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Overview: Start at the beginning

In this course, you'll learn how to create
your first document in Word.

You'll find out how to type where you
want to on a page, fix spelling errors,
make a list, change page margins, add
emphasis to some words, quickly add
some style, and save your work.
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Course goals

Create and save a new document.
Fix spelling and grammar as you type.
Add formatting to your text.

Change page margins.
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The first time you open Word
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When you open Word,
you see two things, or
main parts:

1) The ribbon, which sits
above the document, and
includes a set of buttons
and commands that you
use to do things in and
with your document (like
print it).

2) A blank document, which
looks like a white sheet of
paper and takes up most
of the window.



Just start typing

Wi d9 0= Document! - Microsoft Word e ® =
“ Home Insert Page Layout References Mailings Review View o 0
=] % CalibriBody) 12 ¢ S-Stz EEE »
) BZ U-dxx & EFE3E = AaBbCcDc | AaBbCcD¢ AaBbCi ‘A
. 7 =
Paste ATg - T Normal | 7 No Spaa Heading 1 Change Editing
= ,/ . B, A ~Aa | A A 8y - - '}l q]- orma 0 Spac Heading =] Ststes v <
_lipboard Font » Para
-
Wd9-0vls Documentl - Microsoft Word & B
m Home Insert Page Layout References Mailings Revew View 2} 0
N ) Calibri (Body) -2 v E-ENE IEEE % "
] BJZ U-#ex x & [EEmm = AaBbCeDe | AaBbCeDe AaBbCe | :
s 4 =
Paste S , o % No Spact adinc Change Editing
7 A-Y-A-h Ax D-E-8 9 rhaki oAk, Bl saar |
board Font rapl

[ 54

Press Release
Contoso Announces Quarterly Earnings Results

Earnings stronger than last y‘ear{

The cursor - a blinking vertical line in the upper-left
corner of the page
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In the document, look for
the cursor, which tells
you where the content
you type will appear on
the page. Word waits for
you to start typing.

If you'd like to start
typing further down the
page instead of at the
very top, press the
ENTER key on your
keyboard until the cursor
is where you want to

type.



Just start typing
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The cursor - a blinking vertical line in the upper-left

corner of the page
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When you start typing,
the text you type pushes
the cursor to the right. If
you get to the end of a
line, just continue to
type. The text and the
insertion point will move
on to the next line for
you.



Just start typing

Wi d9 0= Document! - Microsoft Word e ® = Once you ;Ve ﬂ n ished
“ Home Insert Page Layout References Mailings Review View o 0

2 Y ::’b;so;"_ be X, xl. ,/: ‘E IEI : :'; » | A2BbCcDe | AaBbCCOC AaBbC: % n typlng your ﬂ rSt
M P AR A A (K| D) g [|temst Jrhosm aseat 3] S RO paragraph, press the
Chipboard /s Font * graph Styles *

ENTER key to go to the
next paragraph. If you

| want more space

between the two
@ﬁ S D A - o= paragraphs (or any two
B :;“b';s";". L : f % [assbceo] assbeeo: aaBbe: |2 A |10 | paragraphs.)’ press

g AW A ae A Gtne gy | Lrtoms |nesou. Haangs - chunae cotig ENTER again and then
—— e ' start typing your second

paragraph.

| &R

< Wi

" ..
i

~> Wl 5
1

I» <’|

Press Release
Contoso Announces Quarterly Earnings Results

Earnings stronger than last veari

The cursor - a blinking vertical line in the upper-left
corner of the page

Create your first Word document |



Just start typing
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If you make a mistake
while typing, just press
the BACKSPACE key to
“erase” the incorrect
characters or words.



Fix spelling and grammar mistakes
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inserting a wavy red,

green, or blue underline
beneath the text that it

We have launched a internacional advertising campaign and plan to do seasonal . .

pribtioni Mitkighott thé rest Gy, thinks is an error.

Red underline: This
indicates either a
possible spelling error or
that Word doesn't
recognize a word, such
as a proper name or
place.

Wavy lines like these warn you of spelling and grammar
mistakes.
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Fix spelling and grammar mistakes
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Blue underline: Aword is
spelled correctly but
We have launched a internacional advertising campaign and plan to do seasonal | does not seem to be the
promotions throughout them rest of the year. |
correct word for the

sentence. For example,
you type “too,” but the
word should be “to.

Wavy lines like these warn you of spelling and grammar
mistakes.
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Fix spelling and grammar mistakes
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We have launched a internacional advertising campaign and plan to do seasonal
promotions throughout them rest of the year.

mistakes.
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You right-click an
underlined word to see
suggested revisions.

Click a revision to
replace the word in the
document and get rid of
the underlines.



Fix spelling and grammar mistakes
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If you think that you are
right, and Word is wrong,
then you can right-click the
word and ignore the
suggested revisions and
get rid of the underlines.

Wavy lines like these warn you of spelling and grammar
mistakes.
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Format text
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Contoso Pharmaceuticals today announced net income of $1.2 million, or $.06
per share, for its sixteen-week fourth quarter of FY 2004 ended June 30,
compared to a loss of $2.3 million, or 5.57 per share for the last quarter of FY
2003.

There are many ways to emphasize text including bold,
italic, and underlined formatting.
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The press release you're
typing announces the net
income and price per
share for Contoso
Pharmaceuticals.

You can call attention to
this important
information by adding
emphasis with bold,
italic, or underlined
formatting.



Format text
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Contoso Pharmaceuticals today announced netincome of $1.2 million, or $.06
per share, for its sixteen-week fourth quarter of FY 2004 ended June 30,
compared to a loss of $2.3 million, or 5.57 per share for the last quarter of FY
2003.

There are many ways to emphasize text including bold,
italic, and underlined formatting.
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Let’'s make the text bold.
Remember the ribbon
we mentioned at the
beginning of the lesson?
Now’s when you'll see
how it's used.

As you can see in the
picture, there are several
tabs across the top. Each
represents an activity area.
The second tab, the Home
tab, should be selected (if
not, you click it to select it).



Format text
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Contoso Pharmaceuticals today announced netincome of $1.2 million, or $.06
per share, for its sixteen-week fourth quarter of FY 2004 ended June 30,

compared to a loss of $2.3 million, or 5.57 per share for the last quarter of FY
2003.

There are many ways to emphasize text including bold,
italic, and underlined formatting.
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Each tab has several
groups of commands
that show related items
together.

On the Home tab, look
for the Font group,
where you'll see buttons
and commands that
perform a specific action
on your document. For
example, the Bold button
makes the text bold. Or
you can change the font
color and size of text
with the Font Color and
Font Size buttons.



Add some style
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Press Release
Contoso Announces Quarterly Results

Eornings stronger thon last year

Contoso Pharmaceuticals today announced net income of $1.2 million, or $.06 per
share, for its sixteen-week fourth quarter of FY 2004 ended June 30, compared to
aloss of $2.3 million, or 5.57 per share for the last quarter of FY 2003.

Success due to many factors:

o Asignificant market need for their vitamin supplement products.
o Asignificant advertising campaign during the spring allergy season.
¢ Asignificant deduction in operational costs,

The Paragraph and Styles groups, on the Home tab.
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You can make most
changes to text from the
Font group, but
formatting text this way
is handy when you want
to change the format of
just a few characters or
words.

However, there’s a way
to make all the changes
we just did with just one
command, by using
styles.



Add some style
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Press Release attributes, and paragraph
formatting are changed
for you automatically.

Contoso Announces Quarterly Results

Earnings stronger than last year

Contoso Pharmaceuticals today announced net income of $1.2 million, or $.06 per
share, for its sixteen-week fourth quarter of FY 2004 ended June 30, compared to
aloss of $2.3 million, or $.57 per share for the last quarter of FY 2003,

Success due to many factors:

* Asignificant market need for their vitamin supplement products.
o Asignificant advertising campaign during the spring allergy season.
¢ Asignificant deduction in operational costs,

The Paragraph and Styles groups, on the Home tab.
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Change margins
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Press Release
Contoso Announces Quarterly Results

Earnings stronger than last year

Contoso Pharmaceuticals today announced net income
of $1.2 million, or $.06 per share, for its sixteen-week
fourth quarter of FY 2004 ended June 30, compared to a
loss of $2.3 million, or $.57 per share for the last quarter
of FY 2003.

Success due to many factors:

o Asignificant market need for their vitamin
supplement products.

¢ Asignificant advertising campaign during the
spring allergy season.

e Asignificant deduction in operational costs

The Margins button on the Page layout tab.
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Page margins are the
blank spaces around the
edges of the page. There
is a 1-inch (2.54 cm) page
margin at the top,
bottom, left, and right
sides of the page.

This is the most common
margin width, which you
might use for most of
your documents. But if
you want different
margins, you should
know how to change
them, which you can at
any time.



Change margins
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Press Release
Contoso Announces Quarterly Results

Earnings stronger than last year

Contoso Pharmaceuticals today announced net income
of $1.2 million, or $.06 per share, for its sixteen-week
fourth quarter of FY 2004 ended June 30, compared to a
loss of $2.3 million, or $.57 per share for the last quarter
of FY 2003.

Success due to many factors:

o Asignificant market need for their vitamin
supplement products.

* Asignificant advertising campaign during the
spring allergy season.

e Asignificant deduction in operational costs

The Margins button on the Page layout tab.
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You also use the ribbon
to change margins,
except you work from
the Page Layout tab.

First you click it to select
it, and then, in the Page
Setup group, you click
Margins. You'll see
different margin sizes,
shown in little pictures
(icons), along with the
measurements for each
of the margins.



Change margins
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Press Release
Contoso Announces Quarterly Results

Earnings stronger than last year

Contoso Pharmaceuticals today announced net income
of $1.2 million, or $.06 per share, for its sixteen-week
fourth quarter of FY 2004 ended June 30, compared to a
loss of $2.3 million, or $.57 per share for the last quarter
of FY 2003.

|

|

Success due to many factors:

o Asignificant market need for their vitamin
supplement products.

¢ Asignificant advertising campaign during the
spring allergy season.

e Asignificant deduction in operational costs

The Margins button on the Page layout tab.
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The first margin in the list
is Normal, the current
margin. To get narrower
margins, you would click
Narrow. If you want the
left and right margins to
be much wider, click
Wide.

When you click the
margin type that you
want, your entire
document automatically
changes to the margin
type you selected.



Change margins

@ u - U s Documentl - Microsoft Word e @

=
Home  lnsert References  Mallings Review  View 2 )

b}
~

Aaj | =8 I 1y Orientation » 3~ 2) Watermark ~  Indent Spacing 7 o [
— (7] 1) Size - ¥3- heagecoor~  ER 0.25 s olaopt x Y i
Themes —. [ Margins 3 2 =1hém o~ t P o 5
- |9 - |ME Cotumns - o2~ []PageBorders EI O s smi0pt : { - [ Selection Pane A
Themes Page Setup « | Page Background Paragraph Atrange

» &1

Press Release
Contoso Announces Quarterly Results

Earnings stronger than last year

Contoso Pharmaceuticals today announced net income
of $1.2 million, or $.06 per share, for its sixteen-week
fourth quarter of FY 2004 ended June 30, compared to a
loss of $2.3 million, or $.57 per share for the last quarter
of FY 2003.

Success due to many factors:

o Asignificant market need for their vitamin
supplement products.

¢ Asignificant advertising campaign during the
spring allergy season.

e Asignificant deduction in operational costs

The Margins button on the Page layout tab.
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When you choose a
margin, the icon for the
margin you chose gets a
different color
background.

If you click the Margins
button again, that
background color tells
you which margin size
has been set for your
document.



Save, print, and close your document
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At some point you may
have a finely tuned
sentence or several
paragraphs of ideas,
facts, or figures that you
would regret losing if
your cat jumped on your
keyboard, or if a power
failure shut your
computer off.

To keep your work, you
have to save it, and it's
never too early to do
that.



Save, print, and close your document

On the ribbon, you click
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Backstage view, where you can save and print your
document.
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Save, print, and close your document
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document.

Prepare for Sharing
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Document properties and author's name
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Backstage view, where you can save and print your

document.
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In the left column, you
click Save. A smaller
window, called a dialog
box, opens. You use this
box to tell Word where
you want to store the
document on your
computer, and what you
want to call it.

After you save your
document, and you
continue to type, you
should save your work as

you go.



Save, print, and close your document
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Backstage view, where you can save and print your
document.
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Save, print, and close your document
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document.
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When you are through
with the document and
have saved your work,
close the file. Click the
File tab, and in the left
column click Close.



Suggestions for practice

Do some typing in your document.
Accept revisions for underlined words.
Select text.

Add emphasis; add some styles.
Create a list.

Change page margins.

Save your document.

Online practice (requires Word 2010)

Create your first Word document |


http://office.microsoft.com/en-us/word-help/practice-RZ101790574.aspx?section=9

Test question 1

When should you save your document? (Pick one answer.)

Soon after you begin working.
When you are through typing it.

It doesn’'t matter.

Create your first Word document |



Test question 1

When should you save your document?

Answer:

Soon after you begin working.

It takes just a second to lose your work. Get in the habit of
saving early, and saving often.
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Test question 2

Word puts a red underline beneath text. The word must be
misspelled. (Pick one answer.)

True.

False.
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Test question 2

Word puts a red underline beneath text. The word must be
misspelled.

Answer:

False.

Word enters wavy red underlines beneath misspelled words.
But Word does not have every word in its dictionary. Some
words, such as proper names, may get an underline because
Word does not recognize the word.
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Test question 3

As you type, press ENTER to move from one line to the next.
(Pick one answer.)

True.

False.
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Test question 3

As you type, press ENTER to move from one line to the next.

Answer:

False.

You don't have to press ENTER when you're typing until
you're ready to start a new paragraph. Then you press
ENTER.
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Test question 4

To delete text, what's the first fist thing you do? Pick one
answer.)

Press DELETE.
Press BACKSPACE.

Select the text you want to delete.
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Test question 4

To delete text, what's the first thing you do?

Answer:

Select the text you want to delete.

Select text by using the mouse pointer or the keyboard, and
then press DELETE or BACKSPACE.
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Test question 5

You want to add emphasis to a few words of text. What's the
first step? (Pick one answer.)

Select the text you want to format and then click the Bold
button in the Font group.

On the Home tab, in the Font group, click Bold.

Type very hard.
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Test question 5

You want to add emphasis to a few words of text. What's the
first step?

Answer:

Select the text you want to format and then click the Bold
button in the Font group.

First you select the text so that Word knows what to make
bold, then click the Bold button.
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Quick Reference Card

For a summary of the tasks covered in this course, view the
Quick Reference Card.
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Using this template

See the notes pane or view the full
notes page (View tab, Notes Page) for
detailed help on this template.



