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Microsoft Office 200 Basic

Introduction:

What is Microsoft word?
Microsoft Word is a word processing software package. You can use it to type letters, reports, and other
documents.

Where is Microsoft Word used ?
It is commonly used for:

Create Documents

Read files (.dgcdocy;

Write Letters

Homework and many other things;

It also works great as Spell Checkrad Language Translatmo!!!

= =4 =4 4 =4
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Lesson 1

Getting Familiar with Microsoft Word 2007 for ~ Windows

This lesson will introduce you to the Word window. You use this window to interact with Word. To begin
this lesson, open Microsoft Word 2007. The Microsoft Word window appears and your screen looks
similar to the one shown here.
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Note: Your screenvill probably not look exactly like the screen shown. In Word 2007, how a window
displays depends on the size of your window, the size of your monitor, and the resolution to which your
monitor is set. Resolution determines how much information your corapatonitor can display. If you

use a low resolution, less information fits on your screen, but the size of your text and images are larger.
If you use a high resolution, more information fits on your screen, but the size of the text and images are
smaller.Also, Word 2007, Windowg andWindowsXPhave settings that allow you to change the color

and style of your windows.

The Microsoft Office Button

In the upperleft corner of the Word 2007 window is the Microsoft Office button. When you click the
button, a menu appears. You can use the menu to create a new file, open an existing file, save a file, and
perform many other tasks.
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The Quick Access Toolbar

Next to the Microsoft Office button is the Quick Access toolbar. The Quick Access toolbar provides you
with access to commands you frequently use. By default Save, Undo, and Redo appear on the Quick
Access toolbar. You can use Save to save your file, Undo to rollback an action you have taken, and Redo
to reapply an action you have rolled back.

o -0 =

The Title Bar

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of the document on
which you are currently working. Word names the first new document you open Documentl. As you
open additional new documents, Word names them sequelgti&d/hen you save your document, you
assign the document a new hame.

Documentl - Microsoft Word

The Ribbon

You use commands to tell Microsoft Word what to do. In Microsoft Word 2007, you use the Ribbon to
issue commands. The Ribbon is located near the top of the screen, bel@utble Access toolbar. At

the top of the Ribbon are several tabs; clicking a tab displays several related command groups. Within
each group are related command buttons. You click buttons to issue commands or to access menus and
dialog boxes. You may alsndia dialog box launcher in the botteright corner of a group. Clicking the
dialog box launcher gives you access to additional commands via a dialog box.

Tabs # Home Inzert Page Layout Referenoes BMailings Rpvirw Wiew add-Ins Li]
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Paste - Quick Change Editing
. | A dac AW F Buttonsn Styles = Styles - .

PFaragraph

Font Group Dialog Box Launcher

The Ruler
The ruler is found below the Ribbon.
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You can use the ruler to change the format of ydacument quickly. If your ruler is not visible, follow
the steps listed here:

‘Ea“r Hd9-0 Document] - Microsoft Word

Hame Insert Page Layaut References @ * Wiew add-Ins
| =.L.J é)_r v Ruler Document Map Q_{ ‘]_. Ll One Page

Griclines Thurmnails == (13 Two Pages
Print Full 5oreen Web  OQutline | Draft foom 100% 1
Layout Reading Layout Message Bar 2 Page width | |
Diacurnent Views Show/Hide Zoom
T N O T T e

1. Click the View tab to choose it.
2. Click the check box next to Ruler in the Show/Hide group. The ruler appears below the Ribbon.

The text area
Just below the ruler is a largeear called the text area. You type your document in the text area. The
blinking vertical line in the uppdeft corner of the text area is the cursor. It marks the insertion point.

As you type, your text displays at the cursor location. The horizontatdireto thecursormarks the
end of the document.
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Horizontal Scroll Bar
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The Vertical and Horizontal and Vertical Scroll Bars

The vertical and horizontal scroll bars enable you to move up, down, and across your window simply by
dragging the icon located on the scroll bar. The vertical scroll bar is located along the right side of the
‘document, click and drag the vertical sctmk up and down. To move back and forth across your
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document, click and drag the horizontal scroll bar back and forth. You won't see a horizontal scroll bar if
the width of your document fits on your screen.

The Status Bar
The Status bar appears at the ydyottom of your window and provides such information as the current

page and the number of words in your document. You can change what displays on the Status bar by
right-clicking on the Status bar and selecting the options you want from the Customine Bta menu.

You click a menu item to select it. You click it again to deselect it. A check mark next to an item means it
is selected.
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Understanding Document Views
In Word 2007, you can display your document in one of five views: Draft, Web Layout,ayoat, Full
Screen Reading, or Online Layout.

Draft View.
Draft view is the most frequently used view. You use Draft view to quickly edit your document.

Web Layout
Web Layout view enables you to see your document as it would appedorowasersuch adnternet

Explorer.

Print Layout
The Print Layout view shows the document as it will look when it is printed.
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Reading Layout
Reading Layout view formats your screen to make reading your document more comfortable.

Outline Viev:
Outline view displays theadument in outline form. You can display headings without the text. If you

move a heading, the accompanying text moves with it.

You should use Draft view for these lessons. Before moving ahead, make sure you are in Draft view:

Lin d9-0 = Cocumentl - Microsoft Waord —_
" Home Insert Page Layout References M@ a ) View AddHns o
3 web Layout 3
| il . i s e = Mew Window = 1
ZRENE S arrange all
Print  Full Screen| ShowyHi Zoom et .
Layout Reading =] Draft P = ] Spht Windows = -
Windaow Macros

Dhocument Views

() Fq—— =
: d

1. Click the View tab.
2. Click aft in the Document Views group. When the Draft option is selected it appears in a
contrasting color.

Click
During the lessons that follow, you will be asked to "click" items and to choose tabs. When asked to

click:

1. Pointto the item.
2. Press your left mowsbutton once.

If you are asked to doubielick an item:

1. Pointto the item.
2. Quickly press your left mouse button twice.

If you are asked to rightlick:

1. Pointto the item.
2. Press your right mouse button.

If you are asked to choose a tab, click the tab.
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EXERCISE 11

The Arrow Keys

1. Use the down arrow key to move down your document.
2. Use the right arrow key to move to the right.
3. Use the up arrow key to move up.
4. Use the left arrow key to move to the left.
Cursor

1. Move around you document by using you mouse alicking in a variety of location.
2. Click in a location and type. Note what happens.

Execute Commands with Keyboard Shortcuts

There are many methods you can use to accomplish tasks when using Word. Generally, you choose an
option by clicking the option orhe Ribbon. However, you can also use shortcut keys. A key name
followed by a plus and a letter means to hold down the key while pressing the letter. For example,
Ctrl4+b means you should hold down the Ctrl key while pressing "b." A shorthand notation of the above
would read as follows:

Press Ctrl+b
Typists who are slowed down by using a mouse usually prefer using keys.

Start a New Paragraph
When you type in Microsoft Word/ou do not need to press a key to move to a new line. To start a new
paragraph, press thgEnter]key.

Exit Word
You have completed Lesson One. Typically, you save your work before exiting.
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EXERCISA.2

Close and Save
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for this class).

2. Click the Microsoft Office button. A menu appears.

3. Click Exit Word, which you can find in the bottoight corner.

Clase

Microsoft Office Word

(3)

i Deflyou want to save the changes to Document1?

| Yes | Ho Cmcall

4. You are prompted: "Do you want to save changeBeacument1?" To save your changes, click
Yes. Otherwise, click No. If you click Yes, the Save As dialog box appears.
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3. ) |  Business Computer ¥ Documents ~ Sample <— ®|

r —
File name |LE35:D|‘| One doox h[: 5 ;]

Save a9 type |W|:*-d Document (. doo)

Authors: Bussness Compater Title: Add & tithe
Tags: Add & tag Subgect: Specify the subject

[* Save Thumbnail

- Browse Folders| @ -m-} [s=e |

Cancel

ENENRCl M

4. Move to the correct folder.
5. Name your file by typingesson One.docin the File Name field.
6. Click Save. Word saves your file.

Personal Notes:
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Lesson2:

Microsoft Word 2007 Basic Features

Lesson 1 familiarized you with the Microsoft Word window. You are now redéwto how to create
aWord document This lesson covers typing, using the Backspace key, using the Delete key, inserting
text, bolding, underlining, and italicizing. To begin, open Microsoft Word.

Type, Backspace, and Delete

In Microsoft Word, you creatdocuments by typing them. For example, if you want to create a report,
you openMicrosoft Word and then begin typing. You do not have to do anything when your text
reaches the end of a line and you want to move to a nevr likkcrosoft Word automatically wves

your text to a new linelf you want to start a new paragraph, prg&nter] Microsoft word creates a
blank line to indicate the start of a new paragraph. To capitalize, hold down the Shift key while typing
the letter you want to capitalizelf youmake a mistake, you can delete what you typed and then type
your correction. Youwcan use the Backspace key to delete. Each time you press the Backspace key,
Microsoft Word deletes the character that precedes the insertion point.ifibertionpoint is thepoint

at which your mouse pointer is located. You can also delete text by using the Delete key. First, you select
the text you want to delete; then you press the Delete key.

EXERCISE.1

Type and Backspace

1. Type the following sentence:
Joe has a vergicehouse.

2. Delete the word "house." Using either the arrow keys or the mouse, place the cursor between
the period and the "e" in "house."

3. Press the Backspace key until the word "house" is deleted.

4. Typeboat. The sentence should now read:
"Joe has a vemjiceboat."

Delete
Delete the word "very" from the sentence you just typed.

ny ,n

1. Select the word "very." You can place the cursor before the "v" in the word "very," press and
hold down the Shift key, and then press the right arrow key until the word "very" isdtigd.

2. Press the Delete key. The sentence should now read:
"Joe has aiceboat."
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Insert and Overtype

While creating your document, you may find you need to insertttgplice new text between existing
text. Suppose, you type the sentence, "Joe hagaboat." After typing it, you decide you want to
change the sentence to "Joe hagiaeblueboat." With Microsoft Word, inserting a word, phrase, or
even several paragraphs is easy.

Alternatively, you may want to overtype taxtreplace old text with new tet. For example, suppose you
type the sentence, "Joe hasm&eblueboat.” After typing it, you decide you want to change the
sentenceto &dJoe has aicegrayboat." With Microsoft Word, overtyping the word blue with the word

gray is also easyBeforeyou attempt to insert or overtype, you should check the mode you are in

Insert or Overtype. You rigiulick the Status bar and then use the Customize Status Bar menu to place
the Insert/Overtype button on the Status bar. You can then use the Insert/Oweliytion to switch

between Insert and Overtype mode. When you are in Insert mode, you can insert text. When you are in
Overtype mode, you can overtype text. By default, Microsoft Word is in the Insert mode.

EXERCISE 2

Placing the Insert/Overtype button o n the Status bar
1. Rightclick the Status bar. The Customize Status Bar menu appears.
2. Click Overtype. The Insert/Overtype button appears on the Status bar.
3. If the word Insert appears on the Status bar, you are in Insert mode.
4. If the word Overtype appears dhe Status bar, click the word Overtype and it will change to
Insert, thereby changing Word to Insert mode.

Insert
Make sure you are in Insert mode before proceeding. You are going to insert the word "blue" between
the words 'hice' and "boat."

Place the crsor after the space between the wordsite' and "boat.”
Type the wordblue.

Press the spacebar to add a space.

The sentence should now read:

"Joe has aiceblue boat."

b

Overtype
You can type over the current text (replace the current text with new tiexthie Overtype mode. Do
the following to change to the Overtype mode.

Click "Insert" on the Status bar. The word Insert changes to Overtype.
Change the word "blue" to "gray."

Place the cursor before the letter "b" in "blue."

Type the wordyray.

b
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12



Microsoft Office 200 Basic

5. Thesentence should now read:
"Joe has aicegray boat."

Note: You can overtype text without changing to Overtype mode by selecting the text you want to
overtype and then typing.

Bold, Italicize, and Underline

When creating a document, you may need to empbagarticular words or phrases by bolding,
underlining, or italicizing. Also, certain grammatical constructs require that you bold, underline, or
italicize. You carbold, underline, and italicize when using Word. You also can combine these faatures
in other words;you can bold, underline, and italicize a single piece of text.

When you need to perform a task in Microsoft Word, you can usually choose from several methods. The
exercises that follow show you how to bold, underline, or italicize using foiereiit methods: using
the launcher, theRibbon the Minitoolbar/context menu, and the keyboard.

EXERCISR.3
Type the following exactly as shown. Remember, pressin{Ehier]key starts a new paragraph. Press
the [Enter]key at the end of each of the fowing lines to start a new paragraph.

Launcher: Bold Italicize Underline these words. All three Regular
Ribbon: Bold Italicize Underline these words. All three Regular
Mini Toolbar: Bold Italicize Regular

Keys: Bold Italicize Underline these words. k¢ Regular

S.C.O.P.E.: Grassroots Training Program 2010
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l’_; o 9-08 5 Lesson Two.doee - Microsoft Word -B8X
L
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Clipboard Font a Paragraph £ Styles
Launcher:-Bold-ltalicize-Underline-these-words.-All-three-Regulary
Ribbon:-Bold-ltalicize-Underline-these-words.-All-three-Regular]
Mini-Toolbar:-Bold-Italicize-Regular
Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regular]
E ]
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Page:1 Pagelofl | Words: 32 <30 | Insert

Your screen should look similar to the one shown here.

Bold with the Dialog Box Launcher

o 9 -8 |5 Lesson Two.doo: - Microsoft Word =8X
Home PP@}WA References Mailings Review Wiew Add-Ins s
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Launcher:- . *nﬁnn.l.l @nethese -words.-All-three-Regulart]

Ribbon:-Bold-ltalicize-Underline-these-words.-All-three-Regularf]

Mini-Toolbar:-Bold-ltalicize-Regular
Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regulary

1. On the line that begins with Launcher, select the word "Bolbu can place the cursor before
the letter "B" in "Bold." Press the Shift key; theress the right arrow key until the entire word
is highlighted.

2. Choose the Home tab.

3. Click the dialog box launcher in the Font group. The Font dialog box appears.
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Foot | Charscter Spacing |

Eont:
[rsoe
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Adobe Caslon Pro
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Adobe Garamond Pro =
[Fant golar: Underline style: Underline color:
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Effects
™ Strigethrough ™ Shadow ™ Smoll caps
I Double strikethrough ™ outline I &l caps
™ Sugerseript [ Emboss ™ pidden
™ Subscript I Engrave
Présview
Bold
This is the body theme fort. The current document therme defines which font will be used.

wor. | (5) P[] _oow |

4. Click Boldn the Font Style box.
Note: You can see the effect of your action in faeeview window. To remove the bold, click
Regular.

5. Click OK to close the dialog box.

6. Click anywhere in the text area to remove the highlighting. You have bolded the word bold.

Alternate Method 2 Bold with the Ribbon

il B - d Lesson Twoudoo! - Microsoft Word -8X
Hame P@nm References Mailings Review View Add-ins L0
S5 4 |cCalibri (Body) SR = = - A}_ ﬁ #
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Launcher:-Bold-Italicize-Underline-these-words.-All-three-Regular]

RibI:rr::n:-Bnll:l-Il(ﬂaﬂn@e-these-u-.n:nrd;.-.ﬂ.l[-three-Regular"Il

Mini-Toolbar:-Bold-Italicize-Regulary

Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regular]

W G
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4.

Alternate Method - Bold with the Mini Toolbar

2.
3.

On the line that begins with "Ribbon,8lect the word "Bold."You can place the cursor before
the letter "B" in "Bold." Press the Shift key; then press the right arrow key until the entire word

is highlighted.
Choose the Home tab.

Click the Bold butto in the Font group. You have bolded twerd bold.

Note: To remove the bold, you can select the text and then click the Bold bagain.

Click anywhere in the text area to remove the highlighting.

[

Ribbon:-Bold-ltalic

Launcher-Bold-ltalicizod indardinathocoas
Calibri (Bod -

wnecle J’.fl.llthrnme Hegular'l'l
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Keys:-Bold- Itallclze i

| Page:1 Page:lafl  Wore
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@1@( ‘Bold- |ra||r|:'n= Rasulart

Cut

Copy
Baste

Eaont.
Paragraph
Eullets
Humbering
Hyperlink...
Loak Up...
SYNONYINE
Translate

Stybirs

ree-Regular]

On the line that begins with "Mini Toolbar," set the word "Bold."You can place the cursor
before the letter "B" in "Bold."Press the Shift key; then press the right arrow key until the entire

word is highlighted.

Rightclick. The Mini toolbar appears.

Click the Boldbutton . You have bolded the wdibold.

Alternate Method 2 Bold with Keys

1. On the line that begins with "Keys," select the word "BoMdu can place the cursor before the
letter "B" in "Bold." Press the Shift key; then press the right arrow key until the entire word is

highlighted.

Pres<Ctrl+b (hold down the Ctrl key while pressing b).

Note: To remove the Bold, press Ctrl+b again. You can also remove formatting by pressing

Ctrl+spacebar.

3. Click anywhere in the text area temovethe highlighting.
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Italicize with the Dialog Box Launcher

id -3 | F Lesson Two.doox - Microsoft Word -8B X

o
_/I Home ﬁ@ References Mailings Reiew View Add-Ins L)
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Ribbon:-Bold-Italicize-Underline-these-words.-All-three-Regulary
Mini-Toolbar:-Bold-Italicize-Regulary

Keys:-Bold-Italicize-Underline-these-words.-All-three-Regular

1. On the line that begins with Launcher, select the word "ltalicizli can place the cursor
before the letter "I" in "ltalicize." Press the Shift key; then press the right arrow key until the
entire word is highlighted.

2. Choose the Home tab.

3. Click the dibbg box launcher in the Font group. The Font dialog box appears.

Fomnt nﬂ
I Character Spacing l

dobe Caslon Pro

dabe Caslon Pro Bold Baold Talic _I i1
dobe Garsmond Pro :I - | F vl
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Effects
[ strikethrough [ shadow ™ Small caps
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[ Superseript [ Emboss ™ widden
[ Subscript [ Engrave
Preview
Italicize

This is the body theme font. The current document theme defines which font will be used.

wor | (5) =P o ] o |

S.C.O.P.E.: Grassroots Training Program 2010

17



Microsoft Office 200 Basic

4. Click Italian the Font Style box.

Note: You can see the effect of your selection in the Preview window. To remove the italics, click
Regular in the Font Style box.

5. Click OK to close th@ht dialog box.
Click anywhere in the text area to remove the highlighting. You have italicized the word Italicize.

o

Alternate Method 7 Italicize with the Ribbon
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Launcher:-Bold-ltalicize-Underline-these-words.-All-three-Regularf
F‘.ibl:u:m:-BDId-ftﬂﬁn?-&'*“he-@-words:ﬁlI~three-ReguIar1]
Mini-Toolbar:-Bold-ltalicize-Regulary]

Keys:-Bold-ltalicize-Underline-these-wards.-All-three-Regulart

—1 ]I'_.{_l

1. On the line that begins with "Ribbon," select the word "ltalicize." You can place the cursor
before the letter "I" in"ltalicize." Press the Shift key; then press the right arrow key until the
entire word is highlighted.

2. Choose the Home tab.

3. Click the ltalic butto on the Ribbon. You have italicized the word ltalicize.

Note: To remove the italicselect the text and click the Italicize butt again.
4. Click anywhere in the text area to remove the highlighting.

S.C.O.P.E.: Grassroots Training Program 2010 18




Microsoft Office 200 Basic

Alternate Method 7 Italicize with the Mini Toolbar

| 5 1 : 2 . 3 4 s

Launcher:Bold-ltalicize-Unt=—t=—tbmpmeem e tllsl e — Raoy | ar ]
Calibn (Bod - - A AT ,{"‘, ¥ 3

&3
|
Ribbon:-Bold-ltalicize-Unde g [ 1 *ﬂ_ﬁ @ g := .egulart I
&
]

M 'tr®l—i*.ftaﬁcize-“ amlaefl
& | Cut

Keys:-Bold-ltalicize-Underli| ilar]

Copy

L

Paste

Font...
Earagraph "

Bullets

Fage:1 Page:lof 1 | Words: 1/32 | 5]

¥
= =

uun'.l_'l("rlr.g k

Hyperfink...

BE ® 5 il @ >

Look Up—
Synonyms 4
Translate g

Styles J

1. On the line that begins with "Mini Toolbar," select the word "ltalicize." You can gitaecsursor
before the letter "I" in "ltalicize." Press the Shift key; then press the right arrow key until the
entire word is highlighted.

2. Rightclick. The Mini toolbar appears.

3. Click the ltalic butto . You have italicized the word ltalicize.

Alternate Method? Italicize with Keys

1. On the line that begins with "Keys," select the word "ltalicize." You can place the cursor before
the letter "I" in "ltalicize." Press the Shift key; then press the right arrow key until the entire
word is highlighted.

2. Press Ctli (hold down the Ctrl key while pressing i).
Note: Toremoveitalics, press Ctrl+i again. You can also remove formatting by pressing
Ctrl+spacebar.

3. Click anywhere in the text area to remove thighlighting. Younave italicized the word Italicize.

Underl ine with the Dialog Box Launcher
1. You can underline when using Word. Word provides you with many types of underlines from
which tochoose. Théollowing are some of the underlines that are available if you use the
dialog box launcher:
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This-is-an-underline. ]

This-is-a-words-only-underline. 1]

This-is-a-double-underline.

This-is-a-thick-underline. "

The following illugtates underlining with the dialog box launcher:

Cia Vid @ -0 5 Lesson Twodocx = Microsoft Word - B X
T
_-/ll Home {———@:ﬂ?m References  Mailings Rewview view  Add-Ins Lo
__j & | Calibri (Body) -12 - (i E -S| iE EE é" ﬁ »n
B L O o-aeox x| EE N E|E-
Paste —r— . . Quick Change  Editing
- 7 o A Aac| A A o R Styles - Styles -
Clipboard ™ Font a ] Styles fa

|5 S NN SN N KD RN R R
Launcher:-Bold-ltalicize Und erllne-these-wnrds%@ lar]l

Ribbon:-Bold-ltalicize-Underline-these-words.-All-three-Regular]

5]l

Mini-Toolbar:-Bold-ltalicize-Regular]

Keys:-Bold-Italicize-Underline-these-words.-All-three-Regular)

1. On the line that begins with "Launcher,"” select the words "Underline these words."
2. Choose the Home tab.

3. Click the dialog box launcher in the Font group. The Font dialog box appears.
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Eont:

|mm5ﬂﬁm|

[+a0ay

+Headings

Adobe Garamond

Font codor:

Adobe Casion Pro
Adobe Caslon Pro Bold

Fro

Underfine styfe:

| Automatic
Effects
I sikethrough

I Superseript
[ supscnpt
Frewie

I™ Dowbls strikathrough

5| [—— {15
{mome) -

Wards anby

This i5 the body themse font. The current document theme defines which Font will be vsed.

B =P o

4. In the Underline Stylbox, click the down arrow to open the palbwn menu.

5. Click the type of underline you wish to use.
Note: To remove an underline, you select None from the-gollvn menu.

6. Click OK to close the dialog box. The underline you selected appears under the words

7. Click anywhere in the text area to remove the highlighting.

Alternate Method 2 Underline with the Ribbon

@ EREEEE KRN

Ribbon:-Bold-ltalicize-

Launcher:-Bold-ltalicize-

e . . . X .

Mini-Toolbar:Bold-ltalicize-Regulary

~All-three-Regulart

e (D

Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regular]

--r\ 0 I B R Lesson T - Microscft Word
Haorme (Iﬁﬁi— @;.--:um References  Mailings Review  Wiew  Add-ng
Calibri [Body) - jiEelE . iR E [% ﬁ »
UWi- sha % x'||% |EE 3 M| E-
s A AN Sa- 3|4 W 5.‘1?,:”::' E:i:?rf i
Clipboard ™= Font L Paragraph Styles

wr(l
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1. On the line that begins with "Ribbon," select the words "Underline these words."
2. Choose the Home tab.

u -

3. Click the Underline butto in the Fontgroup.Alternatively, you can press the down

arrowEl next to the underline butto -

and click to choose the type of underline you want.

U -

Note: To remove the underlining, click the Underline but
4. Click anywhere in the text area to remove the highting.

again.

Alternate Method 2 Underline with Keys
1. On the line that begins with "Keys," select the words "Underline these words."
2. Press Ctrl+u (hold down the Ctrl key while pressing u).
Note: To remove the underlining, press Ctrl+u again.
3. Click anywhere in theext area to remove the highlighting.

All Three with the Dialog Box Launcher

1. On the line that begins with "Launcher," select the words "All three."

2. Choose the Home tab.

3. Click the dialog box launcher in the Font group. The Font dialog box appears.

4. In the font Style box, click Bold Italic
Note: You can see the effect of your selection in the preview window. To turn off the Bold Italic,
click Regular.

5. In the Underline box, click to open the pdtbwn menu. Click the type of underline you want to
use.
Note: To remove an underline, select None from the fldivn menu.

6. Click OK to close the dialog box.

7. Click anywhere in the text area to remove the highlighting.

Alternate Method 2 All Three with the Ribbon
1. On the line that begins with "Ribbon," select the worddl three."
Choose the Home tab.

2
3. Click the Bold butto in the Font group.
4

Click the Italic butto in the Font group.
g -

o

Click the Underline butto in the Font group.
6. Click anywhere in the text area to remove the highlighting.

Alternate Method 2 All Three with Keys
1. On the line that begins with "Keys," select the words "All three."
2. Press Cirl+b (bold).
3. Press Ctrl+i (italicize).
4. Press Ctrl+u (underline).
Note: You can remove formatting by highlighting the text and pressing Ctrl+spacebar.
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5. Click anywhere ithe text area to remove the highlighting.

Save a File and Close Word

You must save your documents if you wish to recall them later. You can use the Save option on the
Microsoft Office menu, to save a document. You can also save a document by typinglGelfist

time you save a document, the Save As dialog box appekss the[Save Alsdialog box to locate the
folder in which you want to save your document and to give your document a name. After you have
saved your document at least once, you can sawechanges you make to your document simply by
clicking thefSavé after you click thevlicrosoft Officebutton.

The following exercise shows you how to save the file you just created and close Word. You will name
your file Lesson Two.

EXERCISR.4

Save aFile:

Recent Documents
Pew

Qpen

H Save e @
H‘Q Save As L

1. Click the Microsoft Office button. A menu appears.
2. Click Save. The Save As dialog box appears, if you are saving your document for the first time.
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[+ Save Thumbnail

 Hida Foldars @ ~+ Save | Cancel I
o

o ¥ Usars * Business Computer * Documants ¥ Sample 3 £
Organize = O Views ¥ Mew Folder 7]

Nome - |v|Dstem . |v|Type |v|Size [+ Tags |v]

This folder is empty
4 oy
File name |l asson Two, dock & [;-4 -;| j
Save a% type |W|::-|d Documdnt (* doso) j
Authors: Business Computer Tags: Add a tag

£

Name your file by fgingLesson Two.doci the File Name box.
Click Save.
Click the Microsoft Office button. A menu appears.

No Ok

ATTENTION!!

Every time you save your document, yoeerwrite the previous version of your document. For

example, you create a document and save it. Later you delete several passages from the document and
then save your changes. The passages from the first draft afdbementno longer exist. If you want

to save both the original draft of your document and the revised document, you must save the second
draft of the document using a different name. To save the document using a different name, click the
Microsoft Office button. A menu appears. Click Sav@As.Save As dialog box appears. Use the File

Name box to give your document a new name.

Use the Address bar to locate the foldemhich you want to save your file.

Click Exit Word, which is located in the bottoight corner of the window. Word closes.
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Lesson 3:

More Basic Features

The features in Word 2007 can make your work easier, make your documents more attractive, and/or

enable you to work morefficiently. ThidMicrosoftWord lesson teaches you how to open a file, cut,
copy, paste, use AutoText, use spell check, use Find and Replace, and change fonts. All of these features
either make your work easier or make your document more attractive.

Open a File

When you do not have time to complete your work or when you finish your work, you can save and

close your file. After saving a file, you dater open it to revise or finish itYou learned how to save a
file in Lesson 2. In the exercise thatdalk, you learn how to open the file you saved.

EXERCISE 3.1

Open a File

1.

ook wN

Open Word 2007.

Click the Microsoft Office button. A menu appears.

Click Open. The Opelialogboxappears.

Locate the folder in which you saved the file. The file is named Lessodobwo.
Click Lesson Two.docx.

Click Open. The file you created during the previous lesson appeatrs.

Alternate Method ? Opening a File with Keys

1.

aprwbd

Open Word 2007.

Press Ctrl+o.

Locate the folder in which you saved your file. The file is named Lesson Two.docx
Clik Lesson Two.docx.

Click Open. The file you created during the previous lesson appeatrs.

Cut and Paste

You can use Word's Cut feature to remove information from a documBmn you can use the Paste
feature to place the information you cut anywhere in the same or another docunteother words,
you can move information from one place in a document to another place in the same or different
document by using the Cut and Pastatfges.The OfficeClipboard is a storage area. When you cut,
Word stores the data you cut on the Clipboayau can paste the information that is stored on the
Clipboard as often as you like.
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EXERCISE 3.2

Cut with the Ribbon

’i-_ W 9-0 5 Lesson Three.docx - Miorosoft Word - 0 X
.ﬁl
i

\ Homee P @.aput References Maihngs Rewview Wiew Add-Ins L7
&+ﬂ—'- =12 - 32 = )= = | 2R EE 24
] a2 | B g H- :‘||45-IIEI!I||:I-| ‘&? %

Guick Change  Editing

Paste -
- Y (® Ak K o 20| stytes - sytes -
|CI1'|:|bnard F] Fant T Paragraph fa Styles T |
|§:,3 ...... R -
b |
-I-a?-cnntent-where-I-ar‘n.!.'l h @
]

- o
' e

I : e
Page:1 Page:lof1l  Words 410 | o5 Tnsert M

1. Type the following:

| wantto move. | am content where | am.
2. Select "l want to mov@ €
3. Choose the Home tab.

4. Click the Cut buttoEl in the Clipboard group. Word cuts the text you selected and places it on
the Clipboard. Your text should now read:
"l am content where | am."
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Paste with the Ribbon

A
i # - 5 3 Lesson Threedoo: - Microsoft Word — B x|
\

Ciﬁi"'r Hame P @ay‘om References  Maillings Review  \View Add-Ins Ll
= ; . | I rE—T »

I Call ) 1L E-=E-tE- 8 P ¥
By e | ' &y A

- abe 3, o |2 MF1E W NI F-

Paste Quick Change Editing
- s 22 B A A A o - | P Styles = Styles -
Clipboard Font Fl Paragraph £ Styles
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@

[ 5 RN KRR RS KRN RS RN R ERRN R KRN
f
z

=]
EE _— I
| Page:1 Page:lofl Words: 10 B nsent [ E-I G e =0 o+ .I

1. Place the cursor after the period in the sentence "I am content where | am."
Press the spacebar to leave a space.
3. Choose the Home tab.

n

4. Click the Paste buttoEl in the Clipboard group. Word pastes the text on the Clipboard. Your
text should ow read:
"l am content where | am. | want to move."
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Alternate Method 72 Cut with a Context Menu
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1. Type the following:
| want to move. | am content where | am.
2. Select "l want to mov@ ¢
Rightclick. The Mini toolbar and a context menu appeatr.
4. Click Cut on thenenu. Your text should now read:
"l am content where | am."

w
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Alternate Method 72 Paste with a Context Menu
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1. Place the cursor after the period in the sentence
"l am content where | am."

i
Ll

2. Press the spacebar to leave a space.
3. Rightclick. A Mini toolbar and eontext menu appear.
4. Click Paste. Your text should now read:

"I am content where | am. | want to move."

Alternate Method » Cut with Keys
1. Type the following:
| want to move. | am content where | am.
2. Select "l want to move."
Press Ctrl+x.
4. Your text should ne read:
a &m content where | am."

w

Alternate Method 2 Paste with Keys
1. Place the cursor after the period in the sentence: "I am content where | am."
2. Press the spacebar to leave a space.
3. Press Cirl+v.
4. Your text should now read:
"l am content where | am. | i to move."
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Copy and Paste

In Microsoft Word, you can copy information from one area of a document and place the information
you copied anywhere in the same or another document. In other words, after you type information into
a document, if you want to pte the same information somewhere else, you do not have to retype the
information. You simple copy it and then paste it in the new location. As with cut data, Word stores
copied data on the Clipboard.

EXERCISE 3

Copy with the Ribbon

Sl 9 s esson Threedoo: - Microsoft Word
h |
Harme oLl Referencegs .‘-.J'I._alllnr_|_- B Wi &
== %  calibri (Body) 11 = iE = = e EE iE f}r i
Lyi N
-J<-—u@ x x|[=] | = = m|l=-
Paste ) Quick  Change
: S - -, - giEid Styles = Styles -

Youwill-want-the-copy- me.-*n-h.-is-all-yu u-need.'lf—(— @

1. Type the following

You will want to copy me. One of me is all you need.
2. Select "You will want to copy me."
3. Choose the Home tab.

4. Click the Copy butto in the Clipboard group. Word copies the data you selected to the
Clipboard.
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Paste with the Ribbon

1. Place the cursaoafter the period in the sentence: "One of me is all you need."
Press the spacebar to leave a space.
3. Choose the Home tab.

N

4. Click the PastEl button in the Clipboard group. Word places the data you copied at the
insertion point. Your text should now read: 'Ywill want to copy me. One of me is all you
need. You will want to copy me."

Alternate Method 2 Copy with a Context Menu

1. Type the following:
You will want to copy me. One of me is all you need.

2. Select "You will want to copy me."

Rightclick. A Mini toollar and a context menu appear.

4. Click Copy. Word places the data you copied at the insertion point. Your text should now read:
"You will want to copy me. One of me is all you need. You will want to copy me."

w
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