Practicing Microsoft Word Skills
This page will provide practice using Microsoft Word Skills.  Just read this document and when it tells you to do something then do it.  Are you ready to do the first thing?  Then lets get rolling. First make sure you have the tool bars that we will be using.  Click on View at the top of the screen then toolbars and make sure that both Standard and Format are checked.  If at anytime you don’t see an icon you need just click on the double arrows at the end of the toolbar.  This will drop down a menu showing you more tools.  Once you use the tool, it will stay on the toolbar.  Second lets make the title for this page.  The title is actually already writtten we just need to center it.  To center the title use your mouse to put the cursor in front of the phrase “Practicing microsoft word skills. You do that by clicking the mouse in front of the phrase.  Now move your mouse slowly across the toolbar until the note “center” pops up.  That will be the icon you click on to center the title so click it and see if your title is centered.  Next, lets make the letters of the title larger than the rest of the document.  To do that, click your mouse in front of the title, hold the click and drag the mouse across the entire title.  Next, drop down the 18 by clicking the triangle by the 12 and choose 24.  

Now let’s get rid of the line space you see above this line.  Click your mouse in front of the word “Now” and hit the backspace key. 
Sometimes there are spaces after words that we don’t need.  Get        rid of that space by using either the backspace or the delete button.  If you put your cursor after the word “Get” you will use the delete button.  If you put the cursor in front of rid you will use the backspace button.  Try both ways.  

Have you made a long mistake or lost something.  Try using the undo arrow.  It is a curved blue arrow that points backward…..get it…backward means undo.  Then the blue arrow that points forward means redo.  Click the undo arrow one time then click the redo arrow one time and see what happens.  It should have changed the very last think you did.

Now, lets make some paragraphs.  If you don’t have paragraphs in your piece, something is probably wrong.  We will show paragraphs by indenting them.  The first paragraph starts with this page.  Put the cursor in front of this page.  Hit the tab key.   


The second paragraph starts with first lets make.  Put the cursor in front of those words and hit the enter key.  Because you’ve already made the first paragraph by indenting, then each time you hit the enter key thereafter, your paragraph will automatically be indented.   If not just hit the tab key again.  


Now lets make some more paragraphs.  Put the cursor in front of the following words and hit enter and tab if necessary: 

second lets

next lets

now lets get rid

sometime there are spaces (and get rid of the line space above this line)
have you made a long mistake (and get rid of the line space above this line)
now lets make some paragraphs (and get rid of the line space above this line)

Sometimes we need to use bullets when we list things.  Lets bullet all the things we just listed.  First highlight the paragraph list above by clicking in front of the first word of the list and dragging down to the end of the last word then release the mouse.  Click on the Bullets icon which has 3 dots and 3 lines.  Remember look for the pop up note.  If you don’t like the bullet that was used, go to Format, Bullets and Numbering.  

You may have noticed some words that have red or green lines under them.  These words either have a spelling problem or a grammar problem.  Right click on top of the word and see the recommendations.  These choices may be right or wrong.  So be careful.  If you are not sure about spelling, try using www.dictionary.com . 


Finally, you may need to paste a picture into your document.  You must be careful about using copyright pictures.  You should always give credit for using pictures you find on the internet.  If possible, try to get permission from the person that made the picture.  First, when you find a picture online that you need, copy the Internet address which we call the URL.  To do that, click your mouse in the address box.  That is where you type in an internet address.  When you click in this box, the address will be highlighted.  Next use what we call a keyboard shortcut to copy the address.  Hold the ctrl key and hit the C key with the other hand.  Nothing seems to happen, but you just copied the URL.  Let’s try that. 

· Go to this site by holding the CTRL button while you click on this blue line. 

· Copy the URL by clicking in the address box, CTRL+C 

· Click your mouse after the * below and CTRL+V (the plus means you hold the first key while you hit the second key.)
· * 
· ** 

Now let’s copy and paste the picture of the cloud and snowflake.  

· Place the cursor over the picture

· Click the right button on the mouse

· Use the left button to click on the word copy
· Place the cursor after the ** above

· CTRL+V

One more important rule about typing.  Always use one space between words and two spaces between sentences and questions.  

Highlight the rule above and use the Bold, Italics and Underline icon.

One last thing, you need to put your name at the top of the page, but you can’t click the mouse above the title can you?  Just click in front of the title and hit the enter key one time.  Then put your name at the right by clicking on the align right icon.
Now let’s see if your document looks like the one on this page.  If it does, then you did everything you were suppose to do.  

Click here to check.  Remember to hold the CTRL key while you click.



