resdesr O Fle=s= Carmnmert O Flezse Reply O Flezse Recyde

The conference call onour upeo ming product line is schedued for April 375t S Pacific Standard

Timeard iz expected to l==t 2 hoors. Flease nofify Regioral Hesdguerters whether your office il

participateinthecall. $tandard conference probocol il bein afect. ;I

&
Thanks. @

7.

Print and then close the document.

moderate @ 4. Worldwide Conventions, Inc.: Editing a Memo

Worldwide Conventions, Inc. acts as the coordinator of all types of business conventions
throughout the world. In this exercise, you assume the role of Albert to edit and then save an
existing document.

1.
2.
3.

Open the WDO1HEO4 data file.
Save the document as “WW Memo” to your personal storage location.

Albert typically customizes his display before beginning work. To suit his preferences,
change the document’s display view to Normal view and then zoom the display to
150%.

Delete the text “Administrators” and then type “District Coordinators”.

. Add the following sentence to the paragraph that ends with “commitments.”

Please specify how much space you will need and whether you want to be located on
the main aisle of the convention floor or on an exterior row.

Your completed document should appear similar to Figure 1.38.
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Completed “WW
Memo” document

difficult @

difficult @

TO: DISTRICT COORDINATORS [
FROM:  ALBERT VEATS

SUBJECT: 3002 YEAR-END CONVENTIONS

DATE:  FEBRUARYZZ, 2001

cc PRODUCTION DEET,

Attached are twro separate schedules:

1. 2001 Year-End Conventions

2. Proposed Schedule for the year 2002

Tlease send both back to me by the end of the month with your commitments. Flease specify
how much space you wnll need and whether you want to be located on the main aisle of the

conventon floor or on an exterior rowr

Thank you.

vl

6. Save, print, and then close the revised memo.

5. On Your Own: Creating a Letter to a Friend

To practice creating and editing a new document, use Word to write a letter to a friend. This
document should begin with the current date and include at least three paragraphs. In the first
paragraph, share your excitement about the courses you're taking. In the second paragraph,
describe some of the extracurricular activities you're currently involved in, if any. Insert a few
closing remarks in the final paragraph. The letter should end with your name in the closing.
Review the document for spelling errors before saving it as “Letter to a Friend” to your per-
sonal storage location. Print and then close the document.

6. On Your Own: Customizing Your Work Area

Customize your work area to your preferred way of working by changing the current view and
zooming the display. Then, write a letter to your instructor that describes your optimal work
environment and the commands that you issued. Save this document as “Optimal Work Envi-
ronment” to your personal storage location. Print and then close the document.

Case Problems _ _
Student Tutoring Services

Now that Alex has completed the first chapter of this learning guide, he decides that he can start
using Word to organize his business. He realizes that he still has minimal skills, but decides to begin
preparing the documents that he needs. He’ll format them later, once he masters some basic for-
matting skills.

In the following case problems, assume the role of Alex and perform the same steps that he

identifies. You may want to re-read the chapter opening before proceeding.

Word
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Completed “STS
Notice” document

Word automatically
applied formatting
to the title.

Microsoft Word 2002

1.

—

Alex has decided to prepare notices to be posted on bulletin boards around the college.
He found an old copy of the notice that he used last year (shown below), and decides
that he will use Word to create the same notice for this term.

Student Tutoring Services
Personal tutoring, lab prep, and review services available in the following subjects:

Computer Science 101, 102, and 201
Biology 101, 104
Chemistry 102, 103, 201, and 204
Physics 101

Reasonable rates (both individuals and groups)

For more information, call:
Alex Federov
Phone: 319-4234
E-mail: afederov@sts.com

He then saves his work as “STS Notice.” The completed document is shown in Figure

1.39.

|l

Student Tutoring Services

Personal tutoring, lab prep, and review services available in the following subjects:

Computer Science 101, 102, and 201
Biology 101, 104

Chemistry 102, 103, 201, and 204
Physics 101

Reasonable rates (both individuals and groups)

For mere information, call;
Alex Federow

Phone: 319-4234

E-mail: afederow@sts.com

N

After completing the notice for the college bulletin boards, Alex shows the notice to his
friend Seth for feedback. Seth reminds him that before a notice can be posted in the
Student Union building, it must be submitted to the Student Union office for review.
Alex decides to use a Word template to create a memo to accompany the notice. He
starts a new document based on the “Contemporary Memo” template.

Next, he switches to Normal view and zooms the display to 150% so that he doesn’t
have to strain his eyes when looking at the screen. He now modifies the memo to
reflect the information shown below. He also takes time to delete any information from
the memo template that he doesn’t need.
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To: South Western Student Union Association
From: Alex Federov
Re: Tutoring Advertisement

Attached is a copy of the posting that will be placed on campus bulletin boards on Seprember
10th. I request that a copy of this posting be placed on the Student Union bulletin boards.

After saving the memo as “STS Memo,” he prints and then closes the document. The
completed document appears in Figure 1.40.

Word

Figure 1.40 RN R R R RN R RN RN R EERN R
Completed “STS Memomndum -

Memo” document

To: South Western Student Union Association
cc:

From: Alex Federow

Date:  2/22/2001

Re: Tutering Advertizement

Attached iz a copy of the posting that will be placed on campus bulletin boards on September 10t T
request that a copy of thiz posting be placed on the Student Tnion bulletin boards.

=
+
=]

3. Alex decides that he should also place an advertisement in the SouthWestern Banner,
the student newspaper. After phoning to determine the rates and get a price for his ad,
he arranges to fax a copy by tomorrow morning. Alex opens the original notice file
saved earlier as “STS Notice” and edits the document to resemble the following:

Personal tutoring, lab prep, and review services available.
Computer Science 101,102,201
Biology 101,104
Chemistry 102,103,201,204
Physics 101
Reasonable rates
For info call Alex Federov 319-4234

E-mail: afederov@sts.com

He then saves the document again and assigns the new name of “STS Notice (Short)”.
Finally, he prints and then closes the revised document. The completed document
appears in Figure 1.41.



WD 46

Figure 1.41
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Completed “STS
Notice (Short)”
document

Figure 1.42
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Student Tutoring Services

Personal tutoring, lab prep, and review services available.
Computer Science 101, 102, 201

Biology 101, 104

Chemistry 102, 103, 201, 204

Physics 101

Reasonable rates

For info call Alex Federov 319-4234

E-mail: afederov(@sts.com

. Alex decides to fax the advertisement to the newspaper in order to meet tomorrow

morning’s deadline. He creates a new fax document based on the “Contemporary Fax”
template and modifies the template to reflect the information shown below.

Student Tutoring Services
302-1011 College Circle
Dayton, Ohio 53345

To: Melody Baker
From: Alex Federov
Fax: 319-1234
Re: Advertisement
Pages: 1

Attached is a copy of the advertisement to be posted in the September 12" edition of the Banner
and repeated again in the September 26" edition. I have alveady given you my charge card infor-
mation and agree to be billed immediately in the amount of $13.57.

He now saves the document as “STS Fax”. Then he prints and finally closes the docu-
ment. The completed document is shown in Figure 1.42.

Completed “STS
Fax” document

Smdant Trtorig Serices
302:1011 Colleze Cirle
Dy, Chilo 55345

facsimile transmuttal

Ta: Melody Baker Faoe: 319-1234

From:  Alex Fademor Diate: 2022201

Re: Advertisemert Fages: 1

cC:

O Urgert O For Revviess O Flease Commert O Flezmss Reply O Flemss Recydle

Rtad'e:iisampyoftheadvaﬁserre’ttobeposba:linﬂ'\eSq:vtan’tE’.iZ’.‘e\:iﬁonofh E=nrer znd

repeated sgmin in e Septercber 257 edifion. | beve dready given wou mychange card indor riati on =nd

agesto bebilledi mmed=ta vin the armounit of $1257. @




