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1 ( Creating and Editing a

Word Document

Removable Media – A USB flash drive (also known as a keychain drive, or thumbwheel drive) is a memory storage device that plugs into the Universal Serial Bus port on a computer.  It allows you to save files and data that is portable and can be taken to another computer at home or work.

Documents – printed or electronic medium used to communicate with others (flyers, letters, memos, resumes, reports, fax cover sheets, mailing labels, newsletters, etc.)

The Word Window

Workspace that includes the Document Window, the Office Button, Ribbon, Mini Toolbar and Shortcut Menus.  The Office Button (located at the extreme upper left of the screen) is a central location for managing & sharing documents.  Click on it for a menu, or list of commands.
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In the Document Window, the default view is the Print Layout view.  The Insertion Point is a blinking vertical bar that indicates where text, graphics and other items will be inserted.

The Mouse Pointer becomes different shapes depending on the task you are performing and it’s location on the screen.

At the extreme right-hand edge of the screen, the Scroll Bar displays different portions of a document.  Use the mouse to move it up or down.

The Status Bar is the bottom bar on the screen just above the Start menu.  It presents information about the document, the progress of current tasks, the status of certain commands; it also provides controls for viewing the document.

The Ribbon is the main navigation bar at the top of the screen in Microsoft( Word 2007; it replaces menus and toolbars in earlier editions.  The Ribbon contains tabs, groups and commands; each tab surrounds a collection of groups, and each group contains related commands.
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Ribbon

An Enhanced Screen Tip is an on-screen note that provides the name of the command, available keyboard shortcuts, and sometimes instructions for how to get additional help.

The lower right corner of some groups on the Ribbon have a small arrow, called a Dialog Box Launcher, what displays a dialog box or task pane with additional options for the group.

The Mini Toolbar contains commands related to changing the appearance of text in a document.  It will appear automatically based on the task your perform and will disappear if you choose not to use it.  It is helpful to complete tasks without having to switch tabs.

A Shortcut Menu is a list of frequently used commands that relate to objects activated by right-clicks.

The Quick Access Toolbar, located above the Ribbon, provides easy access to these frequently used commands: Save, Undo and Redo.
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When choosing text for documents, less is usually better.  Use as few words as possible to make a point.

There are three parts to a flyer:

1. headline – the first line of text

2. body text – all text between the headline & signature line

3. signature line – the last line of text containing contact information or a call to action

Formatting Marks (also called nonprinting characters) display on the screen but are not visible on a printed document.  One example is the paragraph mark (¶) that indicates where you pressed the ENTER key in a document.  A raised dot (·) shows where you pressed the SPACEBAR.  The Show/Hide button on the Home tab controls formatting marks.

Wordwrap allows you to type text continually without pressing the ENTER key at the end of each line.  To insert a blank line in a document press the ENTER key without typing any text.

Paragraph Formatting is the process of changing the appearance of a paragraph.  

For example, you can indent a paragraph.

For example, you can center a paragraph.

Character Formatting is the process of changing the way characters appear on the screen and in print.  Use it to emphasize certain words and improve readability of a document.  For example, use it to italicize or underline characters.

The font  (or typeface) defines the appearance & shape of letters, numbers and special characters.  Font size is measured in a unit called points.  

A style is a named group of formatting characteristics including font and font size.  The default font in Microsoft( Word 2007 is 11-point Calibri.  A style set consists of a group of frequently used styles formatted so they look pleasing when used together.

A document theme is a set of unified formats for font, colors and graphics.  The default theme fonts are Cambria for headings and Calibri for body text.

Each theme has a font set that defines formats for two fonts: one for headings and another for body text.  You can select from more than 20 predefined coordinated font sets.

A bulleted list is a series of paragraphs, each beginning with a bullet character

· item #1

· item #2

· item #3

· item #4

Color schemes identify up to 12 complementary colors for text, background, accents and links in a document.  Word selects colors that work well together.
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Expresses danger, power or energy; often associated with sports or physical exertion
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Represents simplicity, honest & dependability
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Denotes success, victory, creativity & enthusiasm
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Suggests sunshine, happiness, hope, liveliness & intelligence
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Symbolizes growth, healthiness, harmony, blooming & healing; often associated with safety or money
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Indicates integrity, trust, importance, confidence & stablity
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Represents wealth, power, comfort, extravagance, magic mystery & spirituality
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Stands for purity, goodness, cleanliness, precision & perfection
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Suggests authority, strength, elegance, power & prestige

[image: image14.png]Gray




Conveys neutrality & is often found in backgrounds

Resizing includes both enlarging and reducing the size of a graphic.

Document Properties (or metadata) include information like the title, author or subject.  You can view document properties in the Document Information Panel.
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