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INTRODUCTION

This GUIDE TO BETTER WORD PROCESSING Version 2 is created as a
benefit for dues paying members of the Central Kentucky Computer Society, Inc.,
160 Moore Drive, Lexington, Kentucky 40503. Phone (859) 373-1000. If you
find this product useful, | urge you to have and maintain membership in your
CKCS. If you are not currently a member, please join. Go to:
https://www.iglou.com/ckcsweb/other/onlineap.htm to sign up.

This Guide is the product of a combination of topics presented at CKCS MS
Word (SIGs) Workshops and from questions asked by my classmates since May
1, 2001. Also included are many tips | have learned over the past 30 years in
working with computers and reading publications and viewing web sites. In no
way do | intend to infringe on any copyrighted material or publication.

TIPS FOR USING THIS GUIDE

When viewing this document in Microsoft Word, | recommend that your turn off
the_SHOW/HIDE feature. | also recommend you use the PRINT (or
||+ PAGE) LAYOUT view (found under the menu bar under VIEW).

Starting on page 2 is a Contents page. While viewing this Guide as a WORD
document, if you find a topic of interest, simply hold down the CONTROL key
while you click on the topic in the Content page and that should take you direct
to that topic.

Throughout this document, i f I suggest you
should use the LEFT mouse button. If you are to use the right mouse button, |
will specifically mention RIGHT CLICK.

Please understand, much of the information is based on using Microsoft WORD

©. During 2001-2003, | presented our workshops using WORD 97, since the

majority of my classmates used that version of WORD. Now however, | find the

majority have upgraded to WORD 2000, or 2002 or now version 2003. Although

there are some exceptions most all these instructions and information will be

based on version 2003. Many of the shortcuts mentioned throughout this Guide,

may not work on some other word prolisessing r
and whistlesd which makes it a power ful pr o
generally not found is less sophisticated programs.

| do hope you find this Guide beneficial.
Enjoy
Jerry Heaton, CKCS Word Processing Workshop leader


https://www.iglou.com/ckcsweb/other/onlineap.htm

CREDITS:

Thanks go to the following CKCS members who provided me tips on several
subjects over the past two years. All of those tips have been incorporated into

this document and these friends have further educated me about word
processing topics.

Bob Brown
Lilly Crawley
Martha Crockett
Lewis Dawson
Jeannine Essig
Jerry Hubble
Joe Isaac
Alice McCormick
Paul Stackhouse
Larry Trivette
Haslem Smith

SUGGESTIONS AND CORRECTIONS

Suggestions and corrections to the guide are invited because periodically, this
guide will be updated and provided to CKCS members. Be sure to refer to the
topic heading concerned, along with your comments.

Please send your suggestions and corrections to

|.heaton@insightbb.com

or mail to
Jerry Heaton, 2833 Clays Mill Road, Lexington, KY 40503

Thank you.
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VIEW OF A TYPICAL NEW DOCUMENT PAGE.

When you first open a word document there are several toolbars at the top with a
blank document page under that. The following is the way WORD is shipped to
you.

The TITLE BAR is at the top

The MENU BAR is next

The STANDARD TOOLBAR is third

And the FORMATTING TOOLBAR is next.

A ruler is displayed just above the blank work space

> > >

There are maybe 2 dozen toolbars that may additionally be displayed, but the
above list is what is normal.

The sequence of the toolbar display can be changed. For a detailed discussion
of toolbars, click here: WORKING WITH TOOLBARS. Check page number
below to return here.
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DETERMINE SPACE AND NUMBER OF FILES YOU
HAVE IN A FOLDER.

Did you know you could determine how much space and how many files are in a
particul ar f ol dRighPtclick ontSOART /ahersclick@ano d o .
EXPLORE / then right click on the selected folder and click on PROPERTIES. |
did this to the MY DOCUMENTS folder and find that | have more than 4,413 files
there i occupying more than 2.23 GB of space.

My Documents Properties 2 =]

General | Sharing I

- i IM_I,J Documents

Type: File Folder
Location: C:ADocuments and SettingshJeny
Size: 2.22 GE [2,390,939,460 bytes)

Size on disk: 223 GB [2.339.825,920 bytes)
Contains: 4,413 Files, 181 Folders

Created: Monday, May 24, 2004, 3:55:12 PM
Atibutes: 7 {Bead-oni fdvanced... |
[ Hidden

Ok I Cancel A

13



DETERMINE SIZE / FREE AND USED SPACE ON YOUR
HARD DRIVE

From START, click on MY COMPUTER and thenrightc | i ck on ACO0 (i f t ha
letter assigned your hard drive). Select PROPERTIES and a there will be

displayed a numerical as well as a graph to indicate the space used and free

space on your hard drive. The size of your hard drive is also listed.

14



WORKING WITH TOOLBARS

(This is one of three pages on this topic)
If you used a link to this topic, click here to go back
There are 30 toolbars available to you. Each has its specific purpose. For
example, you would only want to display a picture toolbar if working with pictures.
If all the toolbars were displayed at once, there would hardly be enough
workspace in which to type two or three lines of text.

The normal display of toolbars is below:

iall JERRY'S WORD TIPS.doc - Microsoft Word -0 %

File Edit ‘Wew Insert Format Tools  Table  window  Help Twpe a question for help [+ X

DA SRY {B2RS o-o- 4@ BOE=[H B[]0 -

4 Mormal+ 12 pt + Helvetica -z - B 27U ElsEsg =7|E|1n SIS EE (- S - A
I

ol - o x s

The default arrangements of toolbars shown above are
At the top is the TITLE BAR

Next is the MENU BAR

Next is the STANDARD TOOLBAR

Next is the FORMATTING TOOL BAR

At the bottom is the RULER.

The above is the default arrangement. Personally, | try to keep these items in
that sequence.

If one of your toolbars are missing or you wish to add another one for a special
project, this is accomplished by going to VIEW > TOOLBARS. Active toolbars
have a checkmark in front of them. You may activate a new toolbar by clicking
on its name in that list.

DOCKING STANDARD AND FORMATTING TOOLBARS SIDE BY SIDE

You have the option to display the Standard and Formatting toolbars separately

on two rows or they may be displayed side by side. To make your selection, go

to TOOLS > CUSTOMIZEandc heck (or wuncheck) the ASHOW
FORMATTI NG TOOLBARS ON TWO ROWS. o

In the customize list you will find  several dozens icons , any which you may
add to a toolbar if you use that use that function frequently.

15
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To remove an icon that you never use (on one that you have added and no
longer need), YOU MUST HAVE THE CUSTOMIZE MENU OPEN, then select
the icon on an existing toolbar, LEFT click on that icon and drag it to any open
space on the page and drop it. It will disappear. All toolbars are still on the
COMMANDS list and may be restored using the system listed above about
adding an icon to a toolbar.

REARRANGING TOOLBARS

You may move a tool bar by pointing to an open space, where no icons resides,
on the bar and hold down the left mouse button as you drag the bar down to the
middle of your workspace and dropping it there. You may then left click and drag
it back to place it in between two of the bars at the top of the page and the let go.
Other bars move down to allow the new position.

ADDING SPECIAL TOOLBARS

It is appropriate to utilize the appropriate toolbar for the project you undertake.
For example if you are working with a picture, you should activate your picture
toolbar. (To activate any toolbar, go to VIEW > TOOLBAR and in this case you
click on PICTURE.) Once you have a picture in place in a word document and
the sizing handles showing, all icons on your picture tool bar are active. The
drop-down list shown here offers the 19 most commonly used toolbars. To see

View | Insert Format  Tooks Tabls Window Help all 30 of the toolbars offered, go to
B tiomal B o 4y % CUSTOMIZE from this list with the TOOLBAR
S e Layour iz - B 7 U =[E tab showing. A checkmark on that list
o e 2.3 gctivates that checked toolbar.
Task Pane Stanc;ard
' —— ]l s ADDING OR REMOVING ICONS TO A
0 cocument e Contral Taslbax DISPLAYED TOOLBAR
O Header and Footer Database One may add an icon to a tool bar by going to
Drawing VIEW > TOOLBAR > CUSTOMIZE then
Markup ez select the COMMANDS Tab. Find and the
B ru scren T icon you want to add then just left click and
Zoom... el Merae drag the icon to the place you want it on the

Qutlining

toolbar and release it.

Picture

Reviewing

R In the customize list you will find many
Visual Basic dozens of icons you may add if you use that
web function frequently.

e Tools
Whord Count

To remove an icon that you never use (on
one that you have added and no longer
- need), YOU MUST HAVE THE CUSTOMIZE

Whordark
fat Wizard
u wary \Wizar

Sec 1 7175 Ak Cuskomize. .,
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MENU OPEN, then select the icon on an existing toolbar, LEFT click on that icon
and drag it to any open space on the page and drop it. It will disappear. All
icons are still on the COMMANDS list and may be restored using the system
listed above about adding an icon to a toolbar.
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MISSING TOOLBARS ON EMAIL OR WORD

Toolbars can be turned on or off on most any Microsoft product. The only
Toolbar than cannot be turned off is the menu bar. The menu bar is the one with
no icons, -- just words, i.e. in Outlook Express the menu bar has FILE, EDIT,
VIEW, TOOLS, MESSAGE and HELP.

If some of your toolbars are missing, they may have accidentally (or on purpose)
been 6turned offd. You might think that

i f

send your Email, but actuayoucangov@OLSi f t he

on the menu bar and find a SEND AND RECEIVE section.

Anyway, in Outlook Express to get all your toolbars turned on, right click in a
vacant space on the menu bar and the following listings should show;
TOOLBARS and VIEW BAR. When you left click on either one of those items it
will turn that item on. It will be necessary to right click again and then left click on
the second item to get both items turned on.

If you are using Windows Mail there is a third item you should turn on, and that is
the SEARCH BAR which is a great feature that comes with Vista..

18
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WORD COUNT IS AN AVAILABLE TOOLBAR.

If you ever want to know the number of words in one file you have open,
you should activate the WORD COUNT Toolbar in MS Word. One way to find
this toolbar is to right click on any unused space on the MENU toolbar, this will
give a list of most available toolbars. You will find the word count toolbar close to
the bottom. Click on that and that toolbar will be available until you close it. A
click on it will tell you how many words you have in the open document. For
example, J ERRY6S GUI DE TO BETTER W3R@etPRaROCESSI NG
49,140 words and final editing is not complete..

Much more detailed information is available about your currently open
document if you click on FILE on the menu bar > PROPERTIES

This is handy, particularly for students who have to write an essay of say

500 words or someone who is writing for a newsletter and wants to track the
amount of space your text might require in the Newsletter..
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WORKING WITH MULTIPLE OPEN FILES

Go to MY DOCUMENTS and open four different Word documents.

The most efficient way to switch among multiple open documents involves using
the ALTernate key plus the TAB key. With four documents open, using your left
hand, hold down the ALT key with your thumb and with your index finger tap the
TAB key and continue to hold down the ALT key. This provides an icon for each
open document, and each additional time you tap the tab key, you will move to
the next icon, which represents the next open document. To view a particular
document that an active icon represents, simply remove your thumb from the
ALT key and it is displayed instantly. Continue to use this process to skip and to
view other open documents. In my opinion, this is the most proficient way to
accomplish this task. Try iti practice this i you will like it!

| use this system to copy, into a new document, parts of other open documents.

20



MANEUVERING WITHIN A TEXT DOCUMENT

There are several ways to move around in a text documents. Try these:

1. Using your mouse pointer, you may place the INSERTION point anywhere
between letters in text.

2. You can use the four arrow keys on your keyboard (up and down, to move
one line at a time or left and right to move one character at a time).

3. You can use the PAGE UP and PAGE DOWN, to shift your screen view a
few inches at a time.

4, Use the CONTROL plus a left or right arrow key to move one word left or
right of the insertion point.

5. Use the CONTROL plus the up or down arrow key to move through a
document one paragraph at a time.

6. Use the HOME or END key to move to the front of a line or the end of a
line

7. Use the CONTROL plus the HOME or END key to move to the top of the
first page or the bottom of the last page of a document.

| recommend you practice all of these to become more proficient in moving
though your word processing documents.
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BLOCKING TEXT (Highlighting)

Bl ocking or highlighting text is anobt her way
your document. You highlight text is your first step to revise or modify your

document. Changes you make, only affects the portion of the document that

highlighted.

There are many ways to highlight (block) text. Be aware of them all, but you will
find a few, which will become your favorites.d the ones you use the most. It
helps to be familiar with them all.

1. CLICK AND DRAG IN TEXT  Use the click and drag system by placing
the pointer fAl o0 bar at the edgsandof t he t e
down and hold the left mouse button and drag across the word, phrase
sentence or paragraph.

2. CLICK AND DRAG OUTSIDE TEXT  Use the click and drag system
placing the arrow which appears when the pointer is to the left (outside) of
the left margin. Click and hold down the left mouse button and drag up or
down to the left side of your text. The same works when clicking outside
the right margin.

3. CLICK TWICE WITHIN TEXT  Using the left mouse button, click twice
on a word to highlight that word.

4, CLICK THREE TIMES WITHIN TEXT  Using the left mouse button, click
three times anywhere within a paragraph, to highlight the entire
paragraph.

5. USE ARROW KEYS  Hold down the CONTROL plus SHIFT keys then

tap or hold down any of the four arrow keys, and learn how that highlights
text for you.

6. ARROW KEYS PLUS END OR HOME  With your insertion point
somewhere in your document, hold down the CONTROL plus SHIFT keys
plus tap the HOME key, or the END key, and learn how that highlights text
for you.

7. HIGHLIGHT A SINGLE SENTENCE Hold down the control key and
click anywhere in a sentence to highlight that one sentence.

8. CONTROL PLUS A Hold down CONTROL and touch the letter A to
highlight All the text and other items in a document. This may also be
accomplished by using the mouse, clicking 3 times in the left margin of the

page.
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Once text has been highlighted, you can change the format, the font, and the
size, as you need. You may also delete the highlighted text, or click and drag it
to a new location, if that is what you need to do.

Remember, be careful as highlighted text is replaced with your next letter,
number, space or enter key you might type. (If this accidentally happens, See
UNDO AND REDO topic in this document)

To deselect highlighted text, simply click in a margin or any place where there is
no highlighting.

SELECTIVE BLOCKING (HIGHLIGHTING) A COLUMN OF TEXT

Should you have a column of figures in the middle of a page, which you would
like to bold face, or perhaps use a different type font, there are two ways to
accomplish this.

| call this system, selective blocking of text.

To accomplish this task, place your insertion point at the top left of the column
you wish to highlight. Touch CONTROL + SHIFT + F8 and in the status bar, at
the bottom of the display you will notice that the letters COL has appeared
(COLUMN) and is active (not grayed out). You may then use your keyboard
arrow keys to highlight the text you desire.

ELECTRICAL USAGE STUDY

MONTH KWH COMMENT

Out of town for Conference

Summer Air Conditioner

Construction work began
Fall season began
No Air conditioner
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CUTTING OR COPYING BLOCKS OF TEXT

First, you must hig hlight any text you wish to move . Your options to move
text include:

1. Use click and drag system. Somewhere in the highlighted text area, hold
down the left mouse button and drag the text to the new location and
DRORP it there by releasing the left mouse button

2. Use the cut and paste system. Press the CUT icon on the standard
toolbar (or use the shortcut key CONTROL + X) which removes your
highlighted text from its original location and places it on your clipboard.
Find your new location and press the PASTE icon (shortcut: CONTROL +
V) which places your text at the new location.

3. Use the copy and paste system. If you wish to duplicate the text
someplace else in your document but keep it at its original location, follow
the steps in 2 above, but use the COPY icon on the standard toolbar (or
shortcut key of CONTROL + C) instead of the CUT icon.

These same systems apply to moving clip art, pictures, etc. as well.

COPYING MULTIPLE BLOCKS OF TEXT AT ONCE

Should you have several paragraphs of text which are not contiguous, you may
copy and paste them all at once rather than doing them one at a time. For
example, if you had an eight paragraph document and you wanted to copy
paragraphs 1, 4, 6 and 7, simply hold down the control key as you use your
mouse to click and drag through paragraph one, then (with the control key still
held down,) click and drag through paragraph 4, then paragraph 6, then seven.
Once all paragraphs have been highlighted (blocked), you may cut (CONTROL
+X) or copy (CONTROL + C) them and paste them (CONTROL + V) somewhere
else.
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SHOW / HIDE FEATURE 7 (NON-PRINTING
CHARACTERS)

| prefer to have MS Word to identify spaces, tabs and paragraph marks on the
display as | type. It makes it very clear exactly what you are doing as you type,
and is particularly helpful when you need to highlight parts of a document.

m | 100 When you press the space bar, it displays as a dot between

W words as you type. When you press the tab key, an arrow is
. display each time you tab and a paragraph mark display for
each stroke of the enter key.

MS WORD has a paragraph icon on the tool bar, which toggles this feature on or
off. If you do not have that symbol on your tool bar, it can be added (see
WORKING WITH TOOLBARS

options 214| in the Table of Contents). . A
Speling & Grammar I Track Changes | IUser Information I Cormpatibility SeCOI"Id Way thIS feature can be
File Locations I Complex Scripks turned on or Of—f iS by going to

Wigw | General | Edit I Print I Save I Security TOOLS > OPTIONS > the VIEW
i [¥ Smart tags v windows in Taskbar tab’ and under FORMATTING
pﬁiéhlight - v F\gimate_d text [ Field codes - /IVlARKS > add or remove the

[ Bookmarks [ Horizontal scrall bar Figld shading; check mark in front of ALL. This
IV Status ber IV tertica srol bar action will toggle this feature on

v ScreenTips Pi olders ™ Left scroll bar
. or off.
Farmatting marks <&
[ Tab characters [ Hidden bext
[ Spaces [ optional hyphens These dOtS, arrows and
W rgsmes |Gl paragraph marks are called
Print and "Web Layout options 2 H H A
[+ Drawings [+ White space bebween pages (Print wiew only) on {ID mintin . g C h aracterso
™ object anchors Iv vertical ruler (Prink view only) ShOW 0n|y on your d|5p|ay bUt
™ Text boundaries I™" Right ruler (Print view onky) do not show on the printed
Cutline and Marmal options document.
[ wérap to window Style area width: IU" 5‘
[ Draft font: Mame: ICourier R LI Size |ID LI

Ok I Cancel |
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REVEAL CODE

The first time | heard about Reveal Code is from users of COREL Word Perfect.

MSWORD6s version of t h asedlyepeningthetaskpame be acce
(VIEW > TASK PANE or use CONTROL + F1). At the top of the task pane

section is a down pointing arrow (q ) which produces a drop down menu on

which you will find REVEAL CODE. Selecting that will provide all kinds of

information about the text located where you have your flashing insertion point.

Information shown will include font type, language, alignment, indention,

margins, layout and paper size and all of this is in one place.
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WORD WRAP

One of the best features of modern word processing program is WORD WRAP.
This feature measure your line length as you type and automatically causes your
text to flow to the next line with no decision making on your part. On the old
manual typewriters, the typist had to constantly monitor line length while typing to
be sure you did not type too close or even run off the right edge of the paper
while typing.

Using a computer, the motto is, while typing letters or reports, DO NOT press
the enter key except to end a paragraph orto  start some text anew . Letting
the computer make line-ending decisions allows you to later on, increase or
decrease font size without destroying your paragraph appearance.
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CUT AND COPY TEXT

When you CUT text, it removes it from your page and places it on your clipboard.
From there you may paste to a new location.

When you COPY text, it leaves that text in it original location and places it on
your clipboard. From there you may paste to a new location.

You may not OCUTOG and erkdeived.aHowekamgou mayt hat y ou
copy an Email you have received and paste into a NEW MESSAGE form and

there you may use virtually all the editing tools with which you are familiar in your

Word Processing program. You may also edit the original Email you receive if

you click REPLY or FORWARD icons.

Remember that CUT and COPY only applies to the text you have highlighted.

Touching CONTROL + A will highlight all the text in a Word document, an Email,
and in most cases, a web page.
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UNDO AND REDO

Two of the most valuable features of WORD allows you to UNDO changes you
have made to a text document by clicking on the curved UNDO arrow on the
standard tool bar. REDO (the other curved arrow on the tool bar) allows you to
restore changes to which you previously applied UNDO.

A impressive feature is that MS WORD records just about every edit you
accomplish on your open document. | have been able to UNDO the last 60 edits
| made to a document (and | do not believe that is the limit). You can even save
the document, but as long as you do not close it, apparently all edits are
recorded and one can still UNDO them.

e

The UNDO AND REDO Buttons on the standard tool bar

It some other word processing products, only one undo or one redo is possible.
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USING NAVIGATOR BUTTONS

Navigator buttons are useful when you are working with a long
document. They are the buttons located below the right scroll
bar on your word desktop. When they are blue (as in the
example to the right), clicking on the down pointing-twi
will search for the next appearance of the word
typed in the FIND dialog box. If the arro oint up, you would
move to the previous selection. . Normally those arrows are
black and when they are black, clicking on the double

clicking on the round button’n the middle. Let your mouse pointer hover over the
icons produced by that round button to determine your options.

._ As previously stated, when those arrows and
buttons are black, clicking on one of them
moves you to the top of the next page or the
— )
= || =3 top of the previous page. You also may use

4.7 | = the keyboard shortcut CONTROL + PAGE
lal [.ﬁ [m 3 Da DOWN to accomplish the same thing.

i

Thanks to Larry Trivette for this tip.
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AUTOMATIC CAPITALIZATION OF THE FIRST LETTER
OF A NEW SENTENCE.

When typing text, if you place a period to end a sentence, you would normally
capitalize the first letter of the next word. In addition, when you press the enter
key, WORD considers this a signal that you are ending a paragraph so again it
would be normal that the first letter of the next word would capitalized.

Word is set to insure that capitalization happens, in case you forget to do it. If
this annoys you, you may turn this feature off by going to TOOLS >
AUTOCORRECT > be sure the AUTOCORRECT tab is showing > and uncheck
CAPITALIZED FIRST LETTER OF SENTENCES. | personally like this feature
and keep it turned on (check marked).

Remember: do not use the enter key/except when you want to end a paragraph.

Let the AWORD WRAPO WobreVdrapusrdiscusden elsewherein o b .

this Guide.

AutoCorrect: English U.S.

AuboText ] AutoFormat Smart Tags ]
AutoCorrect AubAFormat As You Type

[v Show SutoCaorrect Options buttons

[w Correck Tho INital CApitals Exceptions. ..

Iv Capitalize First letker of sentences

[v Capitalize first letter of table cells [ Correct kevboard setting
[v Capitalize names of days

[¥ Correct accidental usage of cAPS LOCK key

[V -Replace text as vou bype

- —
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UNDERSTANDING PARAGRAPHS INDENTS AND LINE
SPACING

To change from single to double spacing of your text, first you highlight the text
that you want to double space. Then go to FORMAT > PARAGRAPH to see this
dialog box:

2fj| For line spacing, you have

several options: Single, 1.5 lines

Indents and Spacing | Line and Page Breaks I and dOUble plUS a feW Other

General . . . .
_ . _ . [ooiveen =] options. Changing this setting
larment m Queine el ooy tet adjusts the space between every
Direckion: " Right-to-left {* Left-to-right . .
et ation typed line and blank line on the
Before text: 0" = Syl By: page.
After text: o - none - 2 .
I = foer =111 = You may choose to add spacing
Spating before or spacing after each
Before: ot = lpespecng A paragraph. In the SPACING
After: = Err I =] || section you may add 6 pt or 12
I Don't add space between paragraphs of the same skyle pOintS Of Space either before or
after a new paragraph (6 pt. is
Presview about a half a space and 12 pt is
about a full space). This
e eliminates the need for pressing
an extra ENTER key between
paragraphs.
= o | el |} \yhen you import some web

pages to a Word document, you
may find it necessary to adjust the spacing section for your imported document to
appear as you want.

Several indention options are available in this dialog box. In an open document,
you may automatically have the text you type indented by a set number you
place in the BEFORE TEXT box in the INDENTATION section.

Remember, making a change in this dialog box only applies to the section in
which your insertion point is located. You must use CONTROL +A to highlight all
text in your document if you want the changes to apply to the whole document.

Shown above is the normal settings for the PARAGRAPH dialog box.
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You may automatically create a line space between paragraphs by entering a
number in the AFTER box in the SPACING section

Remember some of these changes may easily be made on the ruler. See
WORKING WITH THE RULER
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STYLES

There is an excellent, but little cie el AlEh el

understood, tool in MS Word which, when used TR
properly, will enhance your word processing D = ﬁ % [
experience. Itis STYLE, which is a box that N Mormal - Hi

resides on the left of the formatting tool bar (it is X

to the left of the font type name box). Its | N, .
purpose is to allow you to assign, uniformly, a EI i '
combination of font types, size and styles to text

you might highlight. THE STYLE BOX

Forexampl e: | et 6s say you have an article ab

have typed a paragraph or two about several brands of cars. You would likely
want to put a sub heading above each section, such as Chevrolet, Ford, Honda,
etc. It would be normal for all those headings to be identical in type, size and
style plus other formatting attributes. The best way to accomplish this is to
highlight the heading (Chevrolet) and assign it a style in the STYLE box such as
HEADING 1. The style box usually lists Heading 1; Heading 2, Heading 3 and
Normal plus other styles you have used recently. You would then assign
Heading 1 to all the sub heads in your document, by highlighting the heading and
clicking on Heading 1 in the style box. Do not concern yourself whether Heading
1 is how you want the finished subheadings to look.

Once you have your document complete and all headings in place under
Heading 1, then highlight any single sub heading. Change it to a font type you
want (maybe Baskerville Old Face) select a size (maybe 16 pt), perhaps you
would want to use bold face or italics or underscore or maybe even center the
heading. Make all the changes you want to that one heading. Then while that
one heading is highlighted, left click on the grey box to the right of the Heading 1

(option type) and answer the question

changeso with an OK.

Instantly, all sub headings in your document which were tied to the
Heading 1, match the new style you have established.

It is a great time saving tool when you are working with multiple sub
headings within a document.
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HOW TO CLOSE MOST ANY DIALOG BOX, DOCUMENT,
OR PROGRAM

Web page advertisers now-a-days use all sorts of tricks to make it difficult to
close their advertisements. | guess they figure it makes you look at their ad
longer. To me, it is just very irritating.

Of course, if the title bar is showing, you may click on it and drag it around until
you can see the normal close button shown below. (You may need to click the
RESTORE DOWN button to be able to move a title bar.)

MAXIMIZE/RESTORE DOWN and the CLOSE buttons.

Another option is to right click on the icon to the left of your title bar and from the
menu that appears, click on CLOSE.

The best solution: You may close most any top dialog box, document or program
by pressing ALTERNATE + F4. You can even exit Windows by using this
keyboard shortcut. See comments that follow. Thanks to Paul Stackhouse

for this input.

Some pop-up web advertisements move the focus away from themselves after
loading. In these cases, pressing ALT+F4 would close something unintended. It
is best to make sure that the window that you want closed still has the "focus
color" before pressing ALT+F4.

Note: Also some insidious porn sites can wreck the browser to the point that the

only way to get rid of multiple spawning pop-ups is to completely shut down
Internet Explorer.
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SAVING YOUR DOCUMENT

No doubt, if you have used word processing a lot, at one time or another you
may have done something, which causes you to lose some of your work. Itis a
devastating feeling and it seems that the nearly perfect work you had on the
screen is virtually imposable to duplicate a second time.

The motto is ASAVE YOUR DOCUMENT FREQUENTLYO
save your work every paragraph or two. A quick way to save is

to use the keyboard shortcut CONTROL + S. Of course the A H

primary way is to click on the save icon (shown at right) found ¥

on the Standard toolbar. The first time you save a new

document, you will be asked to give it a name. Be sure to select a name for your

document, which will aid you to find it later when you need it.

There are numerous ways to save your document. These include:
1 Click on the save icon on the Standard tool bar,
1 Use the keyboard shortcut CONTROL + S,
1 Click on FILE on the menu toolbar and select SAVE
1 Press ALTERNATE, then press F then press S.

There are times | use any one of those listed T however, just pick the ones you
like best and stick with those.
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SAVE VS SAVE AS

What is the difference between save and save as is a question | often hear.

The first time you save any document, you are asked to give it a name you can
easily recall so you might find that document at some future date.

After that, anytime you use any of the techniques described on the previous page
to save that document, it saves the latest version of the document over the top of
the original saved document.

After you first save a document, and then make additional change, there may be
a need to keep the first version of your document and keep the changed
document separately. This is when you use SAVE AS (go to FILE > SAVE AS)
you are then asked to provide a new name for the (save as) document. Once
you click OK, you then will be working with the newly named document, and your
original saved document will be intact under the original name. Changes made
to the renamed (save as) document will not affect the original document.
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PROTECTING A SPECIAL DOCUMENT

Should you create a document that you don
new changes, you should then saveshoud as a
you create a MASTER PACKING LIST that would include items to pack if going

on a trip to a hotel plus items you would need if going camping, plus items for

the car should you be driving plus items you should take when you are flying to

your destination, etc.. In such a case, you would want to preserve your master

packing list. Then when ready to make a trip you would want to modify your

master | ist by deleting those items from tha
your current trip. You could you could use your modified list to check off items as

you pack. You would want to keep your master list intact and save your modified

list with a name just for your current trip. Microsoft word offers a way to protect

your master list in this case.

To prevent accidental modification, your master packing list should be a READ-
ONLY file. When you modify and try to save a READ-ONLY file Microsoft Word
will remind you that the original was a READ-ONLY file an you must to save your
modifications with a new name. This keeps your master list intact. This is a truly
valuable feature.

HOW DO YOU DO THIS? Once you complete your master list and have it
exactly as you want it, close it, then find it among your documents and right click
on the title. Select PROPERTIES > select the GENERAL tab and at the bottom
check READ-ONLY. That is all there is to it.
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VIEWS

Microsoft Word provides you five ways to view a document on your display. By
clicking VIEW on the menu bar the top five listings are your different view

options. In addition, five very small icons at the bottom of your display (beside

the bottom scroll bar) let you select those same different views. The most
popul ar view is the PRINT LAYOUT vVvi ew.

NORMAL

Document text appears continuous with a dotted line showing page ending /
beginning and/or document sections.

WEB LAYOUT

Designed to show you how your document will look as a web page, with the text
wrapping as it would in a web browser. Backgrounds and formatting will appear
as they would in a web browser. All sorts of codes would be added to text so
that web servers have enough information display pictures and text in the size
color and placement that you desire. The codes are what web page designers
refer to HTML (Hyper Text Markup Language).

PRINT LAYOUT

Using this view, pages appear pretty much as your printer will print. The

acronym WYSIWYG applies here (What You See Is What You Get ).Everything

that will appear in the printed document appears on the screen. The layout is
more complete and accurate than in the
problems finding something you inserted in your document, try this view before

you start troubleshooting.

OUTLINE

Shows the headings and subheadings in your document. Allows you to
reorganize sections of your document and/or delete sections. This is NOT
recommended for general editing.

READING VIEW

Excellent way to simply read any document. Your text shows on the display as if
it were an open book, two pages side by side. Your document is divided by small
screen views rather than by pages. | think you will find that errors are spotted
more easily using this view. You move from page to page by touching the space
bar.
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ALLOW BACKGROUND SAVES

Any experienced computer user knows that it is important to save your work

every few minutes to prevent loss should the power fail for any reason. | check

mar k the feature fAall ow background saveso wh
OPTIONS >select the SAVE tab > ALLOWS BACKGROUND SAVEZS because

when you take action to save your work, this allows you to |mme'tely continue

to edit your document whil e
too important in a short document, but if you have a very long
as this one, ) to save, it might take several seconds. Depghding on your

computer speed, the time to save a big file might take g/vhile causing you sit and

wai t . This feature is ¢gond when you receivVve

or large file (such

Options

gt Information ] Compatibility ]

File: Locations
Wiew l General l Edit

Complex Scripts
Prink Save Security ]

Save options
[~ Prompt For document properties
[ Prompt ko save Normal kemplate
v Allow background saves [ Save data only For Farms

[ Embed TrueType fonts v Embed linguistic data
—
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INFORMATION ABOUT PROGRAM ICONS ON YOUR
DESKTOP

You may use your pointer to determine the location of program files represented
by icons displayed on your desktop. You first must click in an open space on
your desktop. Then by hovering the pointer over an icon, an information box will
appear giving you the file location. On icons for Microsoft products, additional
revision and other information is displayed instead of the location.

NOTE: To make this work, you first must click on an open (blank) space on your
Windows desktop.
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AUTO CORRECT FEATURE

AUTOCORRECT is located under the TOOLS > AUTOCORRECT.

This is a WORD feature, which automatically corrects common typing errors

people make. For example if you intend to type the word

across butaccidental | y press the fico twice, (accross)
remove the extra c so the word is spelled correctly. Also if you accidentally type

aUTOMOBILE , the autocorrect feature would change that to Automobile once

you touch the space bar.

With some thought and planning you may put this tool to good use for your

situati on. Donét forget to add any words yo
already on the autocorrect list). Then autocorrect will correct them as you type.

Go to TOOL > AUTOCORRECT and select the AUTOCORRECT tab and look

over the two boxes in the center of that menu. | prefer to keep all options check

marked in this section.

You may customize the autocorrect feature. For example if you constantly had to
type Central Kentucky Computer Society (about 33 keystrokes), you could add to
the autocorrect list of words, a key word, but not a real word, such as ckcsx --
after which you would type Central Kentucky Computer Society. Then every time
you type ckcsx and touch the space bar, those 5 letters would be converted to
the full name of the organization. Note: A shortcut to accomplish this task, type
the words you want to autotext (part of autocorrect), highlight them.

You may want to use mysig as a key word to insert, automatically, your full name
within your document.

Autocorrect will also do this

Type:) =1

Type:( =L

Type:| =K

Type (tm) = E
Thpe(c) =0©

Type (r) =®

When you type smiley faces in word using a colon and a close parenthesis, like
this :) and autocorrect will change those keystrokes to make a proper face.
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WORKING WITH TASK PANES

The task pane is a new feature found in Word 2000, 2002 and Word 2003.
When you first open WORD and view a new page or an existing document, the
task pane shows up on the right hand side.

The task pane lists at the top; the most recent opened or created documents.
This same information may also be found at the bottom of the FILE dialog box
when you click on FILE.

To turn the TASK PANE feature on or off go to TOOLS > OPTIONS > and under
the VIEW tab, check or uncheck STARTUP TASK PANE.

i JERRY'S GUIDE to better word processing.doc - Microsoft Word ==X On your Cu rrent docu ment to
Fle Edt Yew [nset Fomast Took Table ifindow Help Type a question for help [ ) .
NEHE SRY | L BBT oo DeBOD @Emm @ close the task pane, just click the
1 Mormal + {Latir ~ Arial - 12 - u - £ -2 A . .
[ ARETERRTRRKNRIEERRRRRRLYE : -~ CLOSE X which is part of that
. N Dpen a document. - -
*1.19-WORKING-WITH- TASK-PANEST =usaneeesesns DANE. TO return it to view, go to
. ﬁhe-taﬁk pane-is-a new feature-found-in-Word-2000-and Word Z_I ::z:zz:;&*‘l:ﬁtm - VI EW On the menu bar and C“Ck
- first WORD-and fing-d i Minutes matketing committes . doc
D e o oo, T ASK PANE.
ﬁhe-taﬁk pane lists atthe top; the-most recent-opened-or-create NES Elark Document
(which-may alse-he found at the-bottom of the FILE -dialog-hoxy ) Blark web Page

FILE). 9

To-turn-the TASK-PANE feature-on-oroff-goto-TOOLS > OPTIC
the VIEW tab, checkor-uncheck STARTUP- TASK-PANE

JWH notes. dot

On-your current-document to-closethe task-pane . just clickthe ] Gerersl Templates H H H
part-of that pane. To-return-itto-view, go-to-¥IEVW on-the-menu (3 Templates on my Wb Stes. . VIEW Of taSk pane On rlght Slde
TASKPANES @ Templates on Micrascftcom
—_— of document
- fl [ Add Network Place.
o (3] microsoft word Help
* [/ Shaw at starkup
== | 2
Draw - [z | Autoshapes~ S W O E 4l B E - Z-A-===2Ba@.
Page 20 Sec 1 29/180 At 33 Ilni2 Col§9  REC TRK EXT OWR Engish(Us  OX
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DOCUMENT MAP

The DOCUMENT MAP helps you navigate through a long document with
chapters / or heading.

You turn this function on or off by going to VIEW > and clickihg DOCUMENT
MAP. A pane appears at the left of your document showing only the headings in
your document, one under the other. By clicking on a previous heading, you
immediately move to that place in your document. You may return to your
original place by finding that heading and clicking on it.

This feature works somewhat like a table of contents. See CREATING A TABLE

OF CONTENTS. Note your current page number then click here go to
CREATING A TABLE OF CONTENTS
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THE DIFFERENCE BETWEEN DEFAULT / APPLY / OK

On some menus, there are three buttons at the bottom, DEFAULT, APPLY and
OK. Some just have APPLY and OK

If you only want to make just one change to a dialog box, just click OK, that
change applies only to the one document that you have open and the dialog box
will close immediately.

If you make one change to an open dialog box, and click APPLY, that change
apply only to the one document that you have open, but the dialog box remains
open which will allow you to make additional changes or perhaps additional tabs
within that dialog box.

Not every dialog box has a default button, but if it does and you click on
DEFAULT, you will get a caution message that those changes you are making
will apply to all future documents that you open under the NORMAL template.
(You would still have to click APPLY or OK to apply that change to the open
document.
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UNDERSTANDING AUTO RECOVERY FEATURE

The auto recovery time you set under OPTIONS actually SAVES your file at the

interval you set. It can help you
make up for the times you forget
to manually save your document
as you type. Be sure this feature
is check marked so it will or, It is
so important in the event of &
unexpected power failure or if
fail to close out your document
before shutting your computer
down.

This feature is found under
TOOLS > OPTIONS >SAVE

TAB> SAVE > AUTO
INFO EVERY xXMINUTES.

You may set the time for anything
from 1 to 120 minutes. The
program is shipped with that
setting at 10 minutes.

File Locations

Wit ] General ] Edit

Save opkions
[V always create backup copy
[ allow Fast saves
v Allow background saves
[ Embed TrueType fonts
r

¥ Save AukoRecover info every:
[v Embed smart tags
[ Save s

Default format

~
\l— Make local copy of Files stored on network or removable drives

= as XML properties in \Web pages

Spelling & Grammar ] Track Changes l User Information l Compatibility ]

]

] Print ] Security l

[~ Prompk For docurnent properties
[ Prompt ko save MNormal kemplate
[ Save data only For Farms

[v Embed linguistic data

5 El: mmintes

Save word files as:

| Disable features introduced after:

|Word Document {*, doc)

Lfle

o1

Cancel |

Set this for a time with which you are comfortable. Every minute or two is

probably an excessive number.
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GO TO A WEB PAGE NON STOP

It is not necessary to open a search engine, then wait for that engine's home
page plus all graphics to load (plus maybe commercials) before you type in the
web site you want to visit.

GO NON STOP: Save time and go direct to that web site by clicking on the
START button and select RUN and type your web site name, for example
WWW.CKCS.ORG then click OK and the next page you see will be your web
site. Another plus: about the last 20 web sites you visited will still be available
by looking at the drop down menu where you typed you web URL 7 no extra
typing required (this is not always the case in some search engines).

This is a much faster way to get to a known web site.
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PLACE A URL LINK IN WORD OR AN EMAIL

To create a Uniform Resource Locater (URL) in a word document or an Email,
you may type your URL or if you are visiting a particular website, you may copy
the URL that shows in the address bar at the top of your display, and paste it into
your word document or an Email. If the URL does not change to a blue color
(like this example: www.ckcs.org ) all you need to make it a active URL is to
touch the space bar on your keyboard adding a space at the end, and that should
do it.

Special note: If you paste or type a URL into an Email or a word document, the
URL will not work until you SEND the e-mail or you SAVE the word document
with a document name i after that, the URL will work.
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ENLARGE TEXT ON A WEB PAGE

If you have a wheel mouse, to a degree, by holding down the CONTROL key and
turning the wheel a slight change in text size will sometime occur.

If the text is still too small, highlight and copy that text and paste it into a new
Word document. There you can highlight the text and increase the size by
holding down CONTROL + SHIFT and pressing the (>) key several times.

For more information, note your current page number in case you wish to return
here, and then click below to see TRICKS USING A WHEEL MOUSE.
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STICKY KEYS

Touch your SHIFT key 5 times in a row and a dialog box will appear regarding
STICKY KEYS.

STICKY KEYS is a feature intended to help someone who is handicapped,
perhaps with a disabled hand or fingers.

Some shortcut key combinations such as CONTROL + ALTERNATE + (the
letter) C will place a copyright mark © among your text. This requires that you
press all three keys at the same time. Once you activate StickyKeys, in my
example, you are able to press and release each of the three keys one at a time
and still get the same results.

Below is the Sticky Key menu.

StickyKeys x|

Prezzing the SHIFT kep & times turnz on Stickykeys. Stickekeys etz you use
the SHIFT. CTRL. ALT, or WWindows Logo keps by prezsing one keyp at a hime.

To keep Stickokeys on, click OF.
To cancel Stickykeys, click Cancel.
To deactivate the key combination for Stickyleys, click Settingz.

Cancel Settings
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WORKING WITH MACROS

A MACRO is a simple method of recording a series of keystrokes and playing
them back later. If you occasionally have some repetitive typing sequence which
you use from time to time, you may choose to use a macro.

TO RECORD A MACRO

Go to TOOLS > MACRO > RECORD NEW MACRO. It will ask you to assign a
name for your new macro. Once you do that, immediately on the screen you will
a small toolbar with two buttons, a STOP button and a PAUSE button From that
point forward your keystrokes will be recorded until you press one of the two
buttons on the t ool &yurmacroBIGBLOGK. §Yaumust
either assign a special keyboard shortcuts or have an icon placed on your toolbar
for your new macro and once you do that, and click ASSIGN, a s mal |

RECORDI NGo and A P AUS HlialoR Bbb&xOdpheardN @ra your
following key strokes are recorded until you press a stop button ) Then type a
few tabs, the word Sincerely, then after several enter keys and more tabs you
type your name, etc. Pressing the ST&Rhutton ends the recording.

TO PLAY A MACRO

Once recorded, anytime you want your signature block (or whatever you
recorded) just click your icon or use your keyboard shortcut. Another way is to
go to TOOLS > MACRO > MACROS and then from the list, click on your
SIGBLOCK and click RUN.

In the box below is an example of a macro | recorded and ran.

Sincerely,

JOE DOKES
President
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USING FOOTNOTES

Should you need to use a footnote * in your document, Word has an efficient
system to help you do so.

The word footnote is an example on this page.

To set your first footnote in your document; place your insertion point after the
appropriate word, go to INSERT > REFERENCE > FOOTNOTE. Word
automatically inserts the numeral 1 in superscript by that word and also places a
footnote number at the bottom of that same page. If you have several footnotes
in a document, Word takes care of the proper numbering sequence.

Should subsequent editing of your document moves the paragraph with that
footnoted number to another page, Word will keep the footnote reference to the
bottom of the appropriate page.

! a note of text placed at the bottom of a page in a book or document
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MAKE YOUR WP PROGRAM MORE USER FRIENDLY.
This is page 1 of 2 pages on this topic

You are able to adjust the set-up of your word processing program to suit
yourself. There are several dozen things you can change or modify as you
desire.

THE DISPLAY

When you open WORD, the normal display of tool and other bars at the top of
your WORD window is as follows:

1. TITLE BAR

2. MENU BAR

3. STANDARD TOOLBAR

4. FORMAT BAR
The above is the recommended sequence.

THE RULER

Under that is the RULER. | recommend that you keep the ruler showing however
you may turn it off if you desire. Go to VIEW on the menu bar > click on RULER.
This action toggles the ruler on or off.

ADDING TOOLBARS

There are a dozen or more toolbars available to you. One way to view them is to
go to VIEW on the menu bar > and click on TOOLBAR. Another way is to RIGHT
CLICK on the blank space at the right side of the Menu bar.

When you have specific tasks to accomplish, you should turn on the appropriate
toolbars you need for that task. For example if you are working with pictures in
your word document, you should turn on the PICTURE TOOLBAR. If you are
working with a database, you should activate the DATABASE TOOLBAR etc.
Simply select the toolbar you need and CLICK it. If that toolbar is on, that action
turns it off or if off, it turned it on.
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CHANGING THE ARRANGEMENT OF THE TOOL BARS

Note the discussion of THE DISPLAY above. If you desire, you are able to
change the sequence of the toolbars as they are displayed on your screen.
Simply find an inactive portion of the tool bar you wish to move, left click and hold
as you drag that tool bar to a different position in your display.

CHANGING THE DEFAULT FOR THE NORMAL TEMPLATE

The Normal Template is a general purpose template for any type of document.
When you first start WORD, or when you click on NEW, the document that
appears is based on the Normal Template. You may modify this template to
change the default document formatting or content.

CHANGING FONT AND FONT SIZE. Microsoft set the default normal template
using TIMES NEW ROMAN font , 10 point
11 pt for your default new document.

Go to FORMAT > FONT change the font to Arial and the font size to 11 pt. In the
lower left of the dialog box is a DEFAULT button. Left click on that and confirm
your desire to make that change to your current document and to all NEW future
documents you create should start Arial 11 pt.

CHANGING MARGINS, PAPER SIZE OR PAPER SOURCE. To change any of
these items in your NORMAL TEMPLATE, go to FILE > PAGE SETUP and
change any of those items you desire. In the lower left of the dialog box is a
DEFAULT button. Left click on that and confirm your desire to make that change
to the current document and all future NEW documents should reflect those
changes as your new default setting.

REVERSE PRINT ORDER If your printer deposits printed page face up i on top
of each other, it would be to your advantage to go to TOOLS > OPTIONS >
select the PRINT tab and check mark REVERSE PRINT ORDER in the first
section. Therefore, in the future, when printing a five page document the first
page out will be page 5, followed by 4, 3, 2 then 1. When you pick them up T
they will be in the proper order.
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FILTER KEYS AND THEIR PURPOSE

To call up the FILTER KEYS dialog box, you hold down the RIGHT shift key for 8
full seconds and the dialog box below appears. This dialog box does not show if
you hold down the left shift key.

The dialog box explains one of the uses for FILTER KEYS. It has other purposes
with which | am not familiar. This feature can be most helpful to persons with an
arthritic fingers which are slow in releasing individual keys. Slow finger
movement can cause repetitive typing when it is not desired.

FilterKeys x|

Haolding down the night SHIFT key for 8 seconds tums on Filkerkeps. Filkerk eys
causes Windows to ignaore brief or repeated keystrokes and slows dowe the
kevboard repeat rate.

To keep Filkerkeps an, click OF.
To cancel Filterkeys, chick Cancel.
To deactivate the key combination far Filkerk.eps, chick Settings.

_. ............ I:IK ............ .\_I Eancel Eettlngs

................................

If you accidentally activate this dialog box, be sure to read the instructions. You
should click CANCEL unless you want to activate FilterKeys.

Once activated, you may always turn this feature off by calling up the above
dialog box a second time and click SETTINGS.
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CREATING AN ICON ON YOUR DESKTOP
This is page 1 of 2 pages on this topic
|l f you dondét have an icon on your desktop fo
program you use often) and would want one there, you may easily accomplish
this task. There are two systems to do this and | prefer the first system below.

To put MICROSOFT Word on your desktop (the steps below apply to any
program for which you want an icon on your desktop):

FIRST SYSTEM

1. Go to START> and
an MICROSOFT Word Icon there,
look under PROGRAMS> and
locate MICROSOFT Word there Insrnet Explorer O
(sometimes you will find it under it e i
MICROSOFT Office) Once you find | [ejEgrermm =0 Ko err
MICROSOFT Word (or whatever Mier o from Start mens
program you want)

2. RIGHT CLICK on the Microsoft

@ Internet __J My Documents

(the steps-k
Ancltan -4
[#] Compressed (zipped) Folder

(@ Desktop (create shortout)

B Increditail

ietwork Places

Word >hover over SEND TO > click | BBZ=—remwe fomthisbet | aee ot

on DESKTOP (CREATE Mg :pmt uimu;ume(n;)

SHORTCUT @ v ieda e [ D S crve (0
3' Close your programs treet tlas US4 8.0

4. Go back to your desktop and you

should find a Word shortcut. o) verrm s

All Programs D

!| Log off @| Turr

= PhERRy:

SECOND SYSTEM (In this example we
will place NOTEPAD on your desktop).

1. We left clicked on START > PROGRAMS > ACCESSORIES

2. Right click on WORDPADon e t i me ( dand@ftclickedenn i t)
CREATE SHORTCUT

3. This puts a WORDPAD (2) at the bottom of the list of documents

4. Left click and hold down on the new listing and drag it to a blank area of
the desktop, then release the mouse button.

5. A shortcut to Notepad is then on your desktop.
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USING NOTEPAD

Notepad is the perfect program for taking all notes (just as the name implies).
Consider using this program instead of the little pieces of notepaper you may
presently be using that get lost or the notes are or are often incomplete or
confusing. When one takes notes using NOTEPAD, | believe you tend to enter
complete messages, which tends to correct that problem.

Recommended: When on the phone, instead of reaching for a notepaper and
trying to find a pencil, open Notepad, type your basic message, finish your
message after you get off the phone and complete the note by pressing F5 on
the keyboard. The F5 key automatically puts the time and date you completed
the message. Then save the message with a name. It will be saved (normally)
under My Documents. For your information, all notepad documents are .TXT
documents.

To later find the note, simply open Notepad, right click on open and your list of

Notepad documents are there. You may delete them or print them when needed.

Just so you know, Notepad is a very

whi stleso as you find under MI CROSOFT Word
Donét plan to do much text editing on your
can do.
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WORD PAD

Everyone who uses Microsoft Windows has at least one basic word processing
program at their fingertips. It is part of Windows and is a companion to Notepad.
It is found by clicking on START > ALL PROGRAMS > ACCESSORIES and
select WORDPAD.

As indicated, WordPad is a very basic word processing program. It is easy to
use to do some word processing; however, if a more advanced word program is
available, such as Microsoft Word, of course you would and should use that.

As a basic program, WordPad does fine. You can accomplish a lot with it but
there is very little computer help available to you. For a few examples, WordPad:
Does not signal any misspelling or grammar problems
A There is no autocorrect help;
A There is not a dictionary available for spelling, synonyms or a thesaurus
A There is no automatic numbering
A You cannot create our use tables like you can in Word
In addition, there are several other differences.
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OPENING A NEW (BLANK) WORD DOCUMENT.

1. Those with MS Office go to the Office tool bar and click on the W to open a
blank word document page or go to Office tool bar and click on NEW
DOCUMENT >then click on BLANK (WORD) DOCUMENT.

2. Those with only MS Word, click on START > PROGRAMS > MICROSOFT
WORD. (There may be a Word icon visible as soon as you click on START.)

3. Click on the Microsoft Word listing (or icon).

If you use MS Word a lot, the ideal system is to create an icon on your desktop.
To do this;
See PUT AN MS WORD (or any) ICON ON YOUR DESKTOP.
First, check the page number below in case you want to return here.

60



USING BORDERS AND SHADING
This is page 1 of 2 pages on this topic

Most word processing programs provide you some tools to "dress up" your
documents rather than just sticking with plain text. One way is to use borders
and shading.

To put a border around a
heading, first you select the
heading by highlighting it.
Then go to FORMAT select
BORDERS AND SHADING and
select the BORDERS tab. You
have several buttons, offering a
box, a shadow box or 3D etc.
You select the style line from the
STYLE section and there are
probably 20 types of lines to
select. In the COLOR section,
you may assign a certain color to the line or leave it black. In the WIDTH section
you determine how wide to make the line - something from %2 point to 6 points in
width. Once you click on OK the style of the line, the color and width you have
selected will appear around the whole word to form a box from the left margin to
the right margin.

If you desire that the borders not be the full width of the page margins, all you
have to do is change your margins for bordered text.

SHADING

Another way to dress up a document is to add colors or shades of gray behind
selected text. To do this you go to FORMAT, select BORDERS AND SHADING,
be sure you have selected the SHADING tab, then you may add a color or shade
of gray inside a box or around any text you have highlighted.

PRINTING DOCUMENTS WITH SHADING

If you choose to print a document or an Email with a background color, which you
copy, and paste into Word, it may consume a lot of your color ink cartridge.
Before you print it, highlight the text that has the color background and go to
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