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INTRO TO WORD PROCESSING USING MICROSOFT WORD
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             Using your mouse
	
	

	You use the mouse to control a pointer on the screen. The pointer works like a finger allowing you to choose options, and like a hand allowing you to move or open things.

.
	· Drag & drop : to pick up an object, press and hold down the left mouse button. Move the object to where you want it and let go of the button to drop the object in place.

· Right mouse button : this has special functions which are like ‘shortcut’ options. These are displayed when you press the right mouse button and vary with different programs
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	· Move the mouse around on the desk and notice how the pointer on the screen follows the same pattern.
	Double click : to open a program or document (file), you need to double-click on the object. 
	
	

	
	· Select an object : to select an object on screen simply move the pointer on to the object and click the left mouse button.
	To double click you have to press the left mouse button twice in quick succession.
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GETTING STARTED
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At the Start up Screen 
Click on Start  
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Click on Programs 


Click on Microsoft Word  [image: image2.png]] Moosoft word 2010
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OPENING THE FIRST LESSON - LESSON10
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In Microsoft Word click on the File Button  

and  
[image: image18.jpg]File




Look in S1 on grove01 (S:) 
Look in Computing
Look in WP

In the file window, double click on   LESSON10
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You should now see the contents of the first lesson LESSON10


LESSON 10.  SMILE AND BE HAPPY . . . etc
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CLOSING THE LESSONS

The lessons are designed so that you open, read and follow the instructions on the screen.  
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Before going on to the next lesson you will have to close the lesson you have finished.

To do this - click File button                   and 
                    (Click No to Save changes .. if prompted)
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OPENING THE OTHER LESSONS

From now on you have to repeat the instructions for OPENing LESSON10 and then carrying out the instructions which appear on the screen.

Do this for LESSON20, LESSON30, LESSON30a
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CREATING A NEW FILE 


Click on File button                    then Click on New  

Double Click on Blank document


You should now have a blank screen with a ruler along the top and the file name will be Document1


ENTERING NEW TEXT -  Exercise 1  

Type in the Title   -   My School Work     -   and Press the ENTER key twice.

Type in your Name  - eg.  B J Nickel  -  and Press the ENTER key once.

Type in some text about any subject which interests you.




You don't need to press <ENTER> for a new line - the




computer does this for you.




Press <ENTER> twice for a new paragraph.

When you have finished entering your text, save it using your initials plus EX1 - eg if your initials are ABC, save your text as ABCEX1.

PRINT it out and attach the printout to your check list.



SAVING A FILE


Click File button                 Click Save As 

    Enter your file name - eg  ABCEX1
NOTE -  the first time you Save a file - Create a New Folder - with the following details:-

In the Save In: window, select  My Documents  
Click new folder button, type in name for your folder, click  Ok  and select your folder.

The text will now be saved on disk and you can Open this file again for a later lesson.


PRINTING A FILE


Click the File button                    Click on Print   

  
Click   OK

CREATING A FOLDER


Click the File button                  Click on Save As 

      You will see :-



Select drive/ folder by clicking on button 

Select Create New Folder by clicking on button  


Type in name for New Folder 
Click  OK

EDITING TEXT  -  Exercise 2a

Complete the following lessons first: LESSON40, LESSON50, LESSON60, LESSON60a,




        LESSON60b

Editing means changing the look of text as well as adding and deleting it.

Open the file DAY1
Here is the correct version of the text:

I have been entering text into this computer and I can see it on the screen.  The screen is called a monitor, which I believe to be an output device.  If that is the case, then surely the keyboard is an input device.  Seems logical enough.

To change your screen text to match the above:

1  Identify the mistakes

2  Move the cursor to the mistake (using the mouse or cursor keys)

3  Edit the mistake:


eg  Use the backspace or delete key


      Type the required text - the computer will automatically insert.

Check that you have corrected all the mistakes.

Save the file as DAY1 in your own folder.


EXTENSION  - Exercise 2b

Open the file DAY2
Here is the correct version of the text DAY2:


We are going to try to PRINT this document, but first we should SAVE it.  This means the document will be stored on the computer's disk and you can RETRIEVE the document 
whenever you like and add to it or delete from it or make changes to it as you wish.



<Enter your name here>

Edit the text on screen to match the text above.  Add your name at the end like you were starting a new paragraph.

Check that you have corrected all the mistakes.

Save the file as DAY2 in your own folder.


MORE EDITING  -  Exercise 3a

Complete the following lessons first:  LESSON70, LESSON80

Open the file ART1
Here is the correct version of the text:


Some people say that Computing is an art.  A computer is loosely defined as "a machine for calculating" and art is "a practical skill". So if you can use the machine to correct this text, then you must be an artist.


<Enter your name here>

Change your screen text to match the above text.  Add your name at the end like you were starting a new paragraph.

Check that you have corrected all the mistakes.


Save the file as ART1 in your own folder.


EXTENSION  -  Exercise 3b

Open the file ART2

Here is the correct version of the text:

There was a young pupil from Grove

Whose skill in Computing did prove

That to make a mistake

The machine would not break

And the teacher, the theory did approve.

Edit the text on screen to match the text above.

Check that you have corrected all the mistakes.

Save the file as ART2 in your own folder.


CUT & PASTE – Exercise 4

Complete the following lessons first:  LESSON90, LESSON90a
You are going to create a new document which contains the files DAY1, DAY2, ART1 & ART2 by cutting and pasting DAY2, ART1 & ART2 into DAY1.

Open each file. 

You can select each file by clicking Window and the name of the file you need on screen.

Click Window, Click DAY2. Select all text. Cut text. Click Window click DAY1. Paste text.

Click Window, Click ART1. Select all text. Cut text. Click Window click DAY1. Paste text.
Click Window, Click ART2. Select all text. Cut text. Click Window click DAY1. Paste text.

Save the file in your own folder as EX4. Print out the file.

CREATE A STANDARD LETTER  -  Exercise 5a
Complete the following lessons first; LESSON110 – LESSON140

If you write a business letter using a word processor, modern style is to start everything at the LEFT margin and use the long form of the date.

42 Brookfield Street

Broughty Ferry

DUNDEE

DD5 5ZX

23 March 2000

The Manager

Letter Layouts

14 Smith Street

DUNDEE

DD5 3AS

Dear Reader

This is an example of a modern letter layout where everything starts at the left hand margin. It is usual NOT to include any punctuation in the address, date or after Dear whoever etc.

Punctuation is, however, used in the body of the letter.

Note that a blank line is left between paragraphs.


Yours sincerely

AB JONES

Create a new file and enter the text above to make a copy of the above letter for future reference.

Save the file as Letter in your own folder.

CREATE A LETTER  -  Exercise 5b 

Using the standard letter you have created, modify the letter to include details about a school subject you wish to send to the teacher of that subject. You can include what you like or dislike about the subject, whether it is easy or difficult and any suggestions (polite ones only) you have which you think would improve the way it is taught. It may be appropriate to comment on what is acceptable for homework tasks and additional help that could be provided.

Save the file as Letter1 in your own folder.

Print out the letter.


CREATE A REPORT  -  Exercise 6

Complete the following lessons first; LESSON150 – LESSON180
Think of a topic or theme for your report. It can be about anything you like – you, your school, your family, your likes and dislikes. It can even be a project or work you are doing in another subject.

Break up the topic into sections. If it is about you then the sections could be – You, Your family, Your pets, Your school, Your spare time activities.

The report will need a main title or heading and sub heading for each section.

Decide on a suitable font and font size for each part of the report.

Consider other features such as Bold as Italics to draw attention to the different sections.

Include pictures to help illustrate the people and objects in your report.

Pictures can be obtained from clip-art, scanner or digital camera.

CREATE A NEWSLETTER  -  Exercise 7

Complete the following lessons first; LESSON200 – LESSON270
You have been asked to produce a newsletter about the Impact of ICT on Education.

Your newsletter should start with a Title and have several short items of interest to young people.

Each item should begin with a headline. The headline is an important part of the newsletter and should be considered carefully. In a few words, it should accurately represent the contents of the item and draw readers into the item.

You can choose headlines that focus on current technologies or innovations in ICT and Education. Examples of possible headlines include Talking books, Encylopaedia on CD, New developments – DVD, WAP, etc., Speech recognition.

Each item should contain a brief description and examples of how it can be used. Where possible include pictures or photographs to support or enhance the message you are trying to convey. 

Planning

Before any work can take place at the computer, the layout and content of the page must be planned carefully. Produce a draft layout for your newsletter on blank A4 paper. Consider the following points for your layout :

· Overall layout including Headlines and number of columns

· Space for pictures or photographs

· Print sizes and styles

· Any special features such as justification, centering of headlines

Implementation

Enter the details of your plan using the WP package. Check the content of each item and include a final overall check before you Print out your newsletter. Save your newsletter with an appropriate filename.

.


CREATE A DOCUMENT  -  Exercise 8

Complete the following lessons first; LESSON300 – LESSON360

A car magazine measures how much petrol is used by different cars, all doing the same sort of journeys. These are the results.

	Weight of 
car (kg)
	Rate of using
petrol (litres/km)

	
	

	950
	0.12

	650
	0.09

	1250
	0.17

	800
	0.10

	500
	0.08

	1100
	0.14


Create a promotional document about driving smaller cars that includes the table of results shown above. The table data should be entered in Weight of car order. The document should also include information explaining how the amount of petrol a car uses is related to the weight of the car. The main message of the document is to encourage people to think about using smaller cars and use less petrol. Add a diagram or picture to help convey your message. Add a chart which should be created from the table data.

Save as carpromo.


MODIFY A DOCUMENT  -  Exercise 9

Complete the following lessons first; LESSON400 – LESSON440

Modify the carpromo document.

Include a caption for the table and include a footnote explaining the source of the data i.e.  Whatch magazine.
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Enter the address of the person who will receive the letter here.





Enter the name and address of the sender here.





Enter the name of the sender here
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