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Welcome

Welcome to the 599CD Micr osoft Word 101 Handbook.

This handbook isdesigned to be a supplement to the full 599CD video course for Word 101. We
recommend you use this handbook to follow along with the class videos. This handbook is not meant as a
stand-alone study guide.

We do recommend that you watch the course videos one time through, paying attention to the lessons
covered. Follow along with the course videos using this guide. Take notes on the pages where needed.
Then, watch the videos a second time, practicing the examples yourself on your computer.
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Lesson 1. Introduction
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Welcome to Microsoft Word 101, brought to you by MyOnlineL ear ningPar tner.com and 599CD.com. |

am your instructor, Richard Rost.

Wl My OnlineLearningPartner.c

Microsoft Word 101

Introduction to Word

Instructor: Richard Rost
richard@myolp.com

Objectives for today’ s class:

Objectives

Learn about Microsoft Word
Parts of the Screen
Entering & Editing Text
Create a Business Letter
Formatting Text
Cut, Copy. & Paste
Saving & Loading Documents

Printing ,
Wiord 101; Introduction to Microsoft Word E - E
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Our goal for today’s classisto get you up and running quickly. We'll be making a basic business letter in
today’s class. We'll cover alot of the detailsin future classes.

Pre-Requisites: Windows 101 (Intro to PCs) and either Windows 102 (Windows 98, 2000 users) or
Windows 110 (Windows XP users). We will assume you’ re familiar with a keyboard and mouse, and how
to move around in Windows.

Versions: In classwe’ll be using Microsoft Word XP (2002) and Windows XP. Most of this material
should be valid for all versions of Word and Windows, however.
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Let’s get started today by starting Microsoft Word and going over the parts of the screen. We can find
Microsoft Word on our Start Menu. Click on the Start Button and go to All Programs (or just Programs
if you're using an older version of Windows), and then Micr osoft Word.
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Microsoft Word will start. Let’stalk about the different parts of the interface. At the very top of the screen
isthe TitleBar . The Title Bar shows you the name of the document you’ re currently working on.
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To theright of the Title Bar you will find the M aximize, Minimize, and Close buttons. We cover thesein
our Windows classes.
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Below the Title Bar we have the Menu Bar .
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Below the Menu Bar there are two Toolbars: the Standard Toolbar and the Formatting Toolbar.
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Next we have the Document Area, which iswhere you enter in your document’ s text.
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Inside the document area, you’ll see the M ouse Pointer, which looks like alittle floating “1” at times.
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Wiord 101 Introduction to Microsoft Word

The Mouse Pointer is not to be confused with the Cursor, or the blinking Insertion Point line. Thisis
where your text goes when you type.
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There are two Ruler Bars, ahorizontal and vertical ruler bar. Y ou can use these to find your location on

the page.
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There are also two Scroll Bars that allow usto move up and down, left and right, throughout our

document.
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A new featurein Word XPisthe Task Pane. There are several features on this Pane that allow you to open
adocument, create a new document, and so on.
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At the bottom of the screen isthe Status Bar .
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Lesson 3. Custom Setup

Before we begin working with Word, there are afew options | like to change from the default setup.

Custom Setup

View > Print Layout
Zoom Ratio
Task Pane Off
Fix Toolbars

Word 101: Introduction to Microsoft Waord

First, make sure you'rein Print Layout view.
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Next, let’sturn the Task Pane off to conserve space on our screen.
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Next let’s separate the twotoolbars.
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Lesson 4. Entering Text

Now we're ready to start writing our business letter. Thiswill be acover letter that will accompany a quote
for anew computer. Begin with a simple salutation. Notice that Clippie appears. Click on “Don’t show me
thistip again,” and then “ Just type the letter without help,” and Clippie will close.

..... —r —

es New Roman [} 12 [ IR E = = iﬁitlmkslikﬂ':mu're

| writing a letter,

TFITa%

hould waou like help?

@ Get help with
wiriting the letker

& Just tyvpe the
letker withouk

Dear Mr. Sclurarzenhofiar, help B

™ Don't show me
khis kp again

—
1

E
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Notice the strange red line under the customer’ s last name. Word does not recognize this word. It thinks
the word is misspelled. We'll look at the spell check feature in detail in afuture class. You canright-click
on the word for spelling suggestions. For now, just click on IgnoreAll. Thiswill ignore all instances of
thisword in your document.

Ignore Al
add to Dictionarsy

Language: 3

ﬁp spelling...

Paste

Continue typing your letter. Notice that when you get to the end of aline, the text automatically wraps
around to the next line. Thisis afeature called Word Wrap. Do not hit the ENTER key at the end of each
line. Let Word wrap the text for you.

Diear My, Sclrararzenhoffer, i
Enclosed 15 the quote we disoussed for your new conguter system I'm saare wou'll find

the]|
2000000 ¥ i i i

Microsoft Word 101 www.599cd.com Page 15 of 63



599CD.com

Computer
Tr.nlrl'l':g

Continue typing your letter. Notice | spelled the word “within” incorrectly. See the red line under it? Word
isindicating the misspelling. Right-click on the word, and select the correct spelling from the list of

suggestions.
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Continue your letter. Notice I’ ve used the wrong instance of the word “two” in my document. Word cannot
check for context, and it doesn’t see this as a misspelling. Y ou will need to edit this manually. Click with
your mouse on the word “too” and use the Backspace or Delete keys to remove the offending “0” and edit
the word accordingly.

TIP: Rememberthe Backspace key “eats’ the character to the left of the cursor, whereas the Delete key
eatsto theright of the cursor.

Diear Wlr. Schwarzenhofier,

Enclosed is the quote we discussed for ywour nevwr coregnater systern. Iin sare yron’ll find
the price & well withm ywouw budget. fs you can see, [*ve added the extras memoryand
hard driwe you recuested. I have also added tob cooling fans to your system case,

—

TIP: You can use the END key on your keyboard to move to the end of the current line.
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Continue typing your letter. Notice | used the sentence, “we am devoted to 100% customer satisfaction.”
Thisisgrammatically incorrect, and notice that Word pointed this out with a green underline below the
word “am.” Right-click on the word, and correct this mistake with the word “are” shown.

are
Ignore ace

Grarmmar, ..

Diear vlr. Schvwrarzenhofier,

Enclosed is the quote we discussed for wour newr corgnader systern
the price & well withm ywow budget. As you can see, [™ve added the
hard drve you recuested. [have alzo added taro cooling fans to o
sure you'll find the systern & a great walue for the money. Char cor
has been selling computer syetetrs shwe 1994, We specialtze in ne
equiprnent. We also proside carry-in and on-site corgnater sippont
100%, custorner satsfaction.

About This Sentency

2 f3) [
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Lesson 5. Editing Text

Our paragraph istoo long. Resize the paragraph. Click in the middle where you'd like to break the
paragraph up and pressthe ENTER key twice.

Dear IvTr. Schwrarzenhoffer,

Eneclosed 1s the quote we diseussed for your newr corapnater systern. I sare won’ll find
the price & well within wo budget. &s won can see, Twe added the extra mermoryand
hard drrve you requested. [have alzo added tero cooling faps to yow systern case. Pm
sute vou'll find the syetern & a great walue for the money,

Oy coraparyy, PCResale WET has heen selling corpnter systerns since 1994, We
specialize in new and used corgniter equiprnert. We alzo proside camy-in ard on-site
corrpnter support. We are devoted to 1000 custoraer satisfaction.

b [E]= 4] | r

Click on the Show/Hide I button on the toolbar to show non-printable characters.

ble  Window  Help Type a gueskion for help = X
LI oo | BIOEE S m%ws% 72

B U ElEEsEE-EEEE O-4-A-.
RN RN I KN SOy P

Eeer frr wwoiir newr cornnnter swstern T snire a1 1 find
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Notice all of the strange symbols now on your document. Y ou will see the places where you hit ENTER as
paragraph marks. These are called hard returns. Y ou will also see little dots replacing your space
characters.

Drear-hr - Schwrarzenhoffer,
1

Enclozed-iz-the quotewe-discussed: foryournewrcomputer-system. - ' mesureyo
the-priceiswel-within-your-budget - Azyourcan-see, I’ veadded-the extramem
hard-drve-yowrequested - Fhave-alsoadded-taro-cooling- fans-to-yoursystenrca
sureyow - find-the-systan-is-a great-value- forthetnoney -
Il

[our-company, P CResale MET-has-heen-selling:computer-systems-since: 1 994 -4
specialize-din-new-and-used-computer-equiptnent. - We-also-provide-cany-in-and-
computer-support. - We-are-devoted-to-1 00%-customner-satisfaction. |

To put these paragraphs back together, just delete the paragraph symbols using the Delete or Backspace
keys. Delete them like any normal characters.

Dear-Wr -Sctwarzentioffer, | I
1
Enclozed-ds-thequotessre-discussed-forvyour-newcommputer-systere - Uinssureyo
the-priceiswwell-withiti-your-budget -Asyou-cat-see, I veadded-the exdratnem
hatrd-drive-youtrequested - I-have-als c-added-two-c ooling- fans-to-your-systetnca
sureyow’ II-find-the'system-is-a-greatwalue- forthemoney §0urcompany, PCRe
has-heenrzelling-computersystems-since-1 994 We-specialize-in-new-and-used-
equipment. -“Wealso-provide-carry-in-and-on-sitecomputer-support - We-are des
100%0-custotmer-satis faction. |
1

al= ¢ |

TIP: Use the keyboard shortcut CTRL-END to move to the bottom of your document. Use CTRL-
HOME to move to the top of the document.
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