
Follow to learn Word Chapter 5
1) Open Fulton
a) Path: HandInOut\C-Nielsen\Hand-Out\CTech\Word\05-Fulton
b) Save as “05-Lesson” in My Documents\CTech\Word file
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2) Deleting Blocks of Text – removes text permanently from the document

a) Select the RE: Section and the space below (Re: Omura…)

i) Press the Delete Key
(1) What happened?
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3) Cutting blocks of text – temporarily removes the text from the document

a) Select the 2nd paragraph including space below (I am preparing…)

i) Click Cut on the Home Tab, Clipboard Group (Press Cmd + X)
(1) What happened?
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Pasting blocks of text – inserts the text back into the document

a) Put cursor in front of 1st paragraph (The attorney…)

i) Click Paste on the Home Tab, Clipboard Group (Press Cmd + V)
(1) What happened?
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Copying Blocks of Text – creates a reproduction of the text
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Select the Signature section (Sincerely – Attorney at Law)

i) Click Copy on the Home Tab, Clipboard Group (Press Cmd + C)
(1) Deselect the Text

6) Saving as a Separate Document – making the cut/copied text into its own document

a) Start a new blank document [image: image8.jpg]41 Heiont 25"
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(Press Cmd + N)

i) Click Paste on the Home Tab, Clipboard Group (Press Cmd + V)
(1) Save as “05 Sig”
(a) Close the document (Press Cmd + F4)
7) Adding an additional letter
a) Move to the end of the document (Press Cmd + End)

b) Press Shift + Cmnd + Enter (Page Break)
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HandInOut\C-Nielsen\Hand-Out\CTech\Word\Contract

8) Office Clipboard – lets you copy multiple items to paste later
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Display the Scrapbook
i) Click the Reference Launcher button in the QAT, or in the View Menu
b) Clear the Scrapbook
i) Select all items in Scrapbook then click delete (2X)
c) Copying into the Clipboard

i) Select the 1st paragraph and space below (It is understood…)

(1) Click and drag to the Scrapbook
ii) Repeat for all the paragraphs in the document – include the space below 

d) Close Contract (Do Not Save)
9) Using the Scrapbook to Prepare a Letter
a) Make “05-Lesson” the active document

b) Insert the Date

i) Click Date and Time on the Insert Menu
(1) Click the Month, Day, Year Option (3rd from top)
(2) Check Update Automatically

(a) Click Ok

ii) Press Enter 4 times

c) Type the Letter Address

(1) “Mrs. Nielsen” and press enter

(2) “Albion Middle School” and press enter

(3) “2755 E Newcastle Drive” and press enter
(4) “Sandy, UT  84093” and press enter twice
d) Type the Salutation

i) “Dear Mrs. Nielsen:” and press enter twice
e) Pasting Scrapbook Items

i) Display the Scrapbook, if you’ve closed it
(1) Click the Reference Tools button on the QAT
(a) Click on Paragraph 1 (It is understood wherever…) to paste.
(b) Click on Paragraph 5 (The Corporation recognizes…) to paste.
(c) Click on Paragraph 2 (Both the Corporation…) to paste.
(d) Click on Paragraph 4 (The purpose of this…) to paste.
f) Clear the Scrapbook
g) Close the Scrapbook
10) Inserting a Document – add a file to the location of your cursor
a) Insert Menu
i) Click File (toward the bottom)
(1) At the Insert File Dialog box, select My Documents/CTech/Word/05 Sig

(i) Click Insert

11) Clip Art – adds graphics that are part of Office
a) Press Cmd + Home and click in front of the date
b) Inserting Clip Art

i) Click Clip Art in the Media Button on the QAT
(1) At the Clip Art task pane
(a) Select a picture
(i) Drag it onto the page
ii) Close the Clip Art task pane
c) Formatting Clip Art – making changes a graphic
i) Click on the Clip Art to select
ii) Changing the effect of the graphic
(1) Click Format Picture on the Tab Bar (Purple)
(a) Click Compound Frame Black on the Picture Tools Format Tab, Picture Styles Group
iii) Changing the border of the graphic

(1) Click Picture Border on the Picture Tools Format Tab, Picture Styles Group

(a) Click Standard Red

iv) Changing the size of the graphic
(1) Click in the Height box on the Format Picture Tab, Size Group

(a) Key in 2.5” and click on the graphic

v) Changing the Rotation of the graphic

(1) Click Rotate on the Picture Tools Format Tab, Arrange Group

(a) Click Rotate Left 90°

vi) Changing the position of the graphic

(1) Click on Position on the Picture Tools Format Tab, Arrange Group

(a) Click Position in Top Right with Square Text Wrapping
12) Picture – adds graphics that are not part of Office, such as scanned photos
a) Go to Page 2 click in front of the date

b) Inserting Pictures
i) Click Picture on the Insert Tab, Illustrations Group

(1) At the Insert Picture dialog box, go to HandInOut\C-Nielsen\Hand-Out\
CTech/Word
(a) Click on “Knight”

(i) Click Insert
c) Formatting Pictures – making changes a graphic

i) Click on the Viking Graphic to select
ii) Changing the size of the graphic

(1) Click in the Height box on the Format Pictures Tab, Size Group

(a) Key in 1.6” and click on the graphic

iii) Changing the position of the graphic

(1) Click on Text Wrapping

(a) Click Through

(b) Move the graphic to another location on the page
13) Document Preparation

a) Change the font to 13-point Bradley Hand ITC for the whole document.

14) Name Requirement

a) Click Footer, on the Insert Tab, Header & Footer Group. 

i) Click Blank (Three Columns).

(1) Column 1- Click on [Type text] and Key Your First and Last Name

(2) Column 2 – Click on [Type text] and Key Your Period

(3) Column3 – Click on [Type text] and Key “05 Lesson”
(4) Change the Font of the Footer to 13-point Bradley Hand ITC.
ii) Click the Header & Footer Tools on the Title Bar

iii) Click Close Header & Footer, on the Header & Footer Design, Close Group

15) Save again and close. (Press Cmd + F4).


