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Day 6-Lesson – Follow to learn Word Chapter 1
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1) Double click on the Word icon

a) Displays 
i) Title Bar
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File Tab

iii) Quick Access Toolbar
iv) Tabs/Ribbon
v) Scroll Bar
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Open a document – gives you access to a previously created document.
a) Click Open on the Quick Access Toolbar (Press Ctrl + O)
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In the Filename Box type “I:”
c) Double Click on the Guymon-CTech Folder
d) Double Click on the Excel Folder
i) Click Up One Level (Press Alt + 2)
e) Double Click on the Word Folder
f) Click on the File “01-Carnival”

g) Click OK
3) Insertion Point – Indicates the location of the next character.
a) Moving with the mouse

i) Click in the middle of the word “thousand” in the 2nd paragraph
b) Moving with the keyboard

i) Press Home – takes you to the beginning of the line

ii) Press End – takes you to the end of the line

iii) Press Ctrl + Home – takes you to the beginning of the document

iv) Press Ctrl + End – takes you to the end of the document

v) Arrows – move you one character or line at a time in the indicted direction
4) Save a Document – lets you give a document a new name and make it yours.
a) [image: image13.jpg]EMERALD HEIGHTS ELEMENTARY SCHOOL CARNIVAL

The fourth annual Emerald Heights Elementary School
Carnival will be held on Friday, April 6, in the cafeteria of the
school. The carnival will begin at 6:00 p.m. and conclude at
9:30 p.m. iF YOU CAN VOLUNTEER TO WORK A BOOTH,
PLEASE CALL mIKE sHELTON AS SOON AS POSSIBLE!

Over a thousand toys have been purchased to give awayas
prizes at the booths. A new supplier is providing 20 new
gadgets that the children will find fun and interesting!

Hot dogs, chili, pepcorn, and soda will be served until 9:00 pm,
BRING YOUR APPETITE! Food tickets can be purchased at the
school in advance or at the ticket booth during the carnival.

Mark Friday, April 6, on your calendar! Plan to attend the
carnival and have an exciting and fun-filled evening with your
family!
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Click on Save As on the Quick Access Toolbar
b) In the Filename Box type “H:”
c) Double Click on the CTech folder
d) Double Click on the Word folder
e) In the Filename Box type “01-Lesson”
f) Click OK
g) Press Ctrl + End

5) Format Characters – lets you change the appearance of text in a document.
a) Caps Lock – types all letters in capitals
i) Press Caps Lock on Keyboard
ii) Key in Your Favorite Candy Bar 
iii) Turn off Caps Lock and press Enter 1 time

b) Bolding – types the text darker
i) Click the B on the Home Tab, Font Group (Press Ctrl + B) 
ii) Key in “Computer Technology”
iii) Turn off Bold and press Enter 1 time

c) Underline – types the text with a line underneath
i) Click the U on the Home Tab, Font Group (Press Ctrl + U) 
ii) Key in Your Favorite Ice Cream Flavor
iii) Turn off Underline and press Enter 1 time

d) Italics – types the text at a slant
i) Click the I on the Home Tab, Font Group (Press Ctrl + I) 
ii) Key in “Office 2010” 
iii) Turn off Italics and press Enter 1 time

e) Formatting after typing

i) Key in your Favorite Day of the week and press Enter 1 time
ii) Select the Day and turn on Bold, Italics, and Underline 
iii) Deselect the text


6) Selecting – lets you highlight parts of a document that needs to be changed.
a) Whole Document

i) Click Select on the Home Tab, Editing Group

(1) Click Select All (Press Ctrl + A)
b) Selecting Specific Text

i) Click in front of the title “EMERALD HEIGHTS ELEMENTARY SCHOOL CARNIVAL”

ii) Hold the left mouse button down and drag to the end of the line 

iii) Press Delete

c) Selecting Words

i) Point at “chili” in the 3rd paragraph and double click the left mouse button
ii) Press Delete

d) Sentence 

i) Hold down the Ctrl Key and click left mouse button in ‘toys” in the 2nd paragraph

ii) Press Delete

7) Undo – lets you fix or take out a mistake you just made.

a) Click Undo on Quick Access Toolbar (Press Ctrl + Z)
b) Click undo two more times (everything returns)

8) Styles – changes the text to predefined settings

a) Select the Title “EMERALD HEIGHTS ELEMENTARY SCHOOL CARNIVAL”

i) Click Title, on the Home Tab, Styles Group
9) Font – set of characters with a common design and shape.
a) Select the whole document. (Ctrl + A)

b) Click the Font arrow, on the Home Tab, Font Group. 

i) Scroll to and click on Bookman Old Style.
c) Click the Font Size arrow, on the Home Tab, Font Group 

i) Click 15.
10) Colors & Special Underlines – changes the tint of text and puts a fancy line underneath the text.
a) Select the 1st sentence in paragraph 1 (The fourth annual…)

i) Click the Font Color arrow, on the Home Tab, Font Group
(1) Click the Standard color Green
ii) Click the Underline arrow on the Home Tab, Font Group
(1) Click the Wave Underline
b) Select the 1st sentence in the 3rd paragraph (Hot dogs, chili, …)

i) Click the Font Color arrow, on the Home Tab, Font Group
(1) Click the Standard color Blue
ii) Click the Underline arrow on the Home Tab, Font Group
(1) Click the Dotted Underline.


11) Change Case – Changes the case of existing text (lower or upper).

a) Changing to Uppercase – change the letters to All Capitals.
i) Select the text “Bring your appetite” in the 3rd paragraph

(1) Click Change Case on the Home Tab, Font Group
(a) Click UPPERCASE
b) Changing to Toggle Case – changes the letters to first lower and the rest capitals.
i) Select the 3rd sentence in the 1st paragraph (If you can…)
(1) Click Change Case on the Home Tab, Font Group
(a) Click tOGGLE cASE

12) Manual Page Breaks – Separates text from the cursor down onto a new page.

a) Put cursor in front of your Favorite Candy Bar.
i) Click Page Break on the Insert Tab, Pages Group (Press Ctrl + Enter )
13) Superscript - Decreases the font size and raises the text to the top of the line

a) Press Ctrl + End

b) Key 43 and Press Enter 1 time 
c) Select the 3

d) Click Superscript on the Home Tab, Font Group (Press Ctrl + Shift + =)
14) Subscript - Decreases the font size and lowers the text to the bottom of the line

a) Press Ctrl + End

b) Key H20

c) Press Enter 1 time
d) Select the 2

e) Click Subscript on the Home Tab, Font Group (Press Ctrl + =)
15) Symbols – adds different characters to your document

a) Press Ctrl + End

b) Click Symbol, on the Insert Tab, Symbols Group. 
i) Click (.
c) Click Symbol, on the Insert Tab, Symbols Group.
i) Click More Symbols.

(1) Change Font to (normal text) at the top of the drop down list
(a) Click the Á (9th Row, 1st Column) 
(b) Click Insert

(2) Change Font to Webdings

(a) Click the Spider – 1st row, 2nd Column 
(b) Click Insert

(3) Click Close

16) 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 “01-Lesson”
(4) Change the Font of the Footer to 15-point Bookman Old Style
ii) Click the Header & Footer Tools on the Title Bar

iii) Click Close Header & Footer, on the Header & Footer Design, Close Group
17) Save again, print, and close. (Press Ctrl + F4)


