Creating a Document


Opening and Saving a Document
1. Start Word, Click File on the menu Bar, click Open.

2. Open to the 7th and 8th grade folder, open the Word Unit 1 folder, Open the W1-1.doc file.
3. Click File, Save. After the save in box opens, Click on Tools on the right side of the box, go down to security options, type in a password to open, click OK, retype your password to open to confirm your password, click OK.

4. In the Filename box, type Memo to Sales Rep. Make sure that you are saving in your period folder and then click save.
Entering Text in a Document

5.  Click View on the menu bar, and then click Normal, if necessary.
6. [image: image1.png]
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 on the Standard toolbar if it isn’t already selected. (your screen now displays formatting marks. Dots between words represent spaces and a [image: image2.png]


 [paragraph marker] represents a paragraph return that Word inserts when you press [Enter].)
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Click to the right of the word location in the Re: line of the memo (6th line of text).
8. Press [Enter] twice.
9. Type Greetings! Press [Enter] twice, type I look forward to working with you!, then press [Enter] twice.

10. Type the following text, but do not press [Enter] when you reach the right edge of your screen: I am pleased to introduce myself as Stephanie Rinaldi’s new assistant. Please let me know if there is anything I can do to support you while you are on the road.
11. Press [Enter] twice, type teh, then press [Enter] (Notice that when you pressed [Enter] teh autocorrected to become The)
12. Type the following text exactly as shown (including the errors):  end of the month is rapidly approaching. Stephanie asked me to remind you that your sales reports are due next week. Please send your reports directly to me at the Seattle office. I will record record your sales data and process your commission chevks. (You should see a squiggly red line under the words record and chevks. This indicates that the automatic spell-checker has identified these as either misspelled or duplicate words.)
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Click the Save button [image: image3.png]


 on the standard toolbar to save your changes. (You can verify that you have made the correct changes to your document by the picture to the right.)
Editing Text
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Click to the left of the letter “r” in the word “calenders” in the fifth paragraph
15. Press [Backspace], and then type a
16. Double-click the 2nd instance of record in the 3rd line of the 4th paragraph. (The 2nd record is now selected. Double-clicking on a word will select the entire word.)
17. Press [Delete]. (This will remove the 2nd instance of the word record.)
18. Double-click support in the 3rd paragraph to select it. Then type assist. (This will remove the word support and replace it with assist.)
19. Click the Undo button [image: image4.png]


 list arrow on the standard toolbar, and then click the Typing “assist” (The word support will reappear exactly as it was before you deleted it and inserted assist. You can select as many actions as you want to undo. The most recent action is listed at the top of the list.)
20. Click the Save button [image: image5.png]


on the standard toolbar. 
Copying and Pasting Text
21. Click View on the Manu bar. Click Task Pane to open the task pane, click Other Task Panes button on the task pane title bar, click Clipboard
22. Click to the left of the S in San Francisco in the 6th paragraph to set the insertion point, press and hold [Ctrl] and [Shift], and then press [(] twice. (The words San Francisco are now selected.)
23. Click the Copy button [image: image6.png]


on the Standard toolbar.
24. Click to the right of Merit Suites Hotel, in the 7th paragraph to set the insertion point, and then click the Paste button [image: image7.png]


on the standard toolbar

25. Click the paste options button [image: image8.png]


 (The Paste Options menu opens, and displays several options for applying formatting to the pasted text)
26. Click outside the Paste Options menu to close it.
27. Select the text San Francisco in the 7th paragraph, press and hold [Ctrl], place the mouse pointer over the selected text while still holding [Ctrl] and drag the selected text to the right of Merit Suites Hotel, in the last line in the document, and then release the mouse button. (This step should have copied San Francisco to the end of the last line.)
28. Save your changes. (The last 3 lines of the document should look like the picture to the right.)
Moving Text
29. Press [Ctrl][Home], position the mouse pointer to the left of I look forward to working with you! (the 2nd paragraph), triple-click to select the entire paragraph (or line in this case).
30. Click the Cut button [image: image9.png]


 on the Standard toolbar.

31. Press [Backspace] (the extra line will be deleted)
32. Scroll down, click the paragraph mark below the last paragraph, press [Enter] to insert a new line, and then click the first item in the clipboard, which begins with I look forward
33. Place the mouse pointer in the selection bar to the left of March 4-5 until the mouse pointer changes to the arrow, click to select the entire line of text, move the pointer over the selected text, drag it to the paragraph mark below March 3, then release the mouse button. (As you drag, the pointer changes to a small box, and an indicator line shows you where the text will be pasted. Notice that the dragged text does not appear as an item on the clipboard.)

34. Click the Task Pane close button[image: image10.png]


.
35. Save your changes. Compare your changes. 

Finding and Replacing Text
36. Press [Ctrl][Home]
37. Click Edit on the Menu bar, and then click Replace.
38. Type Merit Suites Hotel, San Francisco in the Find What: text box. Press [Tab], and then type Traveler Hotel, Chicago in the Replace What: text box.


39. Click Find Next, then drag the dialog box out of the way if necessary.
40. Click Replace. (This will replace the first instance of Merit Suites Hotel, San Francisco with Traveler Hotel, Chicago) 
41. Click Find Next. (This will take you to the 2nd instance of Merit Suites Hotel, San Francisco.) DO NOT Replace this instance. March 3 needs to remain at the Merit Suites Hotel, San Francisco.
42. Click Find Next. 
43. Click Replace (This will replace the 3rd instance of Merit Suites Hotel, San Francisco with Traveler Hotel, Chicago for March 4-5.)
44. Click OK to close the alert box, click Close in the Find and Replace dialog box, and then click the Save button to save your changes. View the picture below to verify the changes.

Checking Spelling and Grammar
45. Right-click on the word chevks in the 3rd paragraph

46.  Click checks (This will replace the word chevks with checks.)
47. Press [Ctrl][Home], click the Spelling and Grammar [image: image11.png]


 button on the Standard toolbar. Then verify that the Check Grammar check box contains a check mark.
48. Click Ignore All. (Every instance of Rinaldi in this document will not show as an error when you ignore it.)
49. Click Ignore All (for Rinaldi’s)
50. Click Delete (This will delete the 2nd instance of the word been)
51. Click Change to delete the extra space between the words date and in the “Please note…” paragraph. 
52. Click OK, then save your changes.
Previewing and Printing a Document
53. Click the Print Preview button [image: image12.png]


 on the Standard toolbar.
54. Position the Zoom pointer over the top part of the Memo, then click. (The zoom pointer looks like a magnifying glass.)
55. Click the magnifier button [image: image13.png]


 on the toolbar, and then move the pointer over the document. The pointer will change to a I, indicating that you can now edit text in this window.
56. Click to the right of From: at the top of the document, then type your name.

57. Click Close on the Print Preview toolbar. (If you wanted to print this document you would click File on the menu bar, and then click Print.)
58. Save your changes, click File on the menu bar, then Exit. 

Skills Review
1. Opening and Saving a Document

a. Start Word, if necessary, and open a copy of W1-2 from the 7th and 8th grade folder, open the Word Unit 1 folder

b. Click on Tools on the right side of the box, go down to security options, type in a password to open

c. In the Filename box, type Reservation Confirmation. Make sure that you are saving in your period folder and then click save.
2. Enter Text in a Document
a. Display the formatting marks in a document (if necessary).
b. Move the insertion point to the paragraph mark two lines below the greeting in the letter.

c. Type the following text: Thank you for choosing the Pacific Shores Resort to host your July product strategy retreat this July.
d. Press [Enter], and then use the arrow keys to move the insertion point to the right of the period after the word noon at the end of the next paragraph of the body of the letter.

e. Press [Enter] twice, and then type Upcoming checking in, each guest will receive a complimentary pass to our fitness room and aquatics center, as well as a discount card for our spa services.
f. Save your changes.

3. Edit Text
a. Delete the words this July at the end of the 1st paragraph.

b. Type Per our conversation, and then press [Spacebar], just before the word I that begins the 2nd paragraph.
c. Replace the text June 15 in the 4th paragraph with July 1.

d. Replace the words one-third in the 4th paragraph with $1000.
e. Undo the change using the undo button on the standard toolbar.

f. Replace the text Your Name below the closing with your name.

g. Save your changes.

4. Copy and Paste Text
a. Open the clipboard task pane. If there are entries on it, clear them.

b. Select the word conference in the 2nd line of the 2nd paragraph, and then copy this word to the clipboard.
c. Paste the copied text to the left of the word table in the 3rd line of the 2nd paragraph.
d. Copy the text We look forward to your stay. in the last line of the letter.

e. Paste the text We Look forward to you stay. at the end of the first paragraph.

f. Save your changes.

5. Move Text
a. Select the text It was a pleasure speaking with you on the phone this morning. and the space following it at the bottom of the letter, and then use the Cut command to move this text to the clipboard.
b. Use the paste command to place the text you just cut to the left of Thank you in the 1st line of the letter.
c. Select the 5th paragraph (that begins with All the details of your stay…). Do not select the paragraph mark at the end of the second sentence.

d. Drag the selected text to the beginning of the paragraph the begins A one-third deposit. After you drag the text, insert a space before the sentence that starts with A one-third deposit.
e. Delete two of the paragraph marks below the 4th paragraph ending in June 1.
f. Save your changes.
6. Find and Replace
a. Move the insertion point to the beginning of the document, to the left of Pacific Shores in the letterhead.
b. Use the Replace command to replace all instances of the word Palm with Pineapple.
c. Close the Find and Replace dialog box.
d. Save your changes.

7. Check Spelling and Grammar
a. Correct the spelling of the misspelled word reservd in the 2nd paragraph by right-clicking and choosing the correct spelling from the shortcut menu.

b. Move the insertion point to the beginning of the document.
c. Open the Spelling and Grammar dialog box.

d. Correct all spelling and grammatical errors that Word identifies. (Ignore any proper names that Word identifies as errors.)

e. Save your changes.

8. Preview and Printing a Document
a. View the document in Print Preview.

b. Zoom in on the bottom part of the letter using the zoom pointer.
c. Click the Magnifier button on the Print Preview toolbar button.

d. Select the word Sincerely, and then type Regards
e. Close the Print Preview window.

f. View the completed document below (next page).
g. Save your changes.
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IP #1
1. Start Word, if necessary, and open a copy of W1-3 from the 7th and 8th grade folder, open the Word Unit 1 folder. Save with a password to open in your period folder with the filename Scottsdale Meeting Letter.
2. Delete the Recipient Name, Address, and City, State or Province Postal Code and the paragraph mark below it so that one copy can be sent to all conference attendees.
3. Delete the text Start Typing Your Letter Here, and then write a short letter inviting everyone to the conference. Use the following in your letter:  I am pleased to invite you to the Bob and Bill’s Ice Cream winter sales conference! This event will take place at the Cactus Ranch Resort and Conference Center in Scottsdale, Arizona, on December 1, 2006. The meetings will run from 9:00 a.m. until 5:00 p.m. After the meetings, there will be an awards ceremony and banquet. Please confirm your travel plans by sending me an e-mail by October 15. 
4. You suddenly learn that Cactus Ranch Resort and Conference Center will not be able to accommodate the meeting. Fortunately, you are able to make a reservation at the Coyote golf Resort and Conference Center, also in Scottsdale. Replace all instances of Cactus Ranch with Coyote Golf.

5. At the bottom of the page, check the spelling and grammar.
6. Save your changes.

7. Use Print Preview to see how the printed letter will look. When you are finished go on to the next assignment.

[image: image15.png]Boh and Bill's Ice Gream

September 15, 2006

Dear Sales Team Member:

o0
5542 Rocky Maunian. Road, Sue. 502
Denver, CO 80204
-
Phone (303) 5555678
Fax (303) 585-5639

Tam pleased to invite you to the Bob and Bill's Ice Cream winter sales conference! This event
will take place at the Coyote Golf Resort and Conference Center in Scottsdale, Arizona, on
December 1, 2006. The meetings will run from 9:00 a.m. until 5:00 pm. After the meetings,
there will be an awards ceremony and banquet. Please confimm your travel plans by sending me

an e-mail by October 15

Sincerely,

Genevieve L. Ozment




IP #2
Create the following document. Save the document as Book Proposal Letter to your folder with a password to open. (Hint to remove the hyperlink from under the e-mail address in the letter, place the mouse pointer over the blue underline box below the first letter of the email address until the AutoCorrect Options button appears, click the AutoCorrect Options button, and then click Undo Hyperlink.)
[image: image16.png]April 5, 2006

Mr. Collin Witherspoon
42 Knight Road
London, England WCIXSAL

Dear Mr. Witherspoon:

Thank you for submitting your proposal and sample chapter for your book
entitled Traditional English Culinary Delights

T am happy to inform you that your submission has received extremely
favorable reviews from our chef review panel. One of our trusted chefs
prepared your Shepherd’s Pie recipe for the editorial staff and we all enjoyed
it very much.

Before we reach a final decision on whether we can offer you a publishing
agreement, we need to see two more chapters. Please send them to me at my
New York address, or you can e-mail them to my assistant at
jamicjones@blueswanbooks.com.

Thank you very much for your interest in Blue Swan Books, Inc. We hopeto
receive your additional chapters soon.

Sincerely,

Your Name
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