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Microsoft Word Basics

EXERCISE 1
= Create, edit, save,
& print a new document
= Undo/redo

=  Wordwrap
= Show/hide
| Exercise 2

= Change fonts

= Selecting text

= Change font styles
=  Autocorrect

| Exercise 3
=  Full block business letter
= |nsert date

| Exercise 4
= Envelopes
= Llabels

| Exercise 5
= Save as
= View-navigate a document
= Print preview
=  Print/print options



Microsoft Word Basics

A

COMMANDS RIBBON/GROUP BUTTON SHORTCUT

Autocorrect Proofing
Change case
Change size

Change sort

Change style

Create new Ctrl + N
Envelope ailings / Create =1 Envelopes

Insert Date Insert / Text [33 Date & Time

Labels Mailings / Create w

Navigate a documen View / Show

Open File / Open or Recent Ctrl + O
Print File / Print Ctrl + P
Print Preview File / Print Ctrl + P
Save File / Save Cirl + S

Save as File / Save As

Show/ hide Home / Paragraph w Ctrl + *

Undo Quick Access Toolbar 5] Ctrl + 2
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Exercise 1

_

CREATE, EDIT, SAVE, &
PRINT A NEW DOCUMENT

= WORDWRAP

= UNDO/REDO

= SHOW/HIDE

I TERMS

= Default: The preprogrammed settings on the
computer.

= Nonprinting characters: Characters that can be
displayed on the screen but do not print. Examples:
paragraph marks, tab symbols, space marks, cell
markers etc.

= Redo: The command for
command.

= Undo: The command
action.

= Word wrap: A
automatically to t

I APPLICATION

1. List 2 ways to create a new blank document.

reversing the undo

r reversing a previous

that moves text
n a line is full.

2. When you create a new Word document where is yg

3. If you close Word without saving, or if there is a

4. What are 3 ways to save a document?

12. What is the difference between backspace and delete?

13. What are 2 ways to close a document?
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Chapter 1
]

| Exercise 1

I REFERENCE

@ = 4 . » ThisPC » Documents » Word
Organize = MNew folder

f@ Microsoft Weord a Name
L. Chapter 1
¢ Favorites . Chapter2
B Desktop . Chapter 3
4 Downloads
‘i_-.-"l-_ Recent places

18 This PC
i Desktop

\ | Documents =

File name: | WOOT_rmy

Search Word

Save as type: | Word Document

Authors:  Inm

[] Save Thumbnail

4~ Hide Folders
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Chapter 1

I PRACTICE IT!

1) Start Word.
2) Create a new blank document.
3) Save the document as WDO1_xx.

v' Whenever you see _xx, it means that you should type an underscore and then your initials, not the
text “ xx”.

4) Show non-printing characters.
5) Type the following paragraph.

v' Do not press enter at the end of a line. Word wrap will automatic
when the first line is full.

The Cook Nook is proud to welcome Mrs. Ruth Chefman from Exgquisite Cui
of chefs at The Cook Mook. Mrs. Ruth Chefman brings with her over 20 years
happy. Her coveted recipes are world renown. She is chairperson of
Chef's Supreme Award in 2008 and the Culinary Expert Award i

6) Press enter to start a new paragraph.
7) Type the following for the second paragraph!

Mrs. Ruth Chefman will be offering her fine taste to enh

with our strong group of skilled chefs to brigg our eatery

g whichever method you choose.
11) Enter a bla f the document.
12) Type the title:
13) Gototheendo cument, press enter, type your name.
14) Press enter again, type the document name (WDO01).

15) Check for spelling errors and fix.

16) Save your changes to the document.
17) Print the document.
18) Close the document.

10
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Chapter 1
_

I REVIEW IT!

1)
2)
3)
4)
5)
6)
7)
8)
9)

10) Save, print and close your document.

Start Word.

Create a new blank document.

Save the document as RWO1_xx.

Write a paragraph describing your summer.
Fix all errors and spelling mistakes. Use delete, backspace, undo and redo as nece
Go to the beginning of the document and add a new blank line.
Type a title for your document.

Go to the end of the document press enter and type your name.
On the next line type your exercise name.

4
S
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Exercise 2

ﬂ

= CHANGE FONTS = SELECTING TEXT

= CHANGE FONT STYLES = AUTOCORRECT

ITERMS
= Autocorrect: A feature that corrects common = Sans Serif Font: A font that has straight edges.
spelling and formatting errors automatically after = Select: Mark text as the focus of your next action.
you press the space bar. Selected text will appear with a temporary
= Font: The face of the letters on the screen. The highlight.

appearance of the characters as they look on the = Scrip Font: A font t
computer. Serif Font: A fon

oks like handwriting.

I APPLICATION

1.  When does Autocorrect automatically replace errors with corre

2. What are the 2 most common font styles?

3. Which option would you choose to change the cé

4. How do you access the Autocorrect dialo e the many options?

NOTES

12
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Chapter 1
=SS

| REFERENCE

Methods for selecting text

To select Using mouse Using keyboard Roth
One character  Click and drag over the Position insertion point, press

character and hold Shift, and then

press >

One word Double click the word Position insertion poin
and hold Ctrl+Shift, and t
press >

One line Click in the white space to the  Position insgrtion point at

left of the line

Press and hold Ctrl,
then click anywhere
in the sentence.

One sentence Click and drag

One paragraph  Triple click anywhere withi sertion point at
the paragraph, or double
in the white space to the |
the paragraph

Entire Triple click in

document to the left of

To the end of

the line

d then press V¥

osition insertion point press
d hold Shift, and then
press End

Click in the
beginning of the
block, press and hold
Shift, and then click
at the end of the
block

A block of text

13
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| Exercise 2

I PRACTICE IT!

1)
2)
3)

4)
5)
6)
7)

8)

9)

Start Word.
Create a new blank document.
Save the document as WD02_xx.

v' Whenever you see _xx, it means that you should type an underscore and,
text “_xx”.

n your initials, not the

Show non-printing characters.
Open the autocorrect dialog box and add the word “coko” in the replace c aced with “cook”.

On the home ribbon, in the styles group, choose the second item “No Spacing™

v Notice how the computer automatically switches “cok added it previously

“

to the autocorrect list. In addition, notice ho i anged to “nook”

b) Insert blank lines before and after the paragrap
c) Use uppercase mode to type “MENU FOR DAIR
Select the price “S9.00 “and replace it with “ . ct the “50” by 50 person minimum and replace it
with “65”.
Apply the following formatting changes:
a) Change the first line to upper i
b) Change the next 4 lines to size
i) Apply a dotted underlined to t

c) Change the line — “
bold, double underli

14
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Chapter 1
_

Hustration A

The cook nook
We do Party catering
Cheapest prices in town

Call now to reserve our spacious ha no additiona

$9.00 per person 50 person minimum
MENU FOR DAIRY PARTY

bagels
cream cheese
fish platter
egg salad

tuna salad
israeli salad

optional: sweet table

15
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Hustration B

THe COOR HOOR
We do Party catering

Call now to reserve our spacious hall at ditional cost:
$8.50 per person 65 person mini

Bagels
Cream Cheese
Fish Platter
Egg Salad

Tuna Salad

Coffee

Optional: Sweet Table

16
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I REVIEW IT!

1) Start Word.

2) Create a new blank document.

3) Save the document as RW02_xx.

4) Write a card to a relative or acquaintance.

5) Change fonts, font sizes, font style (bold, italics), and add underlines.
6) Change case as needed.

a) Change case of the greeting line (salutation: i.e.: Dear...) to uppercase.
7) Proofread your letter. Replace text as needed.
8) Go to the end of the document. Press enter and type your name.
9) On the next line type the exercise name.
10) Save, print and close your document.

4
N




= FULL BLOCK BUSINESS LETTER = INSERT DATE

I TERMS

= Inside address: The address of the recipient of your = Salutation: The greeting line in a letter.
letter.

I APPLICATION

1. What are the parts of a full block business letter?

2. What are some special notations that when ded in a full block business letter?

3. How are all the lines a siness letter?

4. Howd

NOTES

18
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Chapter 1
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I PRACTICE IT!

1) Start Word.
2) Create a new blank document.
3) Save the document as WD03_xx.

v' Whenever you see _xx, it means that you should type an underscore and then your initials, not the
text “ xx”.

4) Show non-printing characters.
5) On the home ribbon in the styles group choose the second item “No Spacing”.
6) Type the letter shown in lllustration A.
a) Press enter between parts of the letter to leave empty white space as in
b) Insert the current date. Use the month, day, year format.
c) Forreference initials, always replace “yo” with your own initj
7) Change the words Helping Hands (all appearances {2}) to all uppe
8) Fix any spelling or typographical errors.
9) Go to the end of

the document,
press enter and

type your name. Today's date
10) On the next line

type your E

document name. Mrs. Sara Tainer

11) Save, print and
close the
document.

eceive your generous contribution for Helping Hands. It is because of donors like
re able to continue our vial, life-saving work. In the merit of helping us out, may you

Your two hundred and fifty dollar contribution entitles you to 10 free entries into our mega raffle. The
rawing is to take place on December 3. If you are the lucky winner, we will contact you by phone.
ank you for your generous support.

Sincerely,

Rabbi Meyer Shimanowitz
Executive Director
Helping Hands

45 Ezer Way

Lakewood, NJ 08701

M sf'vo|
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I REVIEW IT!

1) Start Word.

2) Create a new blank document.

3) Save the document as RW03_xx.

4) On the home ribbon in the styles group choose the second item “No Spacing”.

Congratulations!! You are the new secretary for the dea
school. You are now writing a letter to the parents inf
about a new rule in the school. Remember to format it
business letter.

5) Type an accurate business letter.
a) Include today’s date.
b) Include an inside address.
v’ You are writing this letter to your own paren
c) Include a salutation.

d) Make sure your body is a respectable len push enter 2x when starting a new body

paragraph.
e) Mr. Gross is the writer and he’s the dean o
f)  You are the typist.

g) Notate on the letter that you
was given to all the students.

a copy of the official rule and all its details, as

6) Fix all spelling and typographical errors.
7) Go to the end of the do
8) On the next line type the &
9) Save, print and close your ¢

type your name.

20




= ENVELOPES = LABELS

I TERMS

= Delivery address: The address of the recipient of = Return address: The address of the author.
your letter.

I APPLICATION

1. Which ribbon and group do you use to open the envelopes and labels dia x?

2. If you want to save your envelope with the document, which option do you cho

3. Where do you specify the size, type and brand of envelopes or |

that you are

I NOTES

21






