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A very useful Basic Microsoft Word Tutorial can be found online at:


www.baycongroup.com/wlesson0.htm





When ready to Print:


 


1. Click on File


2. Click on Print





Word will let you print:


 


 All pages


 The current pages


 A selection of a page


    (what you have highlighted)


 Only a specific page or pages


 Multiple copies 


 


 


 





Before printing a document, it is a good idea to check the Print Preview first.  This will show how the document will look when printed.


 


1. Click on File


2. Click on Print Preview


 


Here you can see if the orientation needs to be changed (found under File, Page Setup) and how many pages it will be.


 


To exit the Print Preview, click on Close at the top middle of the toolbar





PRINTING





Microsoft Word - Vista


word processing program


 


(Scroll down for XP version of Word.)


 


 





Use the menu bar to go to different tool bars.





Open the Word                  program by clicking on the shortcut icon on  your desktop. 


 


Your cursor will be blinking in the text area.  The cursor is where the your actions occur on the screen.





	The menu bar at the top of the screen list 7 different ways to customize your document.  Click on the name of the option and it will show you the tools you can use. 





	The Microsoft brand Word program is used to type documents such as letters, resumes, etc.  A document you type can be printed and saved.  Options such as font size, font color, spell check, and thesaurus make it a very useful program.





Change font style and size





Make Bold, Italicize, Underline





Align your text





Home





	Under the Home tab at the top of your screen, you will find ways to change your text such as bold, italicize, underline, center, size, color, make list, and more. 





	To change your text:


 


Click on the type of text you want using the toolbar:


 


Example: click on the B for bold  - when you type, the text will be bold.


 


Or


 


Type your text using the standard format, then highlight the text you want to change, and click on the appropriate toolbar button.


 





Change your margins





Page Layout





	Under the Page Layout tab is the option to change the        margins on your document.  





From the Page Layout tab you can also:


 


 Change the spacing between the lines of your document


 Change the orientation of the document (make it horizontal)


 Change the page color


 





                    Click here               


                    to print 


                    & to save                            





Choose where you want to save                using the blue drop-down arrow and      clicking on the drive you want to save in.





Name your file here by clicking in the box               and typing. 





Click here last to                 save the file.





Printing and Saving 





At any time you can print and save your document.  It is a good idea to periodically save your document to avoid losing any work. 


 


 





When saving a file, a window will appear asking you where you want to save the file. 


 


For example:


 


To save a file to a floppy disc, put a disc in the A drive and then click on 3 1/2 floppy A drive from your list. 


 


Then name the file and click on Save.


 





A very useful Basic Microsoft Word Tutorial can be found online at:


www.baycongroup.com/wlesson0.htm





To see what each icon does, move your arrow to the button and wait a moment,


a box will appear telling you what it does.


 


 





TOOLBARS





MENU BAR





TITLE BAR





The Title Bar displays the name of the Microsoft Word document you are using.  If you have not saved and named the document yet it will be called “Document”.





The Menu Bar provides options that can be accessed by clicking on the left button on the mouse.  Highlight the menu option (ex. File) and a drop-down menu will appear. To select an option from the drop-down menu, highlight the option and click with the left button on the mouse. 





Microsoft Word is used for word processing, which means typing, editing, and formatting papers, letters, etc.  There are different versions of Word that have varying specifics, but the basics are very similar.  


 


Word can check for spelling errors, move and edit text, and can perform many other functions that make creating a document easier than using a typewriter. 





412 835-2207





Microsoft Word


XP version


 


www.bethelparklibrary.org





TEXT AREA


 


The text area is where you type your  document.  The following definitions, words and commands will help you understand how to type a Word Document. 





Cursor - The blinking line that indicates where the next character will appear on the screen.  The cursor is moved by either a click of the mouse or using the arrow keys on the keyboard. 


 


Enter - When pressed, it will take the cursor down to a new line (to start a new paragraph).  If pressed twice it will leave a blank line. 


 


Tab - Indents .5 inches


 


Shift - Capitalizes letter when pressed with that other key (also used for symbols above the number and other keys)


 


Backspace - Removes a character on the left side of the cursor


 


Delete - Removes a character on the right side of the cursor


 


To Insert Text - Click the mouse where you want to insert text or a character, the cursor should be blinking, type the text or character. 


 


To Highlight Text - Click the mouse before or after the text you want to        highlight, hold down the left mouse button, move the mouse to highlight the text.


 


To make text bold, underlined, change font, size, etc. 


 


 Highlight the text you want to bold, underline, center, change font, etc. and then click on the correct button.


 


or


 


 Click on the button first and then start typing / Click button again 


 when finished to turn the feature off.


 


Undo - Found under Edit on the Menu Bar, this will undo your last action.


 


Copy/Cut and Paste - Found under Edit on the Menu Bar, this will copy or       remove (cut)  a highlighted text or image and will allow you to place it           somewhere else.  The text or image must first be highlighted.





SAVING THE DOCUMENT





To change the margins, paper size, or orientation of the document:


 


1. Click on File


2. Click on Page Setup


 


Use the drop-down arrows or type in a number to change margins.





To perform a spell check:


 


1. Click on Tools


2. Click on Spelling & Grammar


3. Select the correct         suggestion and click Change


 





To save:


 


1. Click on File


2. Click on Save As


3. Choose where to save


4. Type a name


5. Click on Save
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CHANGING MARGINS
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