.DIGITALLEARN.ORG
..

A PLA INITIATIVE

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.
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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
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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.
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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,
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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
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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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