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Opening a New Blank MS Word Document.

Open MS Word. You will see a blank A4 sheet on the screen.

You can also open a new word document by selecting the ‘New Office Document’ from the Start menu.
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Typing a Document.

· The flashing cursor on the screen shows where text will appear when you type.

· If you want to type just one CAPITAL use the press the Shift key and then the letter. 

· If you wish to type a sentence in CAPITALS use the CAPS LOCK key. (A light on the keyboard will indicate it is switched on.)

· Keep the ‘All Characters’ button [image: image14.png]


 switched on when typing. (The extra symbols on screen will not print.)

· Press Enter/Return to move onto a new line.

· Normally type in the document before formatting.

· If the page/text seems to small or too big use the Zoom % icon to change the Zoom. [image: image2.png]100%




· A red zigzag line under a word indicates incorrect spelling. ([image: image3.png]exemple



) Right clicking on the word will bring up suggested correct spellings.

· A green zigzag line under a word indicates grammar errors. Right clicking offers suggestions.

· [image: image13.png]SR



Use the TAB              key to align text under each other, e.g. address, rather than pressing space multiple times.

· Auto correct: - if you type ‘i’ the computer will correct it to ‘I’ if you press the space bar. If you type a new sentence the computer will automatically change the first letter to capital, some common incorrectly spelt words will also be corrected. 

If this happens and you do not wish it to happen, just press the UNDO button. [image: image4.png]


 The undo button will undo previous typing, formatting etc. The redo button will redo something you have undone.


Aligning Text.

Aligning text means making text line up with: -


The left of a page

- Align Left

the centre of a page

- Centre 

the right of a page

- Align Right

the left and right of a page
- Justify


Selecting Text.

To highlight a word Double Click on it.

To highlight a sentence Hold CONTROL and click on the sentence.

To highlight a line click to the left of it.

Or to select certain text, just click at the start or end, and drag to where you want selected and leave go.

You will have to select text to apply formatting e.g. font, colour, alignment or styles.


Changing Fonts and Font Size.

Most PC software now comes with dozens of fonts. If you highlight words, sentences or paragraphs you can change the font to something else. Times New Roman is the most popular and most well known. The drop down button beside the font window shows the available fonts. [image: image5.png]Times New Roman =




You can also change the size of the chosen font, using the drop down button beside the font size window. [image: image6.png]12




12 is the standard size, but 14 is an acceptable size also.


Font Styles.

You can make selected text be: -

Bold

Italic

Underlined 

Font Colour.

Select the text you wish to change the colour of. You then select the colour of the font using the arrow beside the font colour icon. [image: image7.png]




Bullets and Numbering.

You can bullet or number a list of points using the Numbering and Bullets icons. [image: image8.png]



The easiest way to do this is after you have typed the points on separate lines. Highlight the appropriate lines and select either the bullets or numbering icon.


Saving Documents.

At the start of a new document is it advisable to save it into an appropriate folder. (Just once at the start.)

E.g. My Documents>SIP Night Course 2002>Word.

Then every few minutes you click on the SAVE icon [image: image9.png]


or use file>save and the file you saved will be updated automatically wherever you saved it.


Printing Documents.

Before printing always save you document in case the computer freezes. (Which is common.)

To Print, select the ‘Print’ icon. If you want to see what it will look like before you print select ‘Print Preview’ icon. [image: image10.png]


 If you wish to select the printer you will print to, or just a certain page of you document then select Print from the File menu.

Inserting ClipArt.

Clipart is a collection of pictures for entry into a program. 

e.g. select Insert>Picture>Clipart.

Type what you are looking for, here computer and press enter. Click once on

the image you want, and select the first icon of the four that appear. That’s it.

You can resize the image by selecting it by clicking on it once, and then using 

the corner grips to change the size. Don’t use the North, South, East and West 

Grips as they will distort the image.


Copying / Cutting & Pasting Text.

The three icons you use for this are: [image: image11.png]¥ EBRR




The 1st is CUT, 2nd COPY and the 3rd PASTE.

Highlight the text you want to CUT or COPY click the appropriate icon, and move the cursor to where you want to place it and click PASTE.
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