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Starting Up
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Click on the Start button and choose New Office Document from the Start menu. 

2. When the New Office Document dialog box appears, click on Blank Document, then click on OK.

3. A blank word processing screen will appear.

Re-Opening an Old File

1. Click on the Start button and choose Open Office Document from the Start menu.

2. When the Open Office Document dialog box appears, find the drive that stores your file using the drop down look in: menu. Click on the drive name, then click on Open.
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4. Find your file, click on it, then click on Open.

Saving a File to Your H: drive or a Floppy (A:)
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Click on File. 

2. Click on Save As..
3. A Save As.. dialog box will appear. 
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Click in this rectangle.
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5. Click on 
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Your H: or 3 ½ Floppy (A:)
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Make sure that the drive that you wish to save to appears in the top rectangle.

[image: image18.png]s | aper sz | papersourcs | Lt |

Top W= [P
gottom: [ =
Lt - |
Right |
ater: [0 z
From edge.
tesden o5 =
Fotern  [os =] | @pelytar [whole document
™ Miror mergins
aul oK Concel





[image: image19.png]orgns Peper i | esprsnres | Loy |

Paper sie; Preview

[EECETETR——
width S|
Height: |

Orentation

 portrai

€ Landscape

apply o

[whle document

ok

Cancel





7. [image: image20.png]Jomw- Iy | awsshopes - \ N OO E 4l & - £ A




If you have organized folders, find the folder that you would like to save in, then click on 
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9. In the File name rectangle, type in a file name. 
[image: image26.wmf]
8. Last, click on the Save button.

[image: image27.png]WOl oo =R |



[image: image28.png]


Saving a File that you have Saved Before

1. Use the mouse to select File.

2. Click on Save…
3. That’s it.  (It is never a bad idea to use Save as… just to make sure that you’re actually saving where you think that you are saving.)


Printing a File

1. Use the mouse to select File.

2. Click on Print.  (More details to follow.)

3. Click on OK.

Checking Spelling and Grammar

Word underlines words that it thinks are misspelled in red. It underlines possible grammatical problems in green.

1. To run the Spelling and Grammar check, use the mouse to select Tools.

2. In the Tools drop down menu, select Spelling and Grammar…
3. The Spelling and Grammar dialog box appears. For each problem that Word finds, you may ignore or change.

4. When you are done, click on Close.

Changing Fonts, Font Styles, Font Sizes, and Colors


1. Highlight the text that you wish to change.


2. Click on the Bold, Italics, Underline, or Shadow button(s).



OR  click on the font arrow to drop down the font menu


OR click on the size arrow to drop down the size menu.


3. Choose an alignment (left, center, or right).

4. Choose text color at the bottom of the screen…   

Creating Word Art


1. Highlight some text. 

2.  Click on the slanted A icon at the bottom of the screen.


3. Pick a word art style and then click   OK . 

4. Change font and size as you wish. Click on  OK     again.  


5. Your word art appears. You may resize it by selecting it and grabbing on the handles. You may move it by selecting it and dragging from the middle.


4. You can play with your word art further by using the word art tool bar that appears. 
Inserting Clip Art
1. Click on Insert, then Picture, then Clip Art. 


2. Choose a tab, then choose a graphic and click OK.

3. Resize or move your graphic as you wish once it appears on your slide.
Creating Tables


1. Select Table from the top menu bar.

2. Click on Insert Table.

3. An Insert Table dialog box will appear.

4. Choose a number of columns and a number of rows for your table.

5. Click on OK.

6. Type in the words that you wish to have appear in each cell. Use tab to get around within the cells (or click the cursor where you would like to type.

7. Once you create your table, you may add rows, add columns, adjust cell, row, or column sizes, merge cells, split cells, sort entries, etc. Have fun experimenting.

Sorted Alphabetically by Name…

	Name
	Favorite Food
	Favorite Color
	Shoe Size

	Abby
	Pizza
	Red
	11

	Ben
	Hamburgers
	Green
	10

	Carrie
	Broccoli
	Green
	12

	David
	Tacos
	Yellow
	11

	Ellie
	Green Beans
	Purple
	10


Sorted by Shoe Size…

	Name
	Favorite Food
	Favorite Color
	Shoe Size

	Ben
	Hamburgers
	Green
	10

	Ellie
	Green Beans
	Purple
	10

	Abby
	Pizza
	Red
	11

	David
	Tacos
	Yellow
	11

	Carrie
	Broccoli
	Green
	12


Creating Columns

1. Select Format from the top menu bar.

2. Select Columns from the drop down menu.

3. Choose the number of columns that you would like.

4. Adjust column width and spacing between if you would like.


5. Choose what to apply the column format to (whole document, this point forward, or this section).

6. Click on OK.

Using Page Setup to Set Margins


1. Select File from the top menu bar.

2. Choose Page Setup from the drop down menu.

3. The Page Setup dialog box will appear.

4. Adjust margins as you wish.

5. You can apply the change to the whole document or a specific section.

6. Click on OK.

Using Page Setup to Change Page Orientation (Landscape or Portrait)

1. Select File from the top menu bar.

2. Choose Page Setup from the drop down menu.

3. The Page Setup dialog box will appear.

4. Click on the Paper Size tab.

5. Choose Portrait (regular) or Landscape (sideways)

6. Click on OK.

Using the Draw Tools


1. If you do not see your draw tools toolbar, select View from the top menu bar. In the drop down menu, select Toolbars. When the side menu appears, select Drawing.

2. You can create text boxes which allow you to position text by selecting the Text Box tool. 

3. You can create lines, arrows, boxes, and circles using these tools. 

4. Auto Shapes allows you to create a lot of neat shapes and lines. Check it out. 

5. To change how objects overlap, use Order from the Draw menu.

6. Apply 3-D and shadow effects with these tools. 


7. When you wish to change the fill or line properties of an object, double click on its border. An Object Properties dialog box will appear.


Change the fill color.

Change the line color.

Change line type.

Change line weight.

Click on OK.


Editing Pictures



1. If you do not see your picture toolbar, select View from the top menu bar, select Toolbars from the drop down menu, and select Picture from the sideways menu.

2. The best way to learn the picture tools is to experiment.  Insert a clip art picture, click on it to select it, then experiment with the tools.


3. The picture is selected when it has boxes around it. 

Don’t forget to ask about copying and pasting.  (
Click here to display the drop down box





Mohonasen employees store their files on the server (H:) drive. Some store their files on floppies (A:) for transport between home and school.
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Proofreader’s Checklist





1 space after periods or commas





No spaces before periods or commas





1 space between words within a sentence








Bring to front
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More  or less contrast





Brightness





Image cropping





Image wrap
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