The Basics of Microsoft® Word (Office 2000)

Microsoft® Word is a word processing program. This means that you can use it
to create and modify a wide variety of documents such as: letters, faxes,
resumes, business documents, even Web pages.

Remember, to save your work often. You do not want to lose all your hard
work because you did not save frequently and there was a computer glitch or
power failure. Itis also very important to be sure of where you are saving your
work. You can click the down arrow button to the right of the Save in box to find
the appropriate location for your file. If you are revising your work you can save
different versions of it with different names. For example, you can save your
resume as firesumeod an ichywnadldedysur volraeers i
experience) as Aresume with voluntee]

The Basics of Using Microsoft® Word

To open Microsoft® Word, click on the Start button and select Programs. A list
of programs will appear. On the list, click on Microsoft® Word.
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The Microsoft® Word main window opens. It should look something like this.
Fill in the blanks as your teacher explains each feature.
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The rest of this tutorial will help you create a document from scratch in
Microsoft® Word. We will cover the following topics:
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Saving a document

Opening a document

Formatting text (bold, italic, underline)
Changing font styles

Bulleted lists

Spellchecking a document

Printing a document

The Basics of Microsoft® Word (Office 2000)




Saving A New Document

1. A new blank document appears every time Microsoft® Word opens. At the
insertion point, type your name anc¢

2. GotoFile - Save As. A window will appear asking for the filename. At the
top of the window, there is a box that says Save in: Click the down arrow
button to the right of the Save in box to find the apprppriate location for your
file.
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Make sure you save your
work on your floppy!
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HINT: You can use the Up One Level button (looks like a folder with an up
arrow) to move up one level from your current location.

3. After you have chosen the location for the file, then type the file name in
the box at the bottom of the window. You can create a name that has 256
characters in it. Name your document Business Idea Development.

4. Now click Save. Your document has now been saved as the Word
document Business Idea Development.doc.

5. Just for practice, close the document by File - Close.
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Opening An Existing Document

1. Goto File - Open. A window will appear. At the top of the new window
will be a small box labeled Look in: Click the down arrow to the right of the
box. A pull-down menu will appear.

Look in: Ié‘ 314 Floppy (4:) = @J @ by ﬁ + Tools -
e @Business Idea Development.doc

HINT: You can
use the Up One
Level button to
move up one
level from your
current location.
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2. Once you have found the file, select it and then click Open.

3. You have successfully saved your file on your floppy disk. You have
closed it and opened it again.

Edit vs. Format:

Edit is when you add or remove text, or change the spelling. Format is
changing the appearance of text meaning the font or the size.

Formatting Text
We will increase the size of the font used in your title.

1. Click in front of the title and drag across to select all of the words or double

click on it. It will look as if a black bar has covered the words if it has been
correctly selected.

354 4 ACEnet, Inc., 2003 The Basics of Microsoft® Word (Office 2000)



2. Go up to the formatting toolbar and click the down arrow next to the font

size as shown below. A list of different font sizes will open. Choose 14 or
16.
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3. Your title will now appear larger. We can make it bold, too, by selecting the
title again, then clicking the B button on the formatting toolbar as shown
below:
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4. Thefontstyle we ar e c ur rTimestNewRomad.i n B uits yf
use another font if you like. To change to a different font style, first select
your title. Then click on the down arrow next to the box that currently reads
firimes New Roman 0 A | ityked will@egen. Sapoh through the choices
and select one you like.
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Working with Lists

1. Next, type in the list of questions from Page 3. For now, just hit the enter
key after each item. Your document should look something like this so far:

Liza Btnith
Business Plan Development

Your name

Your business name

Your business type (retail, service, manufacturing)
Your legal structure

History of the business

Business location

Business hours

Murmber of erployees

What the employees will do

Why you want to go into business

What benefits will people get out of having your product or service
Why you know your business will be a success

A description of what you are selling or producing
What makes your product/service unigque

What is the market for your product in the LS.

2. We will make the items you are to answer into a bulleted list. To do this,
first select the items. Then go to the Format menu (on the menu toolbar)
and select Bullets and Numbering (See below).
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A dialog box will open with several different styles of bullets. Select the
type you prefer and click on it. Click OK.
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Lisa Stnith
Business Plan Development

‘Your name

3. Address each i

Your business name

Your business type (retail, service, manufacturing)
Your legal structure

History of the business

Business location

Business hours

Mumber of employees

What the employees will do

Why you want to go into business

What benefits will people get out of having your product or service
Why you know your business will be a success

A description of what you are selling or producing
What makes your product/service unique

What is the market for your product in the U.S

tem in the | ist to tt

really know the answers to some of the issues, think about them and
answer them as best you can. Now is your chance to dream and think of the
possibilities for your future business.

4. To add another item to the list, just click after the last item, hit Enter.
Another blank bullet will appear. To get rid of the bullet, go to the Format
menu (on the menu toolbar) and select Bullets and Numbering (same as
Step 2) or hit the backspace key.

5. Then select None. Click OK.

Spell-Checking Your Document
A very important thing to do is to Spell Check your document. Microsoft® Word

has a built-in spellchecker.

1. Go to the Tools menu on the menu toolbar and select Spelling and
Grammar. A dialog box like this one will open:
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