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Intro to Word

Hi, I'm Maria. I'm going to show you how to use Microsoft Word. We’ll be

following along with Jane, who wants to use her computer to type letters to family
and friends.
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Microsoft Word is usually referred to as simply “Word”. It's a word processing
program. A word processing program allows you to type and create documents,
such as resumes, letters, reports, and more. You can use Word to create any
text based document on your computer that you can print out or send
electronically in an email.

e ———

Check spelling & grammar

6 Change font and text size
R
A~/

Add bullet points

Word has features that allow you to check spelling and grammar, change the font
and sizes of your text, and to add bullet points. Word is installed on many
computers, but if you don’t have it on your own computer, you can purchase it
and install it.
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To open Word, Jane must first locate it. When Jane looks at her computer
desktop, she can see several icons. Often, a computer will have an icon for Word
right on the desktop. Once Jane locates the icon, she can double click on it, and
the Word program will open.

The blank white page that comes up when you open Word is where you can
type. It is the same as starting with a blank piece of paper on your desk, except
that the paper is now electronic and on your computer. Word automatically sets
up margins on the top, bottom and sides of the page, so when you type,
everything will fit correctly.
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To start typing, Jane moves the mouse arrow to the white page and clicks.

Jane starts typing her letter. When she wants to move to a new paragraph, she
hits the ENTER key.
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AaBbCel  AaBMCel Aabind

November 10, 2013

Dear faenily and friends,

This has been a special year for Richard and |' We celebeated our 30% wedding
amaiversary with freinds a1 a sesall party

t B

When Jane is typing, she sometimes sees a red or blue line under a word or
sentence. When the line is red, it means that Word noticed a misspelling. When

the line is blue, it means that there is a grammar error. There are two ways that
you can see suggestions to fix these problems.

AaBbCel - AaBMCel Aabin

November 10, 2013
Dear faenily and fricnds,

This has been a special year for Richard and |' We celetented our 30% wedding
asaiversary with Srefods o a sesall party

First, you can right click on the underlined word.

. DIGITAL .ORG 5
[



BB S 08 Docoment] - W PR B
“ WOME  PEIET  DUSON  PAGILAYOUT  RIPEINCES  MAALNGS  RVEW VW spn F
-~ -
TonmMewle - -~ 2" 4" M- B cEATEe wme T e B AaBiN e
o Yoy
L Bl Y -¥-4-F - N Thkemsl | Th Spar.  Humbing o
November 10, 2013

Dear family and friends,
This has been a special year for Richard and [! We celebrated ouwr 302 wedding
azmiversary with frends ot 3 small party
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When Jane right clicks on the red underline, Word shows suggestions for
correction.
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November 10, 2013
Dear faenily and friends,
This has been a special year for Richard and | We celebeated our 30 wedding
assiversary with frginds a1 & sesall pasty,
i
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Jane can click on the correct spelling, and Word will replace the misspelled word.
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November 10, 2013

Toves oo < (10« 2" 2 & Ay
Dear faenily and fricnds, <

LI WT-A- . - "
This has been a special year for Richard and |' We celetentad oor 50 weading
msiversary with frsends a1 & sesall party, - t

Jane can also click on the blue underline to get a suggestion for grammar
correction.

November 10, 2013
Dear faenily and friends,

This has been 2 special year for Richard and me! We celetrated cur 30 wedding
mmpiversary with friends at a small party. We brought cut photos from our
wedding and honeymoon so everyone had proof we were younz once!

We visited Washington DC this summer and saw many monuments and muaseums.
I foved many things about Washington DC including how masy things there are to
do that are free! 1 espaahially enjoyed the National Zoo because there were rod
lion tamarins whach are a favorite of mine.

Once Jane has typed more, she can check spelling on the entire document at
once. To do that, she clicks on the Review tab at the top of the Word menu.
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November 10, 2013
Dear faenily and friends,

This has been 2 special year for Richard and me?! We celctrated cur 30 wedding
smpiversary with friends at a small party. We brought cut photos from our
wedding and honeymoon so everyone had proof we were young cace!

We visited Washington DC this summer and saw many monuments and muaseums.
I Joved many things about Washington DC including how masy things there are to
do that are free! 1 espashially enjoyed the National Zoo because there were rod
lica tamarims whach are a favorite of mine.

When the new menu bar opens, Jane can click on Spelling & Grammar on the
top left. Word will start looking for any misspelled words, or improper grammar.
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November 10, 2013
Dear family and friends,

This has been a special year for Richard and me! We celebrated cur 50 wedd
assiversary with friends at a small party. W brought out photos from our ange 23
wedding and honeymoon 50 everyone had proof we were youmg cece!

We visited Washingtoa DC this summer and saw many moouments and maser  ©ipedelly €

I Joved many things about Washington DC including how mamy things there s MY

do that are free! | GpliAllY enjoyed the National Zoo because there were rex :;"_:""
licn tamarims which are a favorite of mine. Yo we sefetons
S Uing P Moot Acsount

The spell check screen will display possible corrections. Jane can click on
Change to automatically change them in her document.
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Dear faenily and friends, [o—

This has been a special year for Richard and me! We celetrated cur 50% wedd "™

assiversary with Sriends af a small party. We brought out photos from our Ovnge  Crange sy
wedding and honeymoon 5o everyone had proof we were youmg once!

We visited Washingtoa DC this summer and saw many moouments and maser  Wamanings <

I Joved many things about Washington DC including how masy things there a0 Sfnbess

do that are free! T especially enjoyed the National Zoo b hereworered 7 e Momh Ao
famaring which are a favorite of mime.

Jane can also ignore the corrections if she wants to, by clicking on the Ignore

button. Sometimes you will spell a word correctly, but Word will not have the
word in its dictionary.
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We visited Washington DC this summer and saw many monuments and museumnss.
1 loved many things about Washington DC includiesg bow mauy things there are to
do that e free! 1 especially essoved the Natiosal Zoo because there were red bon
tamarins which are a fasvorite of mine.

When you’re done, you'll see a popup that tells you the spelling and grammar
check is complete.
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We visited Washington DC this summer and saw many monuments and muaseums.
1 Joved many things about Washington DC including how masry things there are to
do that are free! 1 expecially enjorved the National Zoo because there were red loa
tamarins which are a favorite of mime,

Click on OK to finish.
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Saving Your Work
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November 10, 2013
Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30% wedding
anniversary with friends at a small pasty. We brought out photos from our
wedding and boneymoon so everyoee had proof we were young once!

We visited Washington DC this senmer and saw masyy mosunents and
museums. | loved masy things about Washington DC incloding how many things
there are 10 do that age free! 1 especially esgoyed the Natsosal Zoo becasse there
were red lioe tamanins which are a favorite of mine.

We both Jove spending tisse with the young: bers of the family, especially
our granddangder Sissy. She tumed S this year

Saving your work is a good idea, even when you aren'’t finished creating your

document. When Jane saves her work, it prevents it from being lost if there is an
error or if the computer stopped working. There are two ways to save your work

when using Word.

The first way Jane can save is by clicking on the File tab on the top left of the
screen.

A PLA INITIATIVE

. DIGITAL .ORG
.-



<
Mo

When the menu opens, Jane can either click Save or Save As. Both options will
save the work. When Jane saves something for the first time, she will be asked
to name the file and place it in the location of her choice.

Save As

& SO
ecent Folders

";‘ Compater x>

o AddaPuce

When Jane clicks on Save As, she can save the document anywhere on the
computer or even on a flash drive with this option. You just need to remember
where you saved the file!

In this version of Word, Jane clicks on Browse.
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You can see that she’s now in her Documents folder.

» Litvases & Oscuments »

Jane has the additional choice of choosing what type of file she would like to
save her document as. The best idea is to save the file as a Word Document,
which is the default option. It's important to note that before you choose any of
the other file options, be sure you understand what type of file you are saving it
as. Saving something as the wrong file type can prevent you from opening the
document the next time you need it.
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Now Jane can type in a file name for her document. Jane can name the file
almost anything she wants! There are some characters that can’t be used in a file
name, including special characters like percent signs, or dollar signs. Word will
alert you if you try to use special characters that aren’t allowed.

Jane types in her file name, and then clicks on the Save button to save the file.
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November 10, 2013
Dear farmily and friends,

This has been a special year for Richard and me! We celebeated cur 30° wedding
anniversary with friends af a small party. We trought out photos from our
wedding and hoaeymoon 50 everyons had proof we were young once!

We visited Washington DC this summer and saw many monunests and
musessns, | loved many things about Wakington DC including how many theags
there are to do that are free! [ especially enjoyed the Natiomal Zoo because there
were red bos Lansaring which are a favorite of mine

We both Jove spending timne with the youngest memsbers of the famaly, especially
our granddsughter Sissy. She turmed § this year

After Jane first saves her Word document, she can continue to hit either Save
using the File tab or she can also simply click on the Save icon on the top menu
bar. This is the icon looks like a floppy disk.

When Jane clicks on the Save Icon, she will not be prompted to name the file or
pick the location where it saves. The file will automatically be saved with the
same file name and to the same location she chose before, since she has
already saved it once.

Try to save your work often, saving several times when you’re working on your
document, and anytime you take a break.
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Formatting

B HES O-
Signin

HOME | INSERT |DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW

- - A" A . & Seisetic. == R . =

| Times New fo \ll A A Al e | H &3 i T | assbcepc Assbcene AaBbC - *
Pate. o B I U - x A-W-A- |§EE§ =- | & | TNoma THoSpac.. Headingl |-/ Editing
lipboard = Paragraph = Styles

This text is bold.
This text is in italics.
This text is underlined.

This is a sentence in a different color.

Word allows you to change how your document looks, especially with the type.
The “Font” menu has options to Bold text, to italicize text, to underline text, to

change font face and size, and to change the color of text.
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Bold

BHS O- Document? - Word T m - A %
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW Signin
TimesNewRo *[14 ~| A" A Aar B¢ IZ-iSeUEe 4 Il T | aappcenc] AsBbcex AaBbC #
Pate o B I U-wmxx A-¥-A- E: = {=- &-- | Tomal | TNoSpac.. Headingl || Edting
pboard & Font . Paragraph . Styles
This text is bold.T

This text is in italics.
This text is underlined.

This is a sentence in a different color.

Let’s take a look at some text being formatted. First, you need to select the text
you want to format.

@B E % O- Documen 2 - Word 7 E - 0O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Signin
X ¢ A Bp T LT L NT. i=s= A
B TimesNewRo *[1d =] " 4" | Ao E-E- &8 2L T sasbeene| assbeene AaBbCc [ ke
Paste . B I U-axx,x A-F-A-E=== 1=- H-i- | Thoma TNoSpac,. Headingl = Editing
Clipbeard 1 Font n Paragraph & Styles 5 -

TimesNewRai - [14 | & o7 & Aue
I uW-A-=-i=- syl
This text is bold. Bold (Ctrl+E)
This text is in italics.
This text is underlined.

This is a sentence in a different color.

In some versions of Word, the font menu pops up when you select text to format.
Now we’ll bold this selected text by clicking on the B icon.
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This text is bold.

This text is i italics.

This text is underlined.

This is a seotence in a different color.
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Italicized

mHE S O:-

INSERT DESIGN PAGE LAYOUT

Document - Word
REFERENCES

X MimeNevRo-[18 | A 4 Aa- B 2.
De

Paf“ & B I U-axx A~ A~

Clipboard & Font

7T E - 0%

signin O

MAILINGS

REVIEW VIEW

A3BHCcDc AaBbCeDe AaBhCc
TNormal | T No Spac...

Headingl |5

Editing

Styles

&

TimesNewRor-[14 - & 4" ¥ Ay

B I U W~A-~iS

This text is bold.

%

This text is underlined.

This is a sentence in a different color.

v IS e shles

Now we’ll select some text, and click on the |

icon to italicize the text.

EHS O-
HOME

INSERT  DESIGN  PAGE LAYOUT
Pate o BIIU -smx X A-¥-A-

Clipboard & Font &

This text is bold.

This text is in italics.

This text is underlined.

This is a sentence in a different color.

Document2 - Word
REFERENCES

“D"_x‘ TimesNewRo -|14 <[ A" A7 Aa- Ao IZ-iD.D. =3
B

Paragraph

7 B - O X

MALINGS  REVIEW  VIEW SigninH
SN
A3BbCcDe AaBbCeDr AaBhCe
TNormal | TNoSpac.. Headingl |- Edting

Styles )

>
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Underlined

IHES O - Document? - Ward 7 ® - B X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW signin [
2 ¥ - = omom e nlry
DEE TimesNewRo -l <K W7 Aar A .- &5 M T | aupucene] asBbeene AaBbCt = |
Pte o BI U -smxx A-¥ A ES=E= [E- b0 TNormal | TTNo Spac.. Headingl |;‘ Editing
Clipboard & Font & Paragraph [ Styles o s

TS et b0 Tt K ¥ A

This text is in italics. B I Q\-yv_&‘ e T styes
- >

Chis ed. Underlin (Ctrl=U)

This is a sentence in a different color.

Next, we’ll select text, and click on the U icon to underline the text.

IMEERCE Ducorvent? - Werd T ® - e x
BBl ox oo coomn  matwon  mopown MG maw VW o m Y
[ X

Tomao [t <14 2" Aae B -2 wmw ] o® {M;M AafinCy L
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This text is bold,
This text ts in itafees,
This text is enderlined,
This is a seotence i a different color.
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Changing Text to a Different Color

T HS 0= Decument? - Word 7 ®m - B %
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This text is bold.
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Finally, we can select text, and click on the dropdown next to the colored A to get

a color picker.

.DIGITAL

LEARN.ORG

A PLA INITIATIVE




This text b bold.
This rext is b talics

This bext is ymderlined

This will change the color of our text.

Just remember, there’s a time and a place for different colors and other
formatting. It's important not to go overboard!
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Novemsber 10, 2013

Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30* wedding
anmiversary with friends at a smalll party. We brought out photos from our
wedding and honeymoon 0 everyone bad proof we were young cnce!

We visited Washingson DC this sunumer and saw many moouments and
museums. | loved many things about Washington DC ixcluding how maary things
there are 10 do that are free! 1 especially enjoyed the National Zoo because there
were red lion tamaging which are a favorite of méne

We both love spending time with the youngest members of the family, especially
our granddaughter Sissy. She turned $ this year

Let’s get back to Jane and her letter. One bit of formatting Jane wants to do is to
make the text size a little bit bigger. If Jane wanted to, she could have changed
the font size before she started typing, by changing the font size option at the
beginning.

Now that Jane has typed the letter, she can still change the size of the font, but
she needs to select all of the text, and then change what's selected.
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November 10, 2013

Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30* wedding
anmiversary with friends at a smalll party. We brought out photos from our
wedding and honeymoon 0 everyone bad proof we were young cnce!

We visited Washington DC this sunumer and saw many moouments and
museums. | loved many things about Washington DC ixcluding how maary things
there are 10 do that are free! 1 especially enjoyed the National Zoo because there
were red lion tamaging which are a favorite of méne

We both love spending time with the youngest members of the family, especially
our granddaughter Sissy. She turned $ this year

There are two ways Jane can select all the text in her document. She can use
the click and drag method, where she clicks the top of the page, continues to
press on the left button on her mouse, and drags the mouse all the way down to
the end of the page, and then lets go of the mouse button. When she does that, it
will highlight everything that she’s typed.
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November 10, 2013 [ MRS ]

Dear family and friends,

This bas been a special year for Richard and me! We celebrated our 30* wedding
anniversary with friends at a small party. We brought out photos from cur
wedding and boneymoon s0 everyone had proof we were young once!

We visited Waskington DC this sussmer and saw many mossments and
seums. luﬁmwmw-mncmmmm
there are 10 do that are free! 1 especially enjoyed the Nati
nmndlham‘ﬁehmsmwluolm

We both love spending time with the yosmgest members of the family, especially
our granddasgheer Stisy. She tamed S this year.

Jane can also use a keyboard short cut to select all the text, by holding down the
Ctrl key and the A key at the same time. This will highlight all the text on the
Word document. This is an easier option if you want to select the whole
document, since clicking and dragging can be hard to do with a lot of text. Once
Jane has highlighted everything, she can use the font options to change the font
style and the font size.
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O ALSERIAN « Richard and me! We celebrated our 30% wedding
O s =~ mall party. We brought out photos from cur

O s ol seryone had proof we were young once!
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O rsrye mewent (s summmer and saw many mosuements and

O A Trpoeng wx  §about Washinaton DC g bow many things
pecially emjoyed the Natioal 200 becaise thee
0 And we a favorite of mine,

O Asial Biack ith the yosmgest members of the family, especially
O Aol Hamow temed S this year.

O Arial Rounded MT Bold
O Aty M

When Jane clicks on the arrow next to the drop down menu, she can view all of
the available font styles. Jane can get a preview of what the font style looks like,
because the name of the font style is in that font. Jane selects a font style by
clicking on it from the drop down menu, everything that he has highlighted will
now be in the new font style.
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0 Aseyar TERRT ¢ summer and saw many monuments and

O o Rgwary =+ 5 about Washington DC including how many things

¥ Aradesis Suupier 1 especially enjoyed the National Zoo because there
0 s are a favorite of mine

O Artsl Biack

O Ml Hwrow Ath the youngest members of the family, especially

O Asiol Rounded MT Bold turned S this year
0 o M .

Everything that she has highlighted will now be in the new font style. Jane can
change the font as much as she’d like. She can even change the font style for
individual words, sentences, or paragraphs. She can just click and drag to select
whatever text she wants changed.
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November 10, 2013
Dear famity and friends,

This has been a special year for Richard and me! We celebeated cur 30™ wedding
anniversacy with friends at 3 small party. We brought out photos from our
wedding and honeymoon 50 everyone had peool we were young oncel

We visited Washington OC this summer and saw many monuments and
maseums. | koved maey things about Washington DC including how many things
there are to do that are free! | especially enjoyed the National Zoo because there
were rod lon tamaring which are a favorite of mine,

We both love spending time with the youngest members of the family, especially
our granddaughter Sissy, She turned S this year.

Jane also wants to make the letters a little bigger. She clicks on the dropdown
arrow next to the font size box. This will allow Jane to view and pick a font size,
just like she did with the font style.
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iy and friends,

This ,  3een aspecial year for Richard and me! We celebrated our 30°
wedu anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We visited Washington DC this summer and saw many monuments and
museums, | loved many things about Washington DC including how
many things there are to do that are freel | espedially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.
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November 10, 2013
Dear family and friends,

This has been a special year for Richard and me| We celebrated our 30™
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are freel | espedially enjoyed the
National Zoo because there were red llon tamarins which are a favorite
of mine.
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Cut, Copy and Paste

-

A helpful feature of Microsoft Word, and many other programs, is the ability to
cut, copy, and paste. These features allow you to take text or images from one
document or file on your computer, and add them into another document or file.

You can copy almost any text or image on a computer to paste it into a Word
document. Let’s see these features in action with Jane’s letter.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Jane has decided to change the order of paragraphs in her letter. To do that, she
will use the cut and paste features in Word.

B E S - Letter to friends - Word P =8 %
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

N

To cut and paste, Jane needs to use the click and drag method again to highlight
the text she wants to move.
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d friends,

a special year for Richard and me! We celebrated our 30*
weaaing anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summér and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free!l | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

Once the text is highlighted, Jane will go up to the Clipboard menu. Since Jane
wants to move this text, she selects the Cut option, which looks like a pair of
SCissors.
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. |loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

You can see that the text disappears. It's now on the Clipboard, waiting to be
pasted.
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Now Jane clicks to the area where she wants to move this paragraph, and clicks
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Dear family and friend.s,

This has been a special year for Richard and me! We celebrated our 30t
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
el

ington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.

enter to make room.

@HS O:

Paste (Ctrl+V)
Add ¢
your

tent on the
nert

Then Jane clicks on the Paste icon, which looks like a clipboard.
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Jeen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.
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Dear family and friends, B

This has been a special year for Richard and mel We celebrated our 30
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.
EY DN

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

of mine.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year]

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

The text is pasted in the spot Jane selected. All she has to do is delete the extra
space, and she’s finished moving the text.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Another feature is Copy. This feature lets you keep the text or image in its
original place, while making a copy to insert in another place.

Jane wrote a letter a few months ago, where she described her granddaughter’s
birthday party to a friend. She has decided to include this same text in the letter
she’s currently writing. Jane now has that letter open on her computer.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a

fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

i

Jane selects the text in the letter that she wants to copy, using the click and drag
technique.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Once the text is selected, she clicks Copy on the clipboard menu. The icon looks
like two documents stacked on top of each other.
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somewhere else.

May 25, 2013

Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

You can see that the text being copied stays in the document, since Jane is
using the Copy feature, not the Cut feature.
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May 25, 2013
Dear Joan,

Thanks for your letter! | enjoyed seeing the photos from your new
apartment!

Everything is going well with Richard and me. We were just out of town
visiting family, because our granddaughter Sissy turned 5. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun

Now that the text is copied to the clipboard, Jane minimizes the old document to
go back to her letter.
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Dear family and friends, -

This has been a special year for Richard and me! We celebrated our 30
wedding anniversary with friends at a small party. We brought out
photos from our wedding and haneymoaon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this yearA| %

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

She clicks where she wants the text to go,
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: ly and friend's,

on the Clipboard to

Jeen a special year for Richard and me! We celebrated our 30"
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy. She turned 5 this year.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
of mine.

and then clicks on the Paste icon on the clipboard menu. The text from the old
letter is now pasted into the current letter.
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Dear family and friends,

This has been a special year for Richard and me! We celebrated our 30™
wedding anniversary with friends at 3 small party, We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We both love spending time with the youngest members of the family,
_especially our granddaughter Sissy, She turned 5 this year, She had a
Sun birthday party with 6 fittle friends running around. Richard deessed
up like a clown and the girls were unimpressed, but the aduits had fun
with it.

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC induding how
many things there are to do that are freel | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite
ol watas

Jane is almost done with her letter, but she would like to include a picture. To do
this, she clicks the place in the document where she’d like the picture to go.
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Dear tamily and friends,

This has been a special year for Richard and me! We celebrated our 30™
wedding anniversary with friends at 3 small party, We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy, She turned 5 this year, She had a
fun birthday party with 6 little friends running around. Richard deessed
up like a clown and the girls were unimpressed, but the aduits had fun
with it

We visited Washington DC this summer and saw many monuments and
miseums. | loved many things about Washington DC induding how
many things there are to do that are freel | especially enjoyed the
National Zoo because there were red Bon tamarins which are a favorite

Then she clicks on the Insert tab on the top menu.
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Dear family and friends,

This has been a speclal year for Richard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

We both love spending time with the youngest members of the family,
especially our granddaughter Sissy, She turned 5 this year. She had a
fun birthday party with 6 little friends running around. Richard dressed
up lie a clown and the girls were unimpressed, but the adults had fun
with it

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are freel | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

As you can see in the insert menu, Word allows you to insert pictures and many
other things, including shapes, links, tables, graphs and more.

.DIGITALLEARN.ORG

.. A PLA INITIATIVE




LR
HOME  BOIRT  DEDGN  PASHLAYOUT  RIPERINGES  MAANGY AW W
o Blide P2 @ Q& I D~ @D
: = IO , > 3 tosm - -8
[ Pogm Tk | Patems Pries Mg Qg Lot Commvae X4 2 ot
. B bnwws v melmenhtt el Videe - ) Poge oot = g e = )]
ey [eT—, e Meme Comments  weader & Fodter faa
Vo Vi s,

Pt gt an YT e Compan

Sl atyear for Richard and mel We celebrated our 30™

© Trimonue * with friends at a small party. We brought out
nus run uar wedding and heneymoon so everyone had proof we
were young oncel

je both love spending time with the, youngest members of the family,
especially our granddaughter Sissy, Qe turned 5 this year. She had a
fun birthday party with 6 little friends running around. Richard dressed
up like a clown and the girls were unimpressed, but the adults had fun
with it

We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

- (' . l-v..'-.-‘.M T ® -0 X

To insert a picture, Jane clicks on the Picture icon.
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We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion tamarins which are a favorite

Word then opens a window that will let Jane browse to the image on her
computer that she wants to use.
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Word has automatically opened the Pictures window, where the image Jane

We visited Washington DC this summer and saw many monuments and
museums. |loved many things about Washington DC induding how
many things there are to do that are freel 1 especially enjoyed the

National Zoo because there were red lion tamaring which are a favorite
ol witaa

wants to use is located.
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We visited Washington DC this summer and saw many monuments and
museums. | loved many things about Washington DC including how
many things there are to do that are free! | especially enjoyed the
National Zoo because there were red lion

tamarins which are a favorite

She clicks on the image, and then clicks on Insert to insert it into the letter.
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Dear family and .mcnds, '
This has been a speclal year for Richard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out

photos from our wedding and honeymoon so everyone had proof we
were young once!

‘e both love spending time with the youngest
members of the family, especially our granddaughter Sissy, She turmed

The image now appears in the letter, but the text isn’t flowing around the image.
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Dear tamily and frnéﬂds,

This has been a speclal year for Richard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!
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Jane just needs to click on the layout options to change this.
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Dear tamily and friends,

This has been a special year for Richard and me! We celebrated our 30™
wedding anniversary with friends at 3 small party, We brought out
photos from our wedding and honeymoon so everyone had proof we
were young oncel

time with the youngest

members of the family, ﬂptd:

ghter Sissy. She tumed
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Dear tamaly and friends,

This has been a special year for Richard and me! We celebrated our 30™
wedding anniversary with friends at 3 small party, We brought out
photos from our wedding and honeymoon 5o everyone had proof we
were young oncel

y— ']
.' LAYOUT OFDIONS. X i\incwlth the youngest

"\Qﬂ‘, o L it Tt , espedcially our

gran & ihe turned 5 this year,

she | e | party with 6 littie

frien o) Richard dressed up
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WeN  supegen ) DC this sumbher and

saw many monuments and m ot :hnv things about

She selects the Square option to have the text move to the right of the image.
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Dear family and friends, C

This has been a speclal year for Richard and me! We celebrated our 30™
wedding anniversary with friends at a small party. We brought out
photos from our wedding and honeymoon so everyone had proof we
were young once!

We both love spending time with the youngest
members of the family, especially our
granddaughter Sissy, She turned 5 this year.
She had a fun birthday party with 6 Nttle
friends running around. Richard dressed up
like a clown and the girls were unimpressed,
but the adults had fun with it.

We visited Washington DC this summer and
saw many ts and 1loved many things about

Now here letter looks just right, and she’s ready to send it!
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