Unit5 Word Processing - Using MS Word

ACCCEOCCELeeeerer

Christopher Columbus

Christopher Columbus
was an explorer in the

Desired Outcomes

Student can start the appli cation program Microsoft Word

Student can identify and use the M S Word menu bar

Student understands how to open, create and save anew document in MSWord

Student understands and is ableto set up the basic e ements of aWord document such as:
> orientation

»  magins

> fot

> paragraphs

Student canidentify and usetheruler

Student isfamilar with the different toolbarsin Word and understands the commonly used icons
Student can usethe check Spelling tool

Student can save, edit, close, open and print Word Documents

Student can Exit/Closethe M SWord application program
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Word Processors

Computersare not very useful without software programsto run on them. Thethree main categories of software
are: system, applications, and utilities. Word processorsfall into the category of applications. Thetwo most popular
word processors used on PCsare Corel WordPerfect and Microsoft Word. This coursewill cover the basic of
using Microsoft Word, but most of the information appliesto all word processors, regardless of the company who
wroteit.

Word Processing

Anyonecan sit down, start aword processing program, and type. Thisisnot word processing. A personwith
word processing skillscan: identify theimportant componentsthat make up aword processing document, format
and style the document to given specifications, and explain how they created the document to afriend or colleague.
They should even be ableto repeat the above over and over again without getting frustrated. If you chooseto
avoid the stepsto learning to be askilled word processor, it won’t belong before you are either pulling out your
hair, taking three times|onger to accomplish thetask, or paying someone elseto do your work. Taking thetimeto
learn afew of the basic mechanics of aword processing document can increase your efficiency and productivity,
and helpyou to create professional |ooking documents.

Microsoft Word

Microsoft Word isapowerful word processing program that allowsyou to create documents such asletters,
articles, term papers, and reports; and revise them easily. Word is much more powerful than WordPad because of
themany built-intools such as spell checking and text auto-correcting. Word makes creating adocument easy and
funespecidly if youtry out thelatest Microsoft Word Wizards. Wizards are useful for creating documentsthat are
complex, such asaResume, without having advanced word processing skills. Even Wizards can bedifficult to
handleif your word processing skillsare minimal. Thisunit will help you gain the basic knowledge and skillsfor
creating documentsusing Word.

Starting Microsoft Word

To Start Word:

1. Click onthe Start button on the taskbar. Point to Programs on the Start menu, Point to Microsoft Word on the
Programs submenu and click onit.

OfficestartsWord. Whileaprogramisloading in Windows 95 the mouse pointer changesto an hourglass. After a
few seconds, an empty document titled Document1 displaysin the Word application window. Microsoft Windows
congstsof two different types of windows: gpplication windows and document windows. Programsrunin
application windows and document windows run in gpplication windows. When Wordisrunning itisidentified by
the application window title, located on thetitle bar. Usually only one Word application window
can be seen on the screen, however, multiple document windows can be open or running at the sametimeinthe
Word window. Each window, application and document, hasitsown set of window control buttons.

" Mierasedt Wand - Document] TElE]— App“Cétl onwindow
Tl Fk Edt Yew lresm Fomet Tods Tibe window  Hep ETET control buttons
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Figure 5-1. Microsoft Word application window.
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The Word Screen
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Figure 5-2. MS Word Screen.

Toolbars

When Word startsthe Standard and Formatting tool bar should display bel ow the menubar. If they arenot visible
click ontheView menu and then click on Toolbars.
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MS Word Menu Bar

The menu bar displaysthe Word menu names. Each menu name containsalist of commandsyou can useto
retrieve, save, print, and format datain your document and various other tasks. To display amenu, such astheFile
menu, click the menu name onthe menu bar.

@_Eiﬁe Edit: %iew  Inseit Format - Toole  Table window ﬁeﬁ:r‘

Elements of a Word Processing Document

Templates

Templatesareafoundation, or aplaceto start from. Using templatesissimilar to recycling documentsthat you use
repeatedly. When you first start Word it opensanew document with the default settings determined by the
template, norma .dot.

The basic document defaults are:

Page Size: Letter (8.5"'x 11")

Orientation: Portrait _;Atl ‘

Margins
Top: 1.0" —
Bottom: 1.0 —
Left: 1.25" —
Right: 1.25" —
Header: 05" =
Footer: 0.5"

Font: TimesNew Roman

PointSze: 10 pt (or 12 pt)

Alignment: L eft justified, no indention, single space between each line, no space before or after a

paragraph.
Tab Stops: 0.5"

Every new document beginswith these defaults (or smilar ones). Theseare the most common set up values used
for themajority of word processing documents.
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To change the settings use the menus. For exampl e, to changethe default marginsyou would click onthe File

menu and then click on the Page Setup command.

Paper Source 1

0K

Page Setup
Margins ; Fapsr Size i
- o
Eottom: ;1 " 3“
Left [ra5 =4
Right; ;1 .2h" Esf‘
Gutter: iD“ 3‘
i-From Edoe: _
EHgade:r: 05" e .
' ps = | asbio

Footer:

=l

;Whule Document

Figure 5-3. The Page Setup dialog box contains the Margins,

Format, Font

Paper Size, Paper Source, and Layout Tabs.

To changethe style of thefont click on the Format menu and then click on thethe Font command.

Font is used to describe the style of thetext. = HE
TimesNew Romanisapopular font that is easy i | oramcrecsaong |
£ Fant Siyle: :
to read. e — oy o
Thisis TimesNew Roman S = g W ﬁf
This is Arial 2 Vo et ook i R RS
This is Brush Script MT i g
. . . ) |I|-.-r~:'| ﬂ |i Bado :_j
Point sizeishow largethefont is. Too small Ellects e i :
makesit difficulttoread. A pointsizeof 12will | e T
be appreciated by readerswhofindit difficultto = T S T &kCap | I
rwt'nytext Tha = a TruaT pps font. This szme Bont vl be used an both your penber snd pout seen.
(==

Figure 5-4. Format, Font dialog box.

TimesNew Roman
Thisis12 point
Thisis 14 point
Thisis 16 point
Thisis 18 point

Thisis 20 point

Arial
This is 12 point

This is 20

This is 14 point
This is 16 point
This is 18 point

Brush Script MT
This is 12 point

This is 14 point
This is 16 point
This is 18 point

point This is 20 point
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12pts =

1"

Go ahead,

Measure me!

Character Spacing

Every font isdesigned to include acertain amount of space between characters. Character spacingisasetting that

letsyou put more space between the letters.

Fuonl i E2
Fort = e ]|
e

Spacng  [Hard = oed H T
Boslion. [Hornd =l Be | Dasisuk
M ogmrngtwFoe | 2 Paris andAbave

Other Character Attributes

Superisubscript

Thiz 15 an example of superscript: Ml Bd= R

Thiz 15 an example of subscript: Hy O 15 water.

Character Styles

T his is hold

This is ITALIC.

Thiz 15 underlned
THIS I3 SMALL CAPS.
THIS IS ALL CAPS.

This-1s-normal-spacing for-Times-Mew-Eoman
Thistzcondensedbyr 14ty
This-is-ezpanded-by-2-pt. 9
This-is-expanded-by-4-pt.

California State University

o
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Format, Paragraph
To changeaparagraph’ sattributes use the Format menu and sl ect the Paragraph command. Paragraphsare
indicated by thesymbol \ To seethe paragraph symbol you need to turn on the Show/Hide feature. Todo this

locate the paragraph symbol on the standard tool bar, point to it with your mouseand click onittoturniton. To
turn the Show/Hide feature back off click ontheicon again.

Note: If you leave your mouse pointer resting on top of anicon on atoolbar abox will drop down indicating what
thetool isfor.

In aword processing document the simplest element isacharacter. Characters are used together to formwords
and wordsare put together to form aparagraph. Every single character can haveadifferent style appliedtoit.
Every paragraph in aword process ng document can be formatted differently. This can cause headachesfor the
usersif they don’'t understand how to set up or change character stylesand paragraph styles. Of course, you could
just typeinyour text using al default settingsand never worry about style changes, but that would be dull!

I ti_slllore Fun to add YOUT own stgletoyour documents. ©

Format, Paragraph

Paragraph 7] :
|_ndér:1ts;_jé|nl:| S_pal:ing i Tt Eloia T
bty e =Spacing

Left [ =] | Before e =
| Bight = T
Ak

u[

: Tabz .
| Special: _-EI;_:- : Line-Spacing: |
;[nune] ;’ . i ﬁ ;Single j i ﬁ {
| F'[E-cwaw- R ] e s e s e s

M.igru'ruant

Saniple il'\ll:l € Saniple iﬂllﬂ ac San ple irll:l E.nl:d c Tra Enpl
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Figure 5-5. Format, Paragraph dialog box.
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Thebasic attributes of aparagraph are: indention, spacing, line spacing, and aignment.

I ndention isasetting used to placetext in adocument to theright or left of the margins. Marginsremainfixedin
most word process ng documents. Once the document’ smargins have been set up they don’t change throughout
the entire document. To movetext away from the marginindention isused. L eft indention movesthetext away
from theleft margin and right indention movesthetext away from theright margin. Text can positioned either insde
of amargin or outside of themargin. Indention isuseful for drawing attention to specific paragraphsin adocument.
A specid indention called, First Line, isused to begin thefirst linein aparagraph away from the margin and keep
theremaining linesin that paragraph at the default margin setting. Thisisthe most common indention used for typing
term papersor reports. Thisindention replaces the old typewriter method of pressing the spacebar fivetimesto
indent thefirst line. The TAB key should never be used to indent thefirst line becauseif the default tab settingis
changedit will affect all TAB key entriesin your document. It isbetter to learn the indention toolsand to use them.

Default paragraph settingsare shownin Figure 5-4.

Examples

Indentiontoolslocated on
thehorizonta ruler makeit
easy to set up or remove
paragraphindentions.

This-paragraph-as-notindented -The-left-and-right-margins-are-set-to- 1. 25" from-the-left-
and-right-edge-of-the-paper -Thete xt1z-aligne d-to-the-1eft - Thetextwill-line-upralong - the-
left-tnar gin-and-wordsthat-do-not-fit-on-the-line -will wrap-to-the-next-line -Motice-the-
position-of-the-indention tools ow the-ruler - The-character-spacing-is-normal-and-the-line-
spacingris-set-to-single

The-nextp aragraph-will-remain-in-the-same-style-as-the-paragrapb-before-unles s-the-word:
processors-paragraphestyle-options-are setup-differently Line-numbers-have-been:
imecludedburare-norusualy-parvofithe-defaultsetup g

i

W00 =] Oy L I ) D e
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First Line Indention

This-paragraph-has-beer-styled-as-first ine-indented: by-0.5" - The-lett-and-right

margins-are-set-to-1. 25" -from-the-left-and right-edge-of the-paper. “The-fir st-line-will-be gin-
0.5" from-the:lefmargin, “words-that-do no - fit-on-the line-will- wrap to-the sne xt-line-right-
torthermargin-(0 " indention), notice-the-position on-the-indent-the-first-line t ool -on-the-:
horizental-rule - The-character-spacing-s-normal-and-the-line-spacing-is-set-to-single

The-nest-paragraph-will-remain-in-the-same-siyle-as-the-paragrap b-before-unless-the-
word-processors-paragraphe-style .options-are: set-up-diffe rently. -Lines-numbers-are ancluded-
but-are'not-a-default-paragraph-settmg

1

I

Ean Yo e n R o I T U T e

—

Hanging Indent

Thizs-paragraph-s-an-illustration-o Fa-hanging-mdent - The-first-line in-the-paragraph-begins-
at*the'margin-{0*+mdention), the-following-line s nthe-paragraph-begm-at the-
location-where-the-hanging-mdent-tooliap ostioned- en-the-horizontal-rule

Meotice-thepostion-of-the-indention-tools-otrthe-horizontalrule §

» Hanging-mdeniz-are-frequently-used-for-settngup -bulletsin-a-document. - The-text-
will-wrap-and-line-up-with-the text-above-itand-notthe-symbol-used-for the-bullet

. Bulletsrare-useful-for-malkinglists

The-next-paragraph-will- remaunein-the -same-style-as-the-paragraph-before-unless - the-word:

H processorsparagraph-style-options-are-set-up-differently

L e R R L

[
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Left and Right Indention

O e A0

This-paragraph’ s-style-1z-setup-for-left-
indention-(1"and-night-indention-(2").- The-
text-fits-between-the-two-ndent on-settings-
asundicatedron-the horizontal-ruler §
Thenext-paragraph-will:remain-in:the -same-
style-asthe-paragraph-before -unless-the-word-
processoTs-paragrap hrsiyle-options-ars-setup-
differencly

WO DD =] O Lh e L D =

Checking a Paragraph’s Current Settings

A paragraph’ scurrent style settings can be checked by clicking thetext insertion pointer anywhereinthe
paragraph, clicking on the Format menu and selecting the Paragraph command. The current settingswill display in
the Paragraph dialog box.

i Paragraph EE|

Sanpic Teac pr TracSampic Teor Serapic
cac Sarapde Trac Seraplc Trac Sapls Trac
Serapic Trac Saraplc TracSanpic Toar Seapic
Teac Sanapde Toae Seraplc Teac Sasepde Teac
Smrapic Teac Saraple Trar Supic Tear Seraple
Trac Sarapic Tear Sareplc Treac Saspic Trac

Figure 5-6. Paragraph dialog box.
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Making Changes to Paragraph Indention Settings

If theformatting of aparagraph isnot right the quickest way to correct it isto click anywhereinthe paragraph, then
look at theruler and make sure each of theindentiontool s (triangleslocated on theleft and right of theruler) are
positioned correctly. If not, click on theindentiontool you wish to change position of and drag it to the correct
location ontheruler. You may need to repeat thisprocedurefor different paragraphsin your document. To save
even moretimeyou can give each paragraph formatted differently aname and apply the same styleto every
paragraph you want formatted with the same attributes. See, the Word Help menu and select Microsoft Word
Help Topics, click onthe Index tab to select it and typein Styles in the search for text box. There are several
examplesand explanationsfor defining and applying paragraph styles.

Help Topics: Microsoft Word

Contents * Indes il'_ll"hj i.ﬁrts.we:"-ﬁﬁzadg

1 Tvpe the first few letters of the word vou're fooking for.
istﬂ
2 [Click the index entry vou wark. and then ciick Display.

i Strini$ function - I

Style ztatement
StylelescE(] function
StyleM ame$]] funchion
STYLEREF field
shyles

applving

AutoFormat

built-ir

copping and renaming

creating and editing

deleting
VETYIE =
prifiting
shyle gallen
templates :_J

Figure 5-7. Word Help is useful for answering formatting questions.

Note: When using Word Help you only need to start typing in the keyword and the program begins searching
alphabetically through the Hel p database.
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Rulers and Text Boundary

Thehorizontal ruler isused to indicate aparagraph’ sindention settings and the document’ stext boundary. Thetext
boundary isdetermined by the document’ smargin settings. Text isusudly kept inside of thetext boundary. Textis
rarely typed outside of the marginsexcept for unusual circumstancesrequirer aspecial indention set up for that

document. Themargin settingsareindicated by thewhite color on theruler. Thetyping spaceisdetermined by the

paper size and the margin settings. For default margin settingsthere are six inches of typing space acrossand nine
inchesdown.

he text-boundary1s shown -here by the famt-dotted Ime -around the -document. Text 1s-
posiioted inside of the boundary. - The text houndary conesponds to the docuwment *s:
ynargin-settings fff

Figure 5-8. Text boundary.

Thevertical ruler isused whentheview is set to Page Layout. Page Layout displaysthe document asasheet of
paper and givesyou agood ideaof exactly what they document will look like when printed. Thetop and bottom
margin settings areindicated by thewhite color ontheruler.

=

Figure 5-9. Vertical ruler displays in Page Layout view.
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Creating a Document Using Word

After Word has started ablank document should appear inthe Word screen. Thetext insertion location isindicated
by asmall flashing vertica line. The new document will be set up using the default document settings as defined by
thenorma template. If adocument window isnot present, click on the new document icon located on the standard
tool bar.

Itisgood practice to maximize the application and document windowsto take advantage of viewing your work in
asmuch of the screen aspossible. If the application window isnot aready maximized, point to the maximize button
for the application window and click on Repest this procedure for the document window using the document
windows maximize button.

Next, choosethe view you prefer to work in. The choicesare normal view or pagelayout. In normal view the
background issolid white and you can't tell where the edge of the paper is. In pagelayout, the background |ooks
like asheet of white paper. You can tell whereyour text is positioned relative to the edge of the paper. Either view
isfinefor typing aletter or apaper. However, certain advanced features, such asfootersor headers, will only
display inthe pagelayout view.

To change the document’ sdefault page setup va ues salect the Page Setup command from the File menu. Enter any
changesto the paper size, orientation, margins, etc. and select the OK button.

Most experienced word processorswill encourage usersto typein the document text without trying to format the
charactersand paragraphsasyou type. You can save hours of frustration by typing in your text and then applying
thevarious character stylesand paragraph styleslater. Whatever way you chooseto work, remember, every
character can beformatted differently and every paragraph can have adifferent style. Also, pay attentionto the
ruler if the style of the paragraph isincorrectly formatted. A paragraph may be set for left indention when you want
it tolineup onthe margin without being indented. It iseasy to remove unwanted paragraph stylesor to add astyle
to aparagraph by using the Format menu and the Paragraph command. Advanced features, such asfootnotes, can
be added to adocument by utilizing the extensive Help program that isincluded with Microsoft Word to learn how
to usethem.

Don’'t forget to SAVE, SAVE, and SAVE again asyou are working on your document. Hours of work can belost
by not saving your document to your own disk. Take your disk when you leave the computer [ab!

MS Word Useful Shortcut Keys

F4 Repesatsthelast command

Ctrl + Spacebar Resetsthe selected text to the default text style

Ctrl + Shift+N Resetsthe selected paragraph to the default or Normal paragraph style
Ctrl +C Copy selected text or graphic

Ctrl + Shift+C Copy selected formats

Ctrl +V Paste copied text or graphics

Ctrl + Shift+V Paste copied formats

Ctrl + HOME Move cursor to the beginning of the document

Ctrl + END Move cursor to the end of the document

Ctrl +P Print the document
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Word Processing Rules to Live By:

Never double-space after apunctuation mark such asaperiod, comma, quotation, semi-colon, colon,
guestion mark, exclamation, etc. A Word Processing program KNOWS you used a punctuation mark and the
correct spacefor thischaracter isbuilt into thefont spacing.

Try tousesymmetry.

i.e. If you single space after abracket on theleft then single space beforethe bracket on theright.
Examples

“Whenwill you ever learn to use thisprogram correctly?’, exclaimed theteacher.

The correct value (for those of you who care) isforty.

Select thetext “ Tip:” near the bottom of the page.

ALWAYS check your spelling using the SPELLING todl.

Usethe Tab Stop to digntext. NEVER try to aigntext in columnsby using the spacebar. Infact, if you need
to use the space bar morethan two times consecutively then, “now itistimeto useaTab Stop instead.”

L eavethe Show/Hide character feature on. Thisalowsyou to seewhereyou used a Tab, Spacebar, Enter or
other formatting in your document. The symbolsused to display theseformats are called nonprinting characters
and will not be part of your printed document.

Learn to usetheindentiontools. Check theruler to see how theindentionisset up for agiven paragraph.
Remember, every paragraph in adocument can be set up with adifferent paragraph style.
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