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Lesson ODbjectives

B After studying this lesson, you will be able to:
A Create a new document using Word
A Edit a document by inserting and deleting text
A Use the Copy and Paste commands
A |ldentify key parts of the Word Ribbon interface
A Print documents

A Work with Word’s Spell Check and AutoCorrect
features
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Defining Word Processors

B Create documents electronically

B You can insert new text anywhere you need it

B You can delete unwanted text

B New lines are started automatically as you type
B You can copy and paste text in different locations

B Spell Check and AutoCorrect features help you avoid
typos
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Introducing the Word 2010 Window

File menu for Quick Access Toolbar for
management frequently used commands
tasks /Tltle bar
\ @l = & Documentl - Microsoft Word / = = 53
h Home Insert Page Layout References Mailings Review Wiew £ 9
Ribb == W calibri (Body) Tl v S-St | EEEE % 84
| on B D B I U ex % B [E=== = AaBbCeDc | AaBbceDc AaBbCi |
Pajte ¥ S A Aar | A A AR THormal | TMo Spaci.. Headingl | Eryalgsgf Ed'E'”g
Ml Clipboa.. & Font "] Paragraph "] Styles
o
=l
I o
\ o

\Cursor — Where

the action is!
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Introducing the Word 2007 Window

Office button for

management

-

Quick Access Toolbar for

frequently used commands

tasks

/Tltle bar
™ QN Documentl - Microsoft‘u’-.’ord/ - B X
S
Home Insert Page Layout References Mailings Review View Add-Ins ':@
{ Calibri {Body) -l -3 - S - e |[EE S| " 2
. J4 3 A
Ribbon (B Z U x x5 EE = S|=] AaBbCcDc | AaBbCcD« AaBbCi — “A
Paste e 7 - A - M| A A | = '||Al || Pl | TMormal |TMoSpaci.. Headingl - E:yalnge Editing
== fi e~ -
Clipboard M Font L] Faragraph 7] Styles ]
N\ m
Page:1ofl | 53 \ UEI | = | = W00k —@—

\Cursor — Where

the action is!
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How Ribbon Commands are Organized

Ribbon tab
|
H-:ulme Insert Page Layout References Mailings Review View LA 0
== 4 Calibri (Body) -1 v Z .= tize | EEE ’ﬁ % 34
Sl p 7z U-aex x ®[E=== 1= AaBbCeDe | AaBbCeDe AaBbCi !
paste j/ CW A A A B Ao TMormal | TMNo Spaci.. Headingl EE?ngf Editing
Clipboa... Font . Paragraph . Styles

N\

Command Command group
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Typing Text in Word

B AutoComplete

September (Press ENTER to Insert September 6, 2007 (Press ENTER to Insert)|
Sept] September I

B Let it wrap or use [Enter] to keep lines short

Dear Uncle Charlie and Aunt Dorothy, [Enter
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Typing Text in Word

B Line spacing

A 1.15 with end of paragraph spacing (default)

N—

HES Py - i T Mormal

— The setting for traditional single

v | 115

spacing between lines

The setting for traditional double

3.0
Line Spacing Cptions...

Add Space Before Paragraph

= =

Femove Space After Paragraph

spacing between lines

Commands to control space
between paragraphs
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Typing in Word

B Displaying Nonprinting Characters

/Sholeide button

Home Insert Page Layout References Mailings Revie View [ '@'
= Calibri (Body) 1 v iz iz iz | I % 4
S B 7 U-aex x & [El==s != AaBbCcDc | AaBbCcDc AaBbCi B
Paste 4 CW A A A A e (AL o T Mormal | T Mo Spaci.. Headingl | gm:sgf Editing
Clipboa... Font Faragraph Styles

Show/Hide on Show/Hide off

Dear-Uncle-Charlie-and-Aunt-Dorothy,- 4| Dear Uncle Charlie and Aunt Dorothy,

|-am-writing-our-family-history,-and-l-would-

| am writing our family history, and | would
Would-you-please-provide-the-following-infq

Would you please provide the following inft

e - Date-of-birthq

e - Place-bornq]

e Date of birth

e Place born
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Typing Bullets

B Word can create bullets automatically

10

A A great way to indicate a list

Place born
When and where married
Children’s names

Names of children’s spouses
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Saving Your Work

B Everything you type is in RAM (not a storage drive)
until you give the Save command

The work you see here... _

... is actually in -
RAM inside the |

system unit... —
— . - - ... until you give the
_ e Save command.

U . Gmmmms—
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Saving a Document for the First Time

B Filenames cannot contain the following characters:
A\ *?2"<>|

H Save
A Save an existing file with the same name

m Save As
A Save a new file for the first time

A Save an existing file with a new name
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Scrolling the Word Window

Scroll arrows Scroll box

I am writing our family history, and | would like to ask you some questions aboN\ your pmﬂf
Would you please provide the following information for each family member?

« [ate of birth
& Place born

¢  Whenand where married
« Children's names

* MNamesofchildren's spouses

Would you also let me know if you are aware of any extraordinary accomplishments orevents

lives of any of your family members? :
o
Sincerely, .
- ]
Page:1 of1 | Words: 85 | Gl [ | B E =2 = 100% quju U .-E.
\
Horizontal

scroll bar
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Printing a Document (Word

14

2010)

§
= |

Letter to Uncle Charlie - Microsoft Word

Home Insert Page Layout References Mailings
H Save
Print
Save As L";b
Copies: 1 -
Open
Lj P Print
[ Close
Info Printer i
, 7 HP LaserJet 4000 Series PCL... -
Recent ) Ready
Printer Properties
MNew
Settings
Print ) .
e Print All Pages .
4 Print the entire document
Save & Send
Pages: i
Help ] Print One Sided .
% addns - Only print on one side of th...
Collated
i Options E 123 123 123
Ed Exit
j Portrait Orientaticn -
Letter -
8.5"x11"
Mormal Margins -
b=t Left: 1" Right 1"
1 Page Per Shest -
L
Page Setup

Review View

luly 20, 2010

Dear Uncle Charlie and Aunt Dorothy,

| am writing our family history, and | would like to ask you some questions about yc
Would you please provide the following information for each family member?

» Date of birth
s Place born
*  Whenand where married

s Children’snames

*»  Names of children'sspouses

Would you also let me know if you are aware of any extraordinary accomplishment

lives of any of our family members?

Sincerely,

Your niece Suzanne

P 5. Let me know if you have any interesting family photographs | can copy.

E=EI=)

Print

/ Preview

/ Zoom

v +E§J 0
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Printing a Document (Word 2007)

=7
—-j Print Preview
IJ_l

s
B #—N;

—_— = : J
| ]j |_§ j_ -_J_]One Page Show Ruler _{.} Next Page /B/
=2 1| Two Pages V| Magnifier
Print Options || Margins Orientation Size Zoom 100% Ly ! i Clase Print
& < 5 ® =l Page Width || EF Shrink One Pagq — Frevious Page | =t
Print Page Setup i \ Zoom Preview

Print Preview tab

Specify pages

15

\Zoom closer

/Choose a printer

-
Page range

© Al

() Current page Selection

) Pages:
Type page numbers andjor page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12

or plsl, pls2, p1s3-p8s3

Print
Printer
Mame: B \\STUDIOHP psc 2500 Series
Status: Idle
Type: HF psc 2500 Series
Where: USB001
Comment:

Copies

MNumber of copies: |1 =

1

ﬁ Collate

L2 |l

g
Find Printer...

[ Print to file
[ Manual duplex

Print Dialog Box

_~Jump from

page to page

_~Indicate number

of copies
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New Blank Document (Word 2010)

@| b | = [+ Letter to Uncle Charlie - Microsoft Word |£|E|g

Home Insert Page Layout References Mailings Review View 0
H Save =
Available Templates Blank document
Save As
E3 Open fat Home
.
[ Close
Info » L'I’::'l il
.'I-:,;_.'/v L - =
Recent Recent Sample
document templates
Mew 3
s =
Print & _l
Save & Send My ternplates  MNew from
existing
Help Office.com Templates Search Office.com for ten | =
£ adtins —~Blank Document
:] Options J, J,-"' a’ r,-l .
| ' ' ' ' is the default
B9 Exit
Agendas Award Brochures Budgets j
certificates
-
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New Blank Document (Word 2007)

&
i

New command on the Office menu

Mew Document

Templates M | |

Blank and recent |

Installed Templates Blank and recent

My templates,., —
Mewy from existing... r 1 Q

Microsoft Office Onling

Elank document | Mew blog post

Featured
J/

e

Blank Document

is the default
S
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Using Word’s Proofreading Aids

B AutoCorrect
A Corrects misspellings as you type

A aboutthe » about the

B Spell Check

-

by

il

lﬂ%’_’ -

; ==
I=

|

|

111

Dekg

Dog %

Doggy

Dogs

Ianore

Add to Dictionary
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Using Cut, Copy, and Paste

. SeIeCt teXt fIrSt the following information for each fam
ﬂ * Date of birth
Drag the mouse pointer == *  Place born

«  Whenand where married

to select multiple lines

& Children's names

* Mamesofchildren's spouses

Home Insert

-
B,
Paste

=2 Copy
- F Format Painter
Clipboard Clipboard ]

Clipboard command group
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Behind the

Screen. ..
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Behind the Screen:

About Application Programs
B Software

A Operating system: Software that controls your computer
¢ Windows
¢ Macintosh

A Application programs: Software used to get work done
¢ Application suites (Office 2010)
¢ Word 2010
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Behind the Screen:

Storage Device Basics

B Units of measure B Storage Drives
A Kilobyte (KB) A Hard drive
A Megabyte (MB) A USB Flash drive
A Gigabyte (GB) A CD/DVD drive

A Blu-Ray drive
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A USB Flash Drive (x-rayed)

B No moving parts; just a chip
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Behind the Screen:

About Computer Printers
B Ink jet printers

A Good for printing photographs in realistic color
B All-in-one printers

A Color printing

A Scanner built in

A Sending/recelving faxes

A Use as copy machine
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Behind the Screen:

About Computer Keyboards

Special function keys

- Function
[EselNly @
key B
,IIEHHHIHHIII.“
EIHIIIHI.HH!I -
IR G757 T Y Y GOV Y GO Y MM
_IIHHHIHI
= : NNumeric
E— keypad
\/ Cursor keys
[Ctrl] and [Alt) keys A
AV
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