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Word Processing

Microsoft Office 2007

It is very important that you read the instructions in this book carefully and
follow them accurately.
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Do not insert your floppy disk at this time.

Turn on your PC by pressing the button on the front of the machine. If the monitor is turned
off, you will need to turn this on also.

Wait for the Operating System to load.

Soon you will see a login box. Enter your password and click OK (For security reasons, your
password will appear as a series of dots).

Once entered, your PC will now log you in as a user. When it has finished loading, your screen
should look something like this. A small egg timer icon may be seen which indicates the
computer is busy loading icons and shortcuts. When this disappears, you are ready to start.

If you have a floppy disk, you can insert it now
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Well done! NOW TURN TO THE NEXT PAGE
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Click the Start button at the bottom left of the screen
Then, from the menu that pops up, choose Programs (or All Programs).
Follow the blue line across to the first box where you will see Microsoft Office.

Then, follow another blue line into the next box to Microsoft Office Word 2007.
Click on the name or the icon and Word will open and look like this

Make sure you always select the No Spaces button otherwise your text will be double spaced.
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sure you can do it easily, so if you had any difficulty, practice doing it again and again until
are completely confident. To do this, you will need to close Word again by clicking the X at the
top of the screen - then open it as you did before.

If you are asked if you wish to save changes to the document, answer No

When you are satisfied you can do it, TURN TO THE NEXT PAGE
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*** READ THIS ***

Soon, you are going to enter some text so here are a few tips to help you:

. When typing in text there is no need to press the RETURN/ENTER key to go down to the
next line. Just keep typing and the computer will automatically take your text to the
next line for you. This is called WORDWRAP. However, when you do want to start a new
line or paragraph you must press the RETURN/ENTER key.

. Press the Space Bar only once between each word BUT when you want to start a new
sentence, i.e. after a full stop and the next capital letter you enter two spaces.

. Do not enter a space between a letter and any punctuation mark.

. If you are typing a lot of text in capital letters, use the CAPS LOCK key to turn the
capitals on. When you no longer need them, press the CAPS LOCK key again to turn them
off.

If you only want one capital letter, it is best to hold down the SHIFT KEY dtype the
letter dthen release it.

As you type you may see red wavy lines or green wavy lines appear beneath certain words;
these are either spelling mistakes (red) or grammatical errors (green). Do not worry about
them just yet as you will learn how the computer can correct them for you. If none appear, it
means you have spelled all the words correctly and have the right spacing between words and
punctuation marks.

When you understand the above, type the text below remembering word wrap.

ABOUT COMPUTERS

A computer is an electronic machine that is automatically controlled; it can
store a vast amount of information and works at fantastically high speeds.
Computers do not have brains, the thinking is done by humans who feed them
information and program them to perform particular tasks.

Computers can be used by individuals, or as part of a network. The largest
computer network is the World Wide Web, which allows users to communicate
with others and access information from all over the world.

Type your name here

When you have finished and your work looks something like that above,
TURN TO THE NEXT PAGE



Checking Spelling and Grammar

As you have just learned, if any spelling mistakes have been made a wavy red line will appear
under the misspelled word. If there are grammatical errors, these will be underlined in
green. To correct these mistakes, do the following:

CLICK ON the REVIEW TAB at the top of the screen.
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Then, click the ABC icon on the ribbon.

You will see this window

Spelling and Grammar: English (U.K.)
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You will notice that the incorrect words appear in the upper window and a correct spelling or
grammar suggestion in the lower window. To accept the correction, click the CHANGE
button. This process will continue throughout the document for each incorrectly spelled word
or grammatical error. Once finished, you will be told that the check is complete. Click OK.

You can also do exactly the same thing by pressing the F7 key on your keyboard.

|l f there are just one or two words with a wavy
document you can click the RIGHT mouse button on that word and a pop up menu of

suggested corrections will appear. Left click on the correct word and it will automatically be
changed for you. The wavy | ines will then disap
as Word will, perhaps, not recognise it; if this is the case, click Ignore Once.

When you understand, NOW TURN TO THE NEXT PAGE
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Saving Your Work

*xx READ THIS ***

Everything you save during this course you will save to your floppy disk or your USB if you have
one, but because your computer doesnd6t know t hi

memory called oMy Document soé. You must navig
This is how:
_,--—-\.i.q- 7] ‘_?m B Document CIICk On the
j New Save a copy of the document = Office Button,
B ffw 5y Word Dacument e
> - = f:;-lf‘;?e document in the default file
B o | S ot ot o " then from the menu select
- be used to format future documents, ———

Word 37-2003 Document

v ocument that is fully
compatible with Word 97

“E!Ib gm Db . Find add-ins for other file formats Save AS (NOT Save)

Learn abaut add-ins to save to other
formats such as PDF or XPS.

?./f Prepare » | f—] Other Formats
Open the Save As dialog box ta select from

= all passible file types.
_@ Send »

/' Publish »
g Fubls

L

Llose
| ] word Options | |X Exit Word

This window will appear.
You wi |l pr ob MpDoguménis d i & h &ate Irbbbxe but you are going to save to
your floppy disk or USB key so click the arrow at the side.

Sovehs 7% -
- A drop down menu will appear:
Saiein: | ) o bevel e books 2007 ed - K Ly - . ) .
s e = Click on the drive where you wish
Templates I5) Kitky's Documents 1
el o to save the file.
= Doouments |5) Sheila's Documents
Boeston hj Shar;edp;cumen?s\
acal Disk {C:) e
o ‘vao.ﬁwmiem:; ——3Y%,60 Floppy (A:)
Deocument: My Network Places
My ’ .ﬁ M: Documents b USB Key (E)
i':um.ter
KMy Hetviark .
My Documents will be replaced
by3%,6 Floppy (A:) i
box.
— 5 Then - in the File name box, type
S e re— 3 the file name: Computers
Tooks |~ I Save 1__’5!“' |

Finally click the Save button

Although you can save any file with any name you wish, it is always a good idea to name it with
something relevant to it. For example, you have typed a document about Computers, so name

it: Computers. You will notice that when you come to save - by default - the first line of
whatever you typed wild/l bhes isiumacceptalde andFmudtlee na me : 6
changed to something more suitable.

Knowing how to name files and where to save them is very, very important so practice this.
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CLICK on the Office Button
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H Save -
H Save As b
When the menu appears, click on the
| r__._LﬂAPrinr » . .
e Print icon
563 Prepare »
_@ Send »
;Es Publish »
L
|| Close
[j Word Options ] [X Exit Word ]
e ————. |
You will then see this window Printers are very complicated pieces of

equipment when linked to a computer
and can do all sorts of clever things, but
at the moment all you need to do to save
your document is click the OK button.

Your document has now been printed so collect it from the printer and keep it for your
records.



