Microsoft Word - Lesson 1

Titles of documents should be centered.  

· To use some of the tools we are using today, first you must make sure the STANDARD and FORMATTING toolbar are at the top of your screen.  Check to see if they are by 

· Click on View

· Toolbars

· See if the STANDARD and  FORMATTING have a check beside them.  If they don’t click one time on the word.  Now you should see these tool bars.

· [image: image1.png]24 Word Lesson 1 - Microsoft Word, G

Be B Gew Dt roms Doe Tme wndn e e s
R0 Pk B 0 G Qe @ wmallie - n [EE=w-A- B
il | 4 o & TimeshewRoman - 12 - A

+ Ta use some of the taols we are using today, fxst you st make sure the
STANDARD and FORMATTING toakbar s at the top of yom screen. Check to
B see f they are by
« Clickon View
+ Tookas
+ See ifthe STANDARD sz FORMATTING have a check beside them, If theyr
don’t click ane te on the word. The toolser shovld then appear.
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*To center th title of this docuraent, click your raouse in fiont of the itle and click on.
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*Yor can also use bullts to note s topice i a pisce. Try this by clicking the mause in
Sront of “Titls of documents shovd b centered” dbove. Click an the

You may exbance the way & document looks by changing the appearaace of the font. You
can highlight any or all prts of a document you wish to change.

*Highlightthis entiredocumaent. Thenyou ruust tell the compter the changes you want
B to make o the textyou highlighted.

*Ta da this lick on Format on the bar e,
- *Now click on Font.

*Under Font,antow up ane dovwn o slid the scroll bar up ane dovn, untilyou see
B Comic Sans MS font and click.

*Move to the next box, Font Style and clck Regular.
- *Under the Size box anow, or seroll to 16 and click.
*Click the O button.

*Click at the end of this document.
*Prsh the Fter ke hrice
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1. To center the title of this document, click your mouse in front of the title and click on the center button 
[image: image2.png]


 in the toolbar.  Voila! Your title is centered.  Now center the title of this document.
2. You can also use bullets to note sub topics in a piece.  Try this by clicking the mouse in front of  “Titles of documents should be centered” above.  Click on the bullet button on the formatting toolbar. [image: image3.png]24 Word Lesson 1 - Microsoft Word, G

Be B Gew Dt roms Doe Tme wndn e e s
R0 Pk B 0 G Qe @ wmallie - n [EE=w-A- B
il | 4 o & TimeshewRoman - 12 - A

+ Ta use some of the taols we are using today, fxst you st make sure the
STANDARD and FORMATTING toakbar s at the top of yom screen. Check to
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3. You may enhance the way a document looks by changing the appearance of the font.  You can highlight any or all parts of a document you wish to change.  

*Highlight this entire document.  Then you must tell the computer the changes you want to make to the text you highlighted. 

*To do this click on Format on the bar menu. 

*Now click on Font.  

*Under Font, arrow up and down or slide the scroll bar up and down, until you see Comic Sans MS font and click.  

*Move to the next box, Font Style and click Regular.

 *Under the Size box arrow, or scroll to 16 and click. 

 *Click theOK button.

*Click at the end of this document.  

*Push the Enter key twice. 

*Type your name and today’s date.  

*Go to File on the bar menu, click Save As.

*In the Save in box, click on the down arrow until you see Teachers on Athens (T) 
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*Open your teacher’s folder.

*In the File name box,  type your name- Word practice 
*Click the Save button.
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