Microsoft Word

Functional and Fun Word Processing

The Microsoft Word screen provides functional as you created documents.  Here is an overview of that screen and the terminology we will use in this class:
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Menu Bars give you access to all functionalities of Microsoft Word, utilizing the drop down menus under each topic.  We will learn Word today, following the Menu Bar.

Tool Bars can appear at the top of the page, bottom of the page or as floating palettes.  They provide instant access to features, without having to search through the drop down menus.
Scroll Bars facilitate moving through the document.  Place your cursor on the scroll bar and rag it up or down to move through the document.

Rulers show where you are on the page.  You can adjust margins to fit, adjust columns and tables so all areas are the same size by using the ruler.

View Icons give you several options to view your document.
Additional Toolbar at the bottom of the screen is your access to WorArt and other fun options.
The File Menu
The File Menu provides basic document functions, such as saving, printing, and setting up the page:
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Options from the File Drop Down Menu:
New will allow you to begin an additional blank document or to access Microsoft Office Templates:
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The Task Pane will launch on the right hand side of the screen and allow access to Templates.  Templates are documents that are already formatted for you, such as a calendar, a letter, a fax cover sheet, etc. 
 You will be guided through a set up to choose the style, and other information before the Template is launched.
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Open allows you to search through your private and shared files to open a saved document.

Save allows you to save a document to which you have already assigned a path and tile name.

Save As allows you to choose the path (where you want the document saved) and file name (the name you give the document).  It is always a good idea to create a path and file name early in the document’s history.  Once that is done, you only need to proess Save to make sure that all your work is available from that file.

SAVE EARLY, SAVE OFTEN.
Page Set Up facilitates the set up of your printed page.  You can set the document as Portrait (8.5” wide X 11” long) or Landscape (11” wide and 8.5 “ long), change the margins, etc.  Choose your page layout settings and Preview ho it will look on the page.  When you are satisfied with your choices, click OK:
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Print Preview and Print are File Menu options that will send your document to the selected printer.  Print Preview will allow you to view ow the printed page will look, and you can make adjustments prior to actually printing.  To make changes, just click Close and return to your document without printing.  Choosing Print will send your document to the selected printer, without a preview.

Send To is the option to choose if you wish to send your document via e-mail, fax, etc: 
[image: image6.png]Word Class Document.
Bl | et

icrosoft Word

Vew Insert Fomat Toos Table

O tew.
& open. ko

[ dose

save cti+s
Save g
Save as Web Page.

File Search,

Permission »
Versions,

Web Page Preview

Page Setup.

Print Preyen

prnt e

[E1=

send To 3

Properties
LK\HR Department..{Microsoft Word
2K:\HR Department|..{Word Class Document
3KIHR Departmentl..{Final Exam Tier 3
4K:\. \January 2005 Training Report

5K\ \Training|Reflecting on Change

Ext

Training Plan.)

window

So-o -8 O

Help  Adobe POF

Acrobat Comments

|B o 1% - @ Eread

O-¥-A-

MEIE

Type aquestion for help 5]}

i 4 i s i

our Overall Goals in Training

s you identify what you want to be able to do as a result of
ur training plan, for example, qualify for a certain job, overcome a

BOO ¢RBDOWL

Ml Recipient
Mall Recipient (For Review)
Miall Recipent (as Attachment).
Routing Recipent.

Exchange Folder

rline Hesting Partiipant
Recipient using a Eax Modem.

Reciplent using Intermet Fax Service.

velopment plan, ete. Learners are
goals at a time.

following information:
als

s int pour plan?
ledge or skills by a certain time? If

ives and learning activities to

¢ Framework to Design Your

Mirosoft Office owerPoint

3. Are you pursuing training and development in order to uddress a performunce gap?

“oma

prawe Iy | Atoshapes~ N N 1O & 41 & ml\ﬁ--lvA fﬁle;
Page 1 Ser 1 6 |[At12" nz Colt
#9start| [ mbox - Microsoft Outiook_| B Microsaft Word - Microsa |@Wnrd(lassbn(umznk

MR 2o 201




By choosing Mail Recipient, your document will be displayed as e-mail text.  Just assign the name of the person you are sending the document to.  

If you wish to send your document as an attachment, choose Mail Recipient (As Attachment).  An e-mail will be displayed with your document attached.

Notice that at the end on the File drop down menu, there is a list of document paths.  The last documents you worked on will be shown on that list for easy access.
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