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To Open MSWord:

3.) Go To Microsoft

Office



Toolbars

We will learn more about toolbars as we go along, but for
now, lets see what the standard toolbar does.
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The standard toolbar
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This is the toolbar that appears
at the top of the page
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WordiArt

You can change boring text l

into exciting word art!
annl!

@i Document1 - Microsoft Word

! File  Edit  Wew serk | Format  Tools Tee  MWindow  Help

Break. ..

Select the text that you want
to change.

Page Murmbers. ..
Date and Time. ..

Symbal, ..

Go to Insert in the menu bar ——

Picture -
 * Hyperlink,,. i | From File...

N -2 From Scanner or Camera. .,

Go to Picture
¢ Dew Drawing

Select WordArt
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el Chart



Pritimes!

You can insert images
into your document!

Picture
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Find and Replace

If you realize you spelled a

word wrong throughout a Some states are not worth visiting. is
whole document. instead one such state. Sara’s hometown is in , and all they

of retyping the word a have there are cows and corn.
bunch of times, you can
use find and replace.
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To replace a word, go to Sorjie e Al orth _visiting. Indiana is one
Edit on the m enusﬁﬁ state. Sar@'s s I Indiana, and all they have
there are cows [ it li:trl+|::
_'Tun Cffice Clipboard. ..
GO tO Flnd | Ppaste Chrl+Y

You will get this window

To replace the word, click
Replace or Replace All




Page Setup

There are 3 types of screen
views you can choose from:

1.) Normal Layout
2.) Web Layout

3.) Print Layout

4.) Reading Layout
5.) Outline Layout

It is up to you which one to
pick. You might want to play
around with all of them and
see which you like better.

How To Change The Layout:

-Go to View on the menu bar

Formal
& web Layout
“f|| Prink Layout
Reading Layouk
Cuitline
Task Pane  Ctrl+F1
Toolbars »

Ruler

3 Document Map

Thumbnails
| Header and Foaoter

Footnotes

Full Screen
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Commenting/ighlighting

Tqr(grﬁapﬂ@mqg;ment box:

~Selefh thenEXEXOAMEBLiER on
CORMNSIE S in the menu bar. If
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af@seRAgRHMmentor of the
highlight

Picture
£ Diagram...

Hyperlink. ..  Cerl+k

Depending upon the display
view that you are in, the
comments will show up
differently on your screen




Research

Sometimes, it is helpful to be able to look up a
word in the dictionary, thesaurus, or translate it to
another language. UsIf}' R ESAHSEHYP you

can do all this...and rigf@n found in the toolbar
to get to the research

window.
Select a word, press the ALT

button and then right click on the
word with the mouse. This will
bring up a window on the right
hand side of the screen

You can use this to look up the word
you clicked on in the thesaurus,
dictionary and encyclopedia




NOW for the fun stuff?

*Your job now is to write something about yourself in Word
without using your name.

e Format it using font, colors, Word art and images

* On at least one word, highlight it, and look up the definition
using the research tool. Put the definition you find in a
comment bubble.

« We will then present your piece to the class and see if they
can guess who it is.



