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Microsoft® Word 2000 BASICS
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OPENING MS WORD 2000

1. Click the Start button once with the left mouse button.
2. Move the mouse pointer up the menu stopping on Programs.
3. Move over to the next menu and locate the Microsoft Word icon.
4. Click once.
CREATING A NEW DOCUMENT

1. Microsoft Word automatically opens up with a brand new, blank document.
2. Notice the name in the title bar, Document 1.  Microsoft Word names a new word processing document, Document#, until you give it a new name.  The number behind the word Document indicates how many blank documents have been opened since you started Microsoft Word.
3. Notice the blinking cursor on the screen. Wherever the cursor is blinking you may insert text.
4. Click the word, File, From the Menu Bar. A drop-down menu will appear.
5. Move the mouse pointer down the list clicking once on the word, Save As.
6. A dialog box will appear.
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The My Documents folder will appear in the Save in: text box.
8. Notice the text in the File Name text box. It is highlighted blue.
9. Immediately begin to type the words, My Newsletter. Any text already in the box will now be deleted and replaced with the new type.
10. Click the Save button on the dialog box. 
11. Once the Save As dialog box is gone, the document window will reappear. Notice the Title Bar. It now reads, My Newsletter instead of Document 1.
12. Type this paragraph in the new document window.
Note: Do not press enter at the end of each line.  Microsoft Word has a feature called word wrap, which automatically wraps the text around to the next line when it reaches the margin.

Microsoft Word is a word processing program. Like a typewriter, Word is used to create documents such as letters, newsletters, and envelopes. As you type on your computer keyboard, text is displayed on your screen.  The best thing about word processing is the word wrap feature. As you type do not press the enter key to go to the next line. Microsoft Word automatically wraps the text to the next line.  Word processing also makes it easy to format fonts on the screen. You can make the font larger or smaller, bold, italics, underlined, and even change the color. Pictures are also easy to include with your document.
13. Click once with the left mouse button on the floppy disk icon located on the standard toolbar. This will save the changes you just made to the new document.
CUT, COPY AND PASTE

1. Position the mouse pointer to the far left margin even with the first line of text until the pointer becomes a white arrow that faces in toward the document.
2. Click and hold the left mouse button and drag down until you highlight the entire paragraph. Note: The paragraph will be highlighted black and the text will turn white.
3. Locate the standard toolbar at the top of the Microsoft Word window.  Note: The standard toolbar is located directly under the menu bar.
4. Locate the icon that looks like a pair of scissors.  Click the icon once.  This command cuts the entire paragraph off of the screen.  The text is placed on the clipboard (a temporary storage space).
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5. Now locate the icon that looks like a clipboard with a piece of paper on top.  Click the icon once.  This command pastes the text back onto the [image: image4.emf]

screen. 

6. Highlight the first paragraph once again, following the previous steps. 
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Locate the icon on the standard toolbar that looks like two pieces of paper on top of each other.  Click the icon once.  Although it appears that nothing has changed, in actuality a copy of the text has been placed on the clipboard.  The original text stays on the screen.
8. Deselect the highlighted text by clicking the mouse anywhere in the document.
9. Click the mouse just after the last period in the paragraph you typed.
10. Press the Enter key on the keyboard two times.
11. Locate the paste icon on the toolbar.  This icon looks like a clipboard with a small piece of paper on it. Click the icon once.  A copy of the first paragraph is placed where the cursor is blinking.
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FORMATTING TEXT

o Iy & | mostepes- N NOOE B[ 2-L-A-=S=c0@.
[Page 4 Sect W0 [Bter nal ot |rec fiir Ea o | G|

Astart| | 7] 39 S LS %@ @) || Siinbox-0u..| Ewebdws...| EMicotlin. | [Pwodand..[[@Mswor . |[EBAIE L BB 10.44AM





FORMATTING TEXT
Bold, Italics, and Underline

1. Double-click on the word, newsletters, from the paragraph you just pasted.  Double-clicking highlights one word. Locate the B icon on the Formatting Toolbar.  Note: The Formatting Toolbar is located just under the Standard Toolbar.  Click the B icon once.  Notice that the word, newsletters, is now Bolded.
2. Now locate the I icon on the Formatting Toolbar.  Click the icon once.  Notice that the word, newsletters, is now Italicized.  It is also bolded from the previous step.
3. Locate the U icon on the Formatting Toolbar.  Click the icon once.  Now the word, newsletters, is underlined.  It is also bolded and italicized from the previous steps.
4. Practice this on other words and sentences in the paragraph.
Changing the Font, Font Size, and font color

1. Highlight the word, newsletters, in the second sentence of either paragraph.  Locate the Font Name from the Formatting Toolbar.  Notice the black arrow that points down.  Click this arrow once.  A menu will drop down showing a list of available fonts.  Click on a different font name.  The word, newsletters, now has a new look.

2. Locate the Font Size from the Formatting Toolbar.  Click on the down arrow to view the drop-down menu.  Click on a different size.  The word, newsletters, has now changed size. Fonts are measured in points:  8 point, 10 point, 12 point, 14 point, etc.
3. Practice this on other words and sentences in the paragraph.
4. Highlight the word, color, in the second to last sentence from either paragraph.  Locate the Font Color icon (it looks like an A with a color bar under it) from the Formatting Toolbar.   Click on the tiny black arrow to view a color palette. Click on a different color.  The word, color, changes to a new color.
5. We will practice font color changes in the next exercise.
MAKING A BULLETED OR NUMBERED LIST

1. Click just after the last period in the last sentence on the screen. You might have to scroll down to see the last sentence.
2. Press the Enter key on the keyboard two times.
3. Type these words on the next line:
This is a list of fruit: (make sure to include the colon :)
4. Press the Enter key twice.
5. Locate the Bullet icon on the Formatting Toolbar. Click the Bullet icon once. Notice that the icon is pressed in. This indicates that it is turned on.
6. Type the word apples. Press the Enter key once.
7. Type the word oranges. Press the Enter key once.
Notice that each line automatically starts with a bullet.

8. Type the word bananas. Press the Enter key once.
9. Type the word peaches. Press the Enter key once.
10. Press the Backspace key on the keyboard once. This allows you to start the next line without a bullet.
11. Press the Enter key once again to create a blank line.
12. Locate the Numbered List icon on the Formatting Toolbar. Click the Numbered List icon once.
13. Type the word red. Press the Enter key once.
Notice that Word automatically recognizes that you are making a numbered list and inserts the next number.

14. Type the word, green, and press the Enter key once.
15. Type the word, blue, and press the Enter key two times to end off the list and create a blank line.
16. Following the previous lesson, change the words red, green, and blue to different colors.
FORMATTING PARAGRAPHS

1. Click anywhere in the first paragraph. You may have to scroll up to view the first paragraph.
2. Locate the Justification icons on the Formatting Toolbar.  Notice that the Left Justification icon is depressed indicating that this paragraph is justified to the left.
3. Click the Full Justification icon once.  The paragraph is now fully justified. Full justification is when text is blocked at both left and right margins.

4. Experiment with Left, Center, Right, and Full Justification using this document. Note: Lines of text can only have justification applied to it if word wrap has been used.

PRINTING A DOCUMENT

To print one copy of every page:

1. Make sure the printer is on.
2. With the left mouse button, click once on the printer icon on the toolbar. One copy of every page in this document will print.
To specify pages, copies and/or color:

1. To specify copies, pages or color you must use the Print dialog box. Click the File menu and choose Print. The Print dialog box will appear.

2. To specify a certain page click in the Pages text box and type the page number. Example: If you wanted pages 1 and 10 you would type, 1,10.
3. To specify the number of copies per page use the arrows on the Number of copies text box or type in a number.
4. To change whether a document will print in color or black and white, click the Properties button located at the top right of the dialog box and follow the options listed.
5. When you have finished choosing options click the OK button to begin printing.
SAVE CHANGES

1. From the Standard Toolbar, click the floppy disk icon once.  This will save any changes made to the document since the last save, or,
2. From the File menu choose Save.
CLOSE THE DOCUMENT

1. Click the bottom X located at the top right corner of the window, or,
2. From the File menu choose Close.
EXIT THE PROGRAM

1. Click the top X located at the top right corner of the window, or,
2. From the File menu choose Exit.
SHUTDOWN THE COMPUTER

1. Click on the Start button once.
2. Click on Shut Down . . . once.
3. Click in the radio button next to Shut down the computer?. Note: this option may already be chosen. If so, continue to the next step.
4. Click Yes once.
5. Make sure to take the floppy disk out of the floppy drive.
6. Turn off the power to the computer.
7. Turn off the power to the monitor.
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