Step-By-Step
b

o In your w1-6 file, right-click
the word desination.

e The menu of suggested
spellings appears (see

Figure 1.15).

e In the spelling list, click
destination.

0 The misspelled word is
replaced by the correctly
spelled word.

6 @CHECK) vour screen
should look like Figure 1.16.

6 Save your file.

H Continue to the next exercise.

" Microsoft Office 2007

Homonyms are words that
sound the same but have
different meanings (for
example, to, too, and two).
The Office 2007 Spell
Check feature highlights
potential homonyms so
you can be sure you are
using the correct word.

Academic Skills

The use of proper spelling
in a document is very
important. A document
with errors will not be well
received by readers.
Always read the final
document to find errors.

Lesson 1: Exercise 1-9

EXERCISE 1-9
Correct Spelling Errors

Word helps you find and correct spelling errors as you work on a document. A wavy
red line under a word indicates that the word may be misspelled. This tool is helpful,
but you still need to proofread to make sure that all words are spelled correctly and

that your grammar and word selection are correct. (We will look more at the Spell
Check function in Lesson 3.)

FIGURE 1.15 Spelling correction suggestions
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Step-By-Stép

0 In your w1-6 file, click

immediately before the
word difficult (see
Figure 1.17).

e Press DEE‘TEI nine times to
delete each letter of
difficult. Key: hard.

0 Click after the word really.

e
Press |[< BACKSPACE l seven

times to delete the word
and the extra space.

e Click before the word final.

e Hold down (ﬁL and

press DELETEI. The word
final is deleted.

Click at the end of the word
exactly.

0 Hold down CT‘RL land
press . The word

exactly is deleted.

OcH ECK) Your screen

should look like Figure 1.18.

Save your file,

Continue to the next exercise,

Lesson 1: Exercise 1-10

EXERCISE 1-10
Delete Text

Sometimes you need to edit, or change, your document by deleting text. There are
several ways to delete, or femove, unwanted text from a document. Some of these
ways are outlined in Table 1.1.

TABLE 1.1 Ways to delete text

Keyboard Shortcut
E ?Ac:KsTAcT]
r?T\RLI + QT;A@AE]

[pecere] Deletes the character to the right of the insertion point

- + IETEI

Result

Deletes the character to the left of the insertion point

Deletes the word to the [eft of the insertion point

Deletes the word to the right of the insertion point

FIGURE 1.17 Use the Delete key to delete characters to the right
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EXERCISE 1-11

Undo and Redo Actions

o In your w1-6 file, click at
the end of the second

sentence. Press the click Undo to erase a step you have just performed. If you want to restore the change,
spacebar once. Key: click Redo to bring it back. Click the Undo drop-down arrow to see how many
However. changes you can undo in your document.

e On the Quick Access FIGURE 1.19 Text has been reinserted using the Redo function
TOOIbar’ click Undo ' /E\- = I g wl-6-shryant - Microsoft \f
The word However e ) —==
disappears. ‘ 3‘-\7 | Haonje | Insert ‘Page Layqut Refergnces Mailings Reviewy View

% |l caibr (Body) ML W Y R = |15 ) (24))

6 On the QAT, click Redo 1B S
. The word reappears. | “Fosts 7 B L Ui abe ¢, 6" Aa-||® - A - =

]
bl

==& 5

# |/Clipboard T Font IF] Paragraph
O OCHECK) Your screen e e e L e
should look like Figure 1.19. lUndo button,
6 Click Undo. The word . . . o o
disappears again. Settmg-goaIs-ls-an-lmportant-part-of-achlewng-success.-lt-ls-r ~,
destination-if-you-do-not-know-exactly-where-you-want-to-g
0 Select the first worg ]

Setting. Press DE‘LETEI.

0 Move your pointer over

Undo. Notice the o e
ScreenTip now reads
Undo Clear. FIGURE 1.20 Deleteq text is restored using the Undo function
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"/ Microsoft Office 2007

Setting-goals-is-an-impoﬂant-part-of-achieving-success.-It-is-h |
youdo-not-know-ex.ac’th,;r ‘where-you-want t0-go.-However9]

The Repeat button
appears on the word QAT
by default. The Redo
button only appears when
yOu can redo an action.
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EXERCISE 1-12
Close a Document

o In your w1-6 file, click

office (©),

9 Locate but do NOT click
the Exit Word button in

the Office meny (see FIGURE 1.21 yUse the Office menu to close a document

: ; . & P » = 1-6-sb t- M ft Word
Figure 1.21). Clicking Exit {‘@1 Y- , e BT
| ek 9 e Revie: Vie
Word would close Word j . Recent Documents — -
| News = | <= s=l[A
and all Word documents || 1 wi-s-sbryant i | B 5[4 AaBchD(] aasbced AaH
ou have open B open 2 Goals = ‘EME-]{,&' [ TNormal [ No Spaci.. Headi
y p ’ T 3 Memo-sF =) | Iragraph ] Styles
p i 4 Meeting_Outline-SF = F
| Save =
e In the Office menu, locate Il H - 5 Flyer-sF =
but do NOT click the Close B sven s ‘ ,
button. Clicking Close = Jccess.-It-is-hard-to-plan-how to-reach-
| Usssd] Print » |
would close the Word | dﬁf} =
document you have open. ﬁ Prepare »
o Click outside the menu to |Lgg serd
close the Office menu. |4 pusisn »
6 C'le Close (See J.N_}“ Close “—@SG a document,
Figure 1.22). Your Word 7 ; LT_ Wogggq“oﬂ [S(E;twga;
document closes,
6 OCHECK) vo screen

should look like Figure 1.22,
FIGURE 1.22 worg document closed

- Continge to the next exercise
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open document at a time.
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button will exit Word.
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'S‘tep-By-St'ep

i

o Choose Office>Open.

e In the Open dialog box,
click the Previous

Locations box drop-down
arrow. Select the location of
your data files. Ask your
teacher for the correct
location.

e OCHECK) v, screen
should look like Figure 1.23,

o Click the file Goals.docx.
Click Open.

6 Choose Office>Save As.
In the File name box, key:
Goals-[your first initia| and
last name] (for example,
Goals-sbryant).

G In the Save in box, locate
your folder.,

o In the Save As dialog box,
click Save.

6 OCHECK) v, screen
should look like Figure 1.24,

H Continue to the next exercise.

Lesson 1: Exercise 1-13

EXERCISE 1-13 >
Open an Existing Document

useful if, for example, you are working on a team project and you need to work ona
document created by you or one of your team members,

FIGURE 1.23 Open dialog box
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FIGURE 1.24 Document resaved with student name
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Show/Hide
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| Step-By-Step EXERCISE 1-14

Combine and Split Paragraphs

o In your Goals file, make
sure Show/Hide 1 is on.
At the end of the first
paragraph, click after the
period following the

word go.
i —— Hdv-o s Goals-sbryant - Microsoft Ward - 2 x
9 Press DELETE' once to : ; ’
e Home Insert Page Layout References Mailings Review View @
delete the space between el e W T o e T [sasbconc] aasbcor aapbc, -~ A\ i
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to insert a space between destination-if-you-do-not-know-where-you-want-to-go.-bnce-you-have-a-goal,-you-mus‘t-determine-how-to- £
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o OcCHEC K) Your screen

evelop.-Then,-decide-how-youwill-learn-a-

Add a space
between
sentences

should look like Figure 1.25.

Click after the period
following the word go.
Press DETETEI once to
delete the space between
the sentences.

0 Press EN?ER' once to add a

sSpace between paragraphs.

FIGURE 1.26 Split one paragraph into two paragraphs
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Step-By-Step
\

o In your Goals file, choose

View>Zoom>Zoom .

e In the Zoom dialog box,
under Zoom to, click

200%.

e @CHECK) v, dialog
box should look like
Figure 1.27. Click OK. The
text in your document
appears larger.

0 Choose View>Zooms>
75%.

6 GCHECK) Your screen
should look similar to
Figure 1.28. Your text
appears smaller.

EXERCISE 1-15
Use the Zoom Options

magnification. You can Zoom in to make content easier to read, or zoom out to see

FIGURE 1.27 Zoom at 200%

Zoom @

") Page width iZ1 Many pages:
1 Text width

() Whole page

Percent: 2ﬁ0% i‘z ¥

|

Preview

| stz

o Find the Zoom slider on
the status bar, Slide the

normal or default setting
(see Figure 1.28).

0 Save your file.

H Continue to the next exercise,

percentage zoom to the FIGURE 1.28 The zoom slider located on the status bar
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The Zoom Slider allows
you to see automatically
how changing the zoom
affects the look of your
screen.
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| on the top right
corner of the screen. The
Word Help window opens.

In the Search box, key:
Save a document,

e OcCcHEC K) Your screen

should look like Figure 1.29,

o Click Search. A list of

O

topics appears in anew
window.

Scroll down the Jist and
click Save a document to
open instructions on how to
save documents,

6 In the toolbar at the top of
the screen, click Show
Table of Contents

0 OcHECK) vo, screen
should look similar to
Figure 1.30. Notice that the
topic is listed under Saving
and printing.

e Click Close [ ]in the

Word Help window.

H Continue to the next exercise.

Lesson 1: Exercise 1-16

EXERCISE 1-1 6
Use the Help Feature

As you write, you may have many questions about how certain Word features work.
Word Help can answer these questions for you. Enter a topic into the Help window

FIGURE 1.29 Word Help window
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FIGURE 1.30 Search Result and Table of Contents
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o In'your Goals file, click
Office . Move your
pointer over Print to open
the Print Options pane.

e Click Print Preview.
e 0CHECK) Your screen

should look like Figure 1.31.

In the Preview group, click

Close Print Preview .

Print dialog box opens as
shown in Figure 1.32.

Check with your teacher to
make sure that the correct
printer name is in the
Name box.

6 Choose Office>Print. The

0 Check that the number 1 js
in the Number of copies
box.

6 With your teacher’s

permission, click OK to
print the document.

e Save your file. Choose
Office>Close to close
your document,

@ Click Close [ x | to exit

the Word program (see

Figure 1.31).

Lesson 1: Exercise 1-17

EXERCISE 1-17
Preview and Print a Document

Print Preview allows you to see the page as it will appear when printed. Once you are
satisfied with the document, the Print dialog box allows you to make choices such as
the number of copies, or which printer you will use.

FIGURE 1.31 Document displayed in Print Preview view
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FIGURE 1.32 Print dialog box
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