Microsoft Word Training

Objectives:
e Become familiar with the Word Window, toolbars, and menus
® Learn to Save and Print

e Learn how to create tables, forms and templates

Opening Word / Menus / Toolbars

Click START - PROGRAMS > MICROSOFT WORD
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Standard Toolbar Tools

(3 Open New Document & Open Existing Document H Save

& Print [& Print Preview ¥ Spell Check
® Cut Copy B Paste

< Format Painter ok

T Undo/Redo

% Insert Hyperlink

2 Insert Table

& Open Drawing Toolbar

¥ Show/Hide Special Characters

88% ™ Zoom Tool

Formatting Toolbar Tools

Tirnes Mew Roman = 10

T Font and Font Size

B 7 U Bold Italicize Underline

Text Alignment

i
=

= = Numbers and Bullets

TN
]
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Decrease/Increase Indent

" Format Table Borders

= - Highlight

== " Font Color

***Hint: If you are looking for a toolbar, select VIEW > TOOLBARS and

select the toolbar you want to use

Chrl4-1
ChFH- O

E Save

Save As...

CtrH4-5

Wersions. ..

Page Setup...
& Prink Prewview
& Prink...  Chrl+p

Send To 3
Froperties

Exit

| Edit
%7 Undo Grammar Ignore  Cerl4-2
] Repeat Copw kel
£ cut Chrl+
Copy Chrl+iC
R, paste iy
Paste Special...
Paste as Hyperlink
Clear Delete
Select ol Chrl+4,
&% Find... Ctrl+F
Replace. .. Chrl+H
G0 To... Chrl+35
Links...
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| Wig
=l Rurimal
Bl online Lavout
|E FPage Layout
Qutlire
|:| Master Docurncnk

Toolbars

|T Euler

@ Cocurnent Map

Header and Fooker
Eootmotes
BB Comments

Full Screen

200, .,

Farmat

A Fonk. ..
= Faragraph...

Eorders and Shading...

*= Eullets and Mumbering. ..

EE Columns. .
Tabs...
Drop Cap, .

Uﬂ Texk Direckion, ..

Change Case. ..

‘@ SukoFarmat. ..
Skyle Gallery. ..

Skwle, .

J Eackaround...

Inserk Text Box
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More Colors. ..
FEill EFfects. ..

Inser:

Eeak. .
Page humbers. ..
Date ad Tine. ..
SkoTexk g
Celd...
Symba. ..

:‘lﬂ ornrnenk

Faotncke. ..
Caption, ..
Tuss-ielerence, .,

Index and Tables ..

P ckure 3
% Tzxk Box

Fle...

Chiect...

Bookrmark. ..
L Hyperlnk... Chrl+k

Tools

"B/c' Spelling and Grammar. ..
Languzge
Word Cournk ..

‘@ BatosLmmarize. .,

fatoZarreck, ..

F7

Track, Changes
Merge Jocuments...

Protect Docurnent. ..

Mail Merge. ..
=] Envelopes and Labels, ..
Letker ‘Wizard...

Macro

Templates and Add-Ins...
Caskomize. ..

Cpkions, ..




Table
_d:" Draw Table

E“: Inserk Cells, ..
Delete Cells. ..

1 merge Cells

g split Cells. ..

Seleck Row
Seleck Calumn
Seleck Table

#9 Table AutoFormat, ..

EE Distribute Rows Evenly

FH Distribute Colunins Evenly
Zell Height: and Width. ..
Headings

Comwerk Text ba Table...
El Sart...
Faormula, ..

Split Table

E Hide Gridlines

Select FILE = PAGE SETUP to

change margins or the
orientation of the page...

delp

@ Microsoft Word Help  F1

@ Cankerts and Index

k2 \what's This?  Shift+F1
Microsoft onthe Web b
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Save and Print

Saving a Document

¢ When you open a new document, save it by clicking FILE - SAVE
(or SAVE AS...) 2 name the file = choose a place to save the file 2
click the SAVE button

i |
File | i
-
latr  LIPEN.., Save in: (3 & X i ~ Toals ~
1 Yeskbon |<]
|H =2ave ﬁ’ _J My Computer
34 Floppy (A0
Save As Histary :E Local Disk {7}
= < A e < CD Drive (D3]
N =% CTice on 'elamassistaff' (H:)
j %, Efa$ on 'Mass Storage (Elama...
Iy Dacuments % Apps on Elmira Free Academ. ..
&) My Network Places
m [} My Documents
| board-presentation
Desktop (£ gov-branches
) HFP
) pre-k
i] .3 ward gifs
Favarites 52 FTP Locations
& addiModify FTP Locations -
; ;g@ﬁle name: |name—o‘f—documenl | 4 e
&
‘}’Places Save as type: IWord Docurment (*.doc) ﬂ el ’

¢ Once you have saved the document, click the SAVE = button on

your Standard Toolbar to save your work every few minutes

Print
21

rPrinket

Mame: | 5 werox DocuColor 2240 PCL 6 | f

Skatus: Idle Find Prinker ... |

Tvpe: werox DocuColor 2240 PCL &

Where: IP_172,19.9.37 [ Print ta File

Comment: ™ Manual duplex
Page range Copies
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i Current page " Selection

i~ Pages: ¥ Collate

v
Enter page numbers andfor page ranges
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Options. .. Q) o] | Cancel |
Tables

To print a document,

click FILE - PRINT

I. You can choose
a printer

2. Select the pages
you want to
print

3. The number of
copies you want

4. Click OK to
print
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Insert Table,

Delete Zells, .,




Creating a Table -

1. Select TABLE - INSERT 21 x|
TABLE Mumber of columns: IE (8] 4 I

2. Choose the number of columns Mrmber of rowe: > concel |
and rows for your table and ol i d;h: [ats =] autoFormat |
click OK ~ B

3. You will see a table like this fesefamat - frene)
one..
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**TIP**: to change the

size of columns or rows,

Tiries Med Roinan

move your mouse over
the border of that column
or row, then click and
drag to change the size.

4. Go to VIEW - TOOLBARS > Tables and Borders <
TABLES & BORDERS to view &
the Tables toolbar and change your |- @i & [El- 3 /i Al 2] &l =

table

5. To MERGE cells, click and drag over the cells you want to merge =
select TABLE - MERGE CELLS

6. To change column/row size, move your mouse over one of the table
borders until it changes to an arrow like this «||> or % - click and drag

the border to move it



Forms
Forms are useful when you have a document (such as weekly lesson plans)
with a format that remains the same, but the added information changes.

To create forms:

Select VIEW - TOOLBARS - FORMS ab| /O e

bl Text Form Fields: click this button when you want to leave a space on your
a )
form for people to enter their own text

v Check Box

28 | Drop-down Form Field: offers users a list of choices to select from

Form Field Options: once you add a Drop-down Form Field, click this button
to add the choices:

1. Type choices and click the

Drop-down ikem: Items in drop-down lisk: ADD button

: = [
.c-.dd—wl Ma¥& | 5. You can re-order choices
Remoyve | Ll with the MOVE buttons
=
Fn macra on N 3. Click the ADD TEXT
Entry: Exit:
I <] I <] button at the bottom if you
want to offer users help

filling in a field

Field settings

Bookmark: IDru:upu:I-:uwnl

I Drop-down enabled

[ Caloulate on exit

| Add Help Text. .. || | Ik I Cancel |

4. Click OK when finished

7 Draw Table: allows you to draw your own table line by line

Insert Table: allows you to select the number of rows and columns by clicking

and dragging over a grid

Insert Frame: similar to a text box, but form fields can be inserted into this
type of frame

Form Field Shading: a toggle switch — when switched on, form fields appear

gray; when switched off, form field cannot be seen

Reset Form Fields: if you fill in the form and want to reset all fields to their
original state, unlock the form and click the Reset Form Fields button

Protect Form: once the form is completed, click this button to begin using the
form

You may want to use a table to set up your form, to help preserve spacing.

**Once you lock a form, certain tools in Word become unavailable - SPELL CHECK
& THESAURUS, HYPERLINKS, EDIT>FIND, FORMATTING TOOLBAR...



Templates
If you make a FORM in Word, you may want to save it as a TEMPLATE

so you can use it over and over again.

*TIP: save the document as a normal Word Document until you
are finished with it, and then follow the directions below...

Once you complete the document:

1. Select FILE 2 SAVE AS from the Main Menu

File |

[ Open... ChrO
@ Save Chrl+s

| Save fs... |

Sawve ds Wel Page,.,

i

[t Pl Y

2. Select DOCUMENT TEMPLATE as the SAVE AS TYPE

3. Select the place you want to save your template (once you select

Document Template, the SAVE IN folder changes to TEMPLATES -
A—Chan € it Save As 2

to savein: () My Documents 3 @ ¥ O - Toos -
anOther @Micmsaft ‘Word Tutorials.doc
location) 3
Hiskary
4. Name the a
document My Documents
5. Click F"’.Q
SAVE Desktop
x|
Faworites

B

:I"—T" File name: @ ﬂ em

Iy Mebwork
Places Save as bype ywiord Document (%, doch Cancel L

YWard Docurment (*,doc) - =
‘Web Page [*.htm; *.html)
Web Page, Filkered (*.htmy *, html)

‘Web rchive (%, mbts *,mbtrnl]
‘Document Templake (. dok)
Rich Text Format .1t} i




Hyperlinks

Hyperlinks are text or pictures that you can mouse click to launch Internet Explorer.
They can be handy if you are creating a web portal or other technology resources for
your students to use when looking for information on the Internet.

Creating Hyperlinks: é
B
1. Open Microsoft Word B and Internet Explorer %%

2. On your TASKBAR at the bottom of the screen, you will see buttons for the

programs you have open...

ﬂfﬁtartl J & 8 » J Inbox - Microsoft Outlook ' Microsoft Word Tutorials. .. “@ Google - Microsoft Int...

3. You will use those buttons to move from one program to another by left clicking
on them.

4. With your Internet Explorer window open, you will search for a web site that
you want the students to use.

5. Once you find a site, right-click on the web address (in the Address Bar near the
top of the Internet Explorer window) and select COPY.

a Astronomy For Kids: The Planets of Our Solar System - Microsoft Interne

File Edit Wiew Favorites Tools Help

eﬁack - e B @ L:j | /OSearch *Favurltes erﬂedl

: You have copied that
web address. Now we
need to go back to

Word...

Delete

Seleck Al

6. Use the TASKBAR button to go back to Microsoft Word
.Q;JStarl:l J [ & » J Inbox: - Micrasaft Cutlack Microsoft Waord Tutarials, . I@ Google - Microsoft Int...




7. Then choose to follow directions for the type of hyperlink you want to create
(a., b., or c). to create your hyperlink:

a. Web Address Links:
i. In Word, select the EDIT menu at the top of the screen and click

PASTE
|§.:|it
K7 Undo Typing  Chrl+2
0 Repeat Typing  Chrl4v

¥ ot Chrl+
Copy kel

L=}

Paste Specil. ..
Paste as Heperlink,

ii. Press the ENTER key on your keyboard to turn it into a hyperlink.

b. Text Links:
i. In Word, type the words you want to make a hyperlink (example:

CLICK HERE )
ii. Highlight the words you typed - left click and drag over the words

(example: )
iii. Select the INSERT menu and click HYPERLINK at the bottom of
the menu.

Insert Hyperlink 2lx|
Link. ko Text ko display: |CLICK HERE ScreenTip... |

Lokin: [ HFP | @IE"I

Existing File or

YWeb Page @ Microsoft Word Tuborials,doc Bookmark, .. |
Current
‘;j Fa e Target Frame. ..
Place in This
Document Browsed
Fages
Create Mew Recent
Docurnent Files
an I 1
ndUNESS, I ;I

A

Z.

-4
E-mail Addres:
/ 5] 4 | Zancel |

iv. Press CTRL + V on your keyboard to PASTE the web address into
the address field to create your hyperlink. (CTRL+V is the
keystroke for PASTE)

v. Click the OK button
vi. The words in your link should be blue and underlined (example:

CLICK HERE)

)




c. Picture Links:
i. Insert a picture (INSERT - PICTURE - CLIP ART)

ii. Click on it once so you see handles around it:
O

O

iii. Select the INSERT menu and click HYPERLINK at the bottom of
the menu.

iv. Press CTRL + V on your keyboard to PASTE the web address into
the address field to create your hyperlink. (CTRL+V is the
keystroke for PASTE)

v. Click the OK button

*%%* When you have created a hyperlink and you move your mouse over the link, the
mouse arrow should change to a hand



