Starting Word from a Library PC Starting Word from a Home PG % B2 @ 5 - q 0% -

g ) f Con the Start bution | === Prafinn S D Sy S A A
1. Click on the Programmes tab . C!C on the Start button ICut the I:Copy 'IPaste the||Undo I|Redo I|ShowIH|de|:ZoomI
2. Click on the MS Word icon [j§ 2. Click on Programs selected selectedI copied or ilthe Iast:lthe Iast:lspemal in the :

3. Click on the MS Word icon | i# |text ,|text cut text. IIactlon ¥ 'action. i | characters I|page i
[Insertion Point / Cursor | | Your Page | | Formatting Toolbar | IR_m;F Formatting Toolbar
S S S S S L R |
/ I The buttons below are the ones most commonly used:

x| | ® Change the appearance of text (Text Formatting):

JFI|E Edit Wiew Insert Format Tools fTable Window Help Acfbbat

béﬂ:l@@jv|é@ﬁ_ﬁjﬁ|ﬂ_vﬂvéﬂﬁééﬂ @] q 100 v@'H

Tormal - Times Mew Roman ’ 12 = | B I U |§' = == |:E = +;§ +—| - #- A - ot X _I \ /TII'I'IES Mew Roman = 12 j I_\

[e] B ; ; ; ; IFonttype IChanges |Makes||Makes::MakesthenChanges'
Ichange the typel ithe Text | Itext | Itext | | text I''the Text |
of lettering used ! ' IS|ze | IBold | 'Itallc | |underI|ned ! ICoIour i

i— =

TEEENS L AEEN

Eold i 3 2

Allgn the IAllgn the IAllgn the i | Create a ' Create a
|text to the I 'text in the i Itext to the i | numbered | | bulleted list |
|Ieft |centre 1 jright ! IIlst i IL !
=|ofe] =] <] | I Please note that:
[Page 1 Sec 1 i [At25m In1  col 1 [REC [TRE [T [OVR [Engishiuk [ CE [ 4
o a box with an arrow next to it is a combo box, clicking on the arrow
Staﬂdard Tﬂﬂlhar provides more options.
- 50 o Most of the formatting buttons above work as switches: click on it
E"&_ RE:! . . .
________ A._ _._‘S_._._._._ _._._.Z \._._._._ once to ap.pl’y the forma_ttlng (notice that the button becomes lighter
| | | and ‘sunk in’), click again to remove it.
INew create a ; IOpen a saved IPrmt the e | Spelling |
i 'new MS Word | MS Word Ientlre |' Print PreVIew |- and i | |On your home PC you might have MS Works instead of MS Office; the
document I document | document the document ! 1 Grammar | | |MS Works Word Processor is very similar to MS Word.

© London Borough of H|II|ngdon Library Services Beglnners. Word Processing: 15 http://libraries.hillingdongrid.org



