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INTRODUCTION TO USING A PERSONAL COMPUTER

Welcome to one of the most fascinating aspects of Information Technology,
the use of a personal computer.

ICT (Information and Communication Technology) is the term used to cover
the ever increasing range of computer and telecommunications technologies
that are involved in the processing of information and data.

Until the latter part of the twentieth century, data processing was mainly
confined to large organisations using mainframe computers that were so large
they occupied whole rooms.

This all changed in the 1970’s with the arrival of the personal computer
system (PC), and since then there has been a phenomenal growth in the use
of computers.

Linking computers together via networks and the Internet means that nearly
all businesses now rely upon ICT. This means that computer skills are always
in demand in the workplace.

This workbook focuses upon the use of the most commonly used computer
system found in millions of businesses and homes today. These computers
are based around the original IBM PC, and are simply referred to as “PCs”.

HARDWARE AND SOFTWARE

Computer systems are made up of two very different types of elements —
hardware and software.

Hardware refers to the physical parts of a computer system — the physical
things that you can see and touch.

Software refers to the computer programs that a computer runs to carry out
specific tasks. This ability to be programmed to do different things is what
defines a computer and makes a computer so useful. It is the software that
tells the computer to behave in a certain way.

COMPUTER HARDWARE

There is a vast array of computer equipment. The hardware components of a
typical computer system are shown overleaf, including a number of items such
as mice, speakers, printers etc. which are often referred to as peripherals.

Refer to this and identify these parts on the computer that you are currently
using.
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System Unit

This may take the form of a tower unit (shown here) or
a desktop unit. It houses the main electronics of the
computer, including the main processor (e.g. Pentium)
and memory. It usually also holds storage devices
such as floppy disk drives, hard disk drives and CD
readers and writers.

Monitor

The monitor displays information to the user, and is
therefore an output device. A touch-screen monitor
would be both an input and an output device.

Keyboard

The keyboard is used to type in
information and is usually the most
often used input device.

Mouse

Moving the mouse moves a pointer
around the screen. Clicking either of
the buttons on the mouse enables
you to make selections.

Printer

A printer is used to produce printed
output (hard copy).

The two most common types of
printer in use today are the laser
printer (top) and the inkjet printer
(bottom)

If you are using a network of
computers it is common for printers
to be shared between a number of
computers, so the printer may be
located some way from the
computer you are using.
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Speakers

Computer speakers may be free-
standing like those shown to the left,
or can be built into other parts of the
system, such as the base unit or
monitor.

Earphones and Microphones

Earphones can be used as an
alternative to speakers.

Microphones can be used to capture
audio input.

Scanner

A scanner is used to “scan in”
pictures and (less commonly) text.

Digital camera

Pictures taken by a digital camera
(still and video) can be transferred to
a computer.

. " Video Cam
_ This a miniature video camera which
is normally used to capture video
e
u{

images, often for transmission over
the Internet.
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Floppy Disk

One of several external storage
media that can be used to store
information separately from the main
PC.

Compact Disk
Another external storage media.

It can store the equivalent of 500
floppy disks!

Memory Stick

An external storage media that is
available in a range of storage
capacities.

Modem

A device that converts the signals
transmitted over telephone lines into
a format that can be used by the
computer, and thereby connect to
the Internet.

The above is by no means a complete list of all the possible devices that can
be found on a PC system.

Any device which can utilise digital information can theoretically be attached
to a PC and information transferred between them (e.g. personal organisers,
mobile phones, musical keyboards, light pens etc.)
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INSIDE THE SYSTEM UNIT

The system unit houses a number of important components, including:

CPU (Central Processing Unit)

This is the main processing chip that carries out all the arithmetical and logical
operations of the computer. A modern computer is likely to be fitted with a
Pentium processor. The speed of the processor has a big impact on the
operating speed of the computer.

Computer Memory

RAM (Random Access Memory) is where the computer stores instructions
and data whilst it is being used. The size of the RAM also affects the
operating speed and capability of the computer.

Hard disk

Because the contents of RAM are lost when the computer is switched off, a
permanent storage area is needed for the computer software and data that is
used. A hard disk is a fixed disk built into the system unit and the data and
programs installed on it are stored there even when the computer is switched
off.

Floppy disk drive

The system unit normally houses a floppy disk drive, which can be used to
store and transfer information on to floppy disks. This can be useful for
storing data away from the main computer, and can be used to transfer
information from one computer to another.

CD-ROM
A Compact Disk Read Only Memory is a removable storage device. It can
hold the equivalent of 500 floppy disks!

There is also a range of other media for storing data, such as tape, Zip disks,
data cartridges and Digital Video Disks (DVD).

Some of these large capacity storage devices are often used to keep a back
up copy of all the programs and data stored on the main hard disk, in case of
system failure or data corruption.
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HEALTH AND SAFETY CONSIDERATIONS

Before moving on to actually using the computer it is important to be aware of
the following health and safety issues regarding the use of computers.

Adjust your chair and VDU to find the most comfortable position for
your work. As a broad guide, your forearms should be approximately
horizontal and your eyes the same height as the top of the VDU.

Make sure you have enough work space to take whatever documents
or other equipment you need.

Try different arrangements of keyboard, screen, mouse and documents
to find the best arrangement for you. A document holder may help you
avoid awkward neck and eye movements.

Arrange your desk and VDU to avoid glare, or bright reflections on the
screen. This will be easiest if neither you nor the screen is directly
facing windows or bright lights. Adjust curtains or blinds to prevent
unwanted light.

Make sure there is space under your desk to move your legs freely.
Move any obstacles such as boxes or equipment.

Avoid excess pressure from the edge of your seat on the backs of your
legs and knees. A footrest may be helpful, particularly for smaller
users.

Keying in

Adjust your keyboard to get a good keying position. A space in front of
the keyboard is sometimes helpful for resting the hands and wrists
when not keying.

Try to keep your wrists straight when keying. Keep a soft touch on the
keys and don't overstretch your fingers. Good keyboard technique is
important.

Using a mouse

Position the mouse within easy reach, so it can be used with the wrist
straight. Sit upright and close to the desk, so you don't have to work
with your mouse arm stretched. Move the keyboard out of the way if it
is not being used.

Support your forearm on the desk, and don't grip the mouse too tightly.

Rest your fingers lightly on the buttons and do not press them hard.
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Reading the screen

B Adjust the brightness and contrast controls on the screen to suit lighting
conditions in the room.

B Make sure the screen surface is clean.

B In setting up software, choose options giving text that is large enough
to read easily on your screen, when you are sitting in a normal,
comfortable working position. Select colours that are easy on the eye
(avoid red text on a blue background, or vice-versa).

B Individual characters on the screen should be sharply focused and
should not flicker or move. If they do, the VDU may need servicing or
adjustment.

Posture and breaks

B Don't sit in the same position for long periods. Make sure you change
your posture as often as practicable. Some movement is desirable, but
avoid repeated stretching to reach things you need (if this happens a
lot, rearrange your workstation).

B Take short breaks from the screen, and get up once in a while to walk
around. Frequent short breaks are better than fewer long ones.

Copyright Martin Barrett 2007 WWwWw ] ustclait.co.uk Page 10 of 171



CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

SWITCHING A COMPUTER ON

Although you are not likely to cause any damage to the computer by not
following a strict routine when powering up a computer system, it is a good
idea to follow the recommended sequence given below.

P&m‘\ Proceed as follows:

ACTION

WHY / NOTES

1. Switch on all necessary
electrical wall sockets.

Provide power supply to all equipment
BEFORE switching equipment on.

2. Ensure that any
connected peripheral
devices such as printers,
scanners etc., are
switched on.

Some computers, especially older ones, will
not always connect to external devices unless
they are switched on before the computer
“boots-up”.

3. Ensure there are no
floppy disks or CD'’s in the
computer’s disk drives.

These disks may interrupt the normal “boot-
up” sequence of the computer. If this
happens, a message “Non-system disk error”
may appear. If it does, simply remove the
disk and press the space bar on the keyboard
to continue.

4. Switch on the screen
(monitor or VDU).

It really does not matter when the screen is
switched on in fact, but having it on from the
outset will mean that you will be able to see
any messages that may appear during the
“boot-up” sequence.

5. Switch on the
computer.

The computer will go through a process
called POST (Power On Self Test). It will
check its memory for faults and “look” for the
peripherals that are attached and load
Windows.

6. Enter your user name
and password when and if
asked.

The following pages describe how to use the
mouse and the keyboard to enter your user
name and password.
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Logging On

Specifying a user name and Password (often referred to as “logging on”) is
usually needed to gain access to a computer, especially if the computer is part
of a computer network (i.e. computers linked together so that they can share
resources).

A typical “log-on” screen is shown below:

-'; f " ugerd

Windows

To begin, click your uger name

[& Turn off computer

You will need to use the mouse and the keyboard at this point, so before
proceeding, spend a little time familiarising yourself with these, starting with
the mouse, as described in the next section.
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poto?

USING THE MOUSE

As you move the mouse around your desk or mouse mat, an arrow-shaped
pointer moves on the screen in the same direction as your hand moves.

Pick up your mouse now and take a look underneath — unless you are using
an optical mouse, you will see a small ball resting there. As you move the
mouse on a hard surface the ball rotates against two rollers. One roller
detects horizontal movement, the other vertical movement. The combination
of the two rollers moving at different speeds sends a signal to the computer
which translates into movement of the pointer on the screen.

The leading edge of the mouse normally has two buttons, which perform
different functions. The left hand button is the one you’ll use most by far (if
you're left handed it is possible to configure the mouse and swap the buttons).

The actions you can take with the mouse are as follows:

MOVING AND POINTING : If you move the mouse but don’t press any
buttons, the pointer just moves around the screen. To make things “happen”
you have to press a button.

CLICKING : This means pressing the left mouse button once. Depending on
where the pointer is, clicking may execute a command, cancel a command, or
move you to a different place on the screen.

CLICKING AND DRAGGING : This means holding down the left mouse
button and moving the pointer at the same time. You can highlight sections of
text like this, or drag a picture around the screen.

DOUBLE-CLICKING : This means clicking twice in very quick succession.
For example, you may do this to start a program by double-clicking on an icon
(a picture representing an object). At first, some people find double-clicking
difficult. The secret is to do it quickly, and to keep the mouse still as you click.
It is possible to configure the mouse and change the speed of the double-click
action if necessary.

RIGHT-CLICKING : This means clicking the right mouse button. Right-clicking
on something often brings up a menu of commands related to the area or
item.

Some mice have a scroll wheel located at the front. Moving that wheel will
scroll the display up and down if there is more information to be displayed
than there is room for on the screen at any one time.
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X ol Experiment with the mouse by moving the pointer around the screen. Do not
press any buttons at this stage.

Nﬁo‘\Move the pointer in turn to the following parts of the screen.

Top left-hand corner

Top right-hand corner
Bottom left-hand corner
Bottom right-hand corner

If you find yourself running out of room on the mouse mat, pick the mouse up
and re-locate it before moving the pointer again. It is important to learn that
picking the mouse up and moving it does not move the position of the pointer
on the screen.

Do not be discouraged if you struggle to control the mouse at this stage — this
is not unusual. You will get a lot of practice using the mouse as you work
through this book, and it is one of those practical skills that gets better and
better the more you do it. Eventually, controlling the mouse will become
almost second nature.
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USING THE KEYBOARD

Of all the devices you will use with a computer, the keyboard is likely to be the
one used the most.

There are many different styles of keyboard. The standard keyboard has 105
keys, and is often referred to as a QWERTY keyboard — this refers to the
standard layout of the keys — if you look at the keyboard you will notice that
the letter keys start near the top left hand corner with the letters QW E R T Y.

w‘;o\\ Examine your keyboard and locate the following keys:

Q *n' Etc. The letter keys make up most of the keys around the middle
of the keyboard.

78\

The Function keys (F1, F2....F12) are located at the top of the
keyboard. These keys carry out different functions or actions
depending upon the computer application you are using at the time.

F

~l

The number keys are located below the Function keys. Pressing these
keys on their own will insert numbers. To key in the symbols shown
along the top of these keys you hold down one of the Shift keys at the
same time as pressing the number key. At the far right hand side of
the keyboard is a further set of number keys. This numeric keypad is
usually used when a lot of numeric data is being entered, and is used
in conjunction with the Num Lock key located just above it.

=

The Escape key is located at the top left hand corner of the keyboard.
This is a very useful key, and can often be used to cancel your last
action, or return to a previous screen display.

Esc

i-l
7 \

The Return key is found to the right of the letter block — it is often used
to tell the computer that you have finished a command. When word
processing it is used to start a new paragraph, or insert a blank line.

e

The Enter key can be found in the bottom right hand corner of the
keyboard. It has exactly the same function as the Return key.

i—l
” \

The Backspace key is located just above the Return key. It
may not have the word Backspace on it, but just a left facing
arrow. Pressing this key once deletes any character or space
that is immediately to the left of the cursor.

4—Backspace

[

' The Delete key is found just to the right of the Return key.
Y Pressing this key once deletes any character or space that is

immediately to the right of the cursor.
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The two Shift keys are situated at either end of the bottom row
of the letter section. Holding either of these keys down as you
press another key produces capital letters or gives access to the
symbols found in the upper section of keys with two symbols on
them.

The Caps Lock is found immediately above the left hand shift
key. This key acts as a “toggle” switch. Pressing it once locks
the keyboard into capitals mode. Pressing it again releases the
lock. Many keyboards have a light which illuminates when the
Caps Lock key is active.

Above the Caps Lock key is the TAB key. This key has two
functions. When word processing, the TAB key moves the
insertion point to the next tab position. The TAB key can also be
used to move the cursor to the next entry in a table or form.

The Cursor Control keys are located near the bottom of the
keyboard, just to the right of the letter block. These keys move
the cursor or insertion point around the screen, moving in the
direction as indicated on the key.

This block of keys is found above the cursor control keys. They
move the insertion point around the screen in “chunks”. For
example, the Home and End keys move you to the beginning
and the end of lines respectively. Page Up and Page Down
move the cursor up and down the screen in “chunks”.

The Control and the Alt keys in the bottom left corner are often
used in conjunction with other keys to carry out certain actions.
For example, holding down the Control, Alt and Delete keys
together resets the computer.

The space bar is the large key at the bottom of the

keyboard. Pressing it inserts spaces between

words.

Bear in mind when using the keyboard that the keys “auto-repeat”. What this
means is that if you keep a key pressed down the key effect repeats itself until

you let go.
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WINDOWS BASICS

Having examined how the mouse and keyboard work, you are now ready to
log-on to the computer and learn how to start using the computer operating
system known as Windows.

N"‘(;(\The first step in logging-on is to move the mouse pointer over your user name
and to click the left mouse button once.

oy

. ——— EN [
r —,  EIS

= '
oy
Windows

To begin, click your user name

The cursor (or insertion point) should be seen blinking in the password box,
ready for you to type in your password.

N{(\o\\ Using the keyboard, type in your password. As you type it, dots will be
displayed in the box — this is a security feature, preventing someone looking
over your shoulder and seeing your password as you type it.

&Q“When you have typed the password, point and click on the green arrow (or
N press the ENTER key on the keyboard, located in the bottom right hand
corner).

If you should enter the wrong password, you will be presented with a message
on screen to that effect, like below:

If this happens, enter the
password again,
remembering to use the
correct combination of

6 Did you Forget your password? uppel’ and |0W€r case

Please type your password again.
Be sure to use the correct uppercase and lowercase lekkers, |etter5.

Once you have typed your password correctly you will gain access to the
computer system and the Windows desktop screen will be displayed, similar
to that shown overleaf:
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The way Windows presents information is referred to as a GUI (Graphical
User Interface), whereby pictures and icons are presented for the user to
interact with.

One of the main reasons Windows was developed was to standardise the way
in which different software programs work. The skills you learn using one
Windows program are likely to be used time and again with other programs.

R Y
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The Windows desktop screen acts as your operating panel for the computer.
Windows is in fact referred to as an operating system, and is used to provide
a standardised way of using your computer and the programs which are
installed on it. The appearance of the desktop can be customised in several
ways, so do not worry if your display does not match that shown above.

The small pictures on the desktop are referred to as icons, and are shortcuts —
to accessing different computer programs or different parts of your computer
system.

 Along the bottom of the Windows desktop is the Taskbar, which shows what
computer programs (if any) are currently running.

At the bottom left of the Taskbar is the Start button, which gives you access to
other programs, documents and utilities, via a series of menus. If there is not
an icon on the desktop to start a particular program that you want to run, you
would normally gain access to it via the Start button.
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To learn a little more about some common Windows features, you will now run
a program via the Start button. This program is one of the games that is
normally supplied with Windows — a version of the card game Solitaire.

Load the program Solitaire as follows:

N{@“ Point and click on the Start button.

A menu similar to that shown overleaf will appear:
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N&o\\ Move (but do not click) the mouse pointer over the menu option All
Programs. A sub-menu similar to the following will appear.

B Windavs Madha Flayer

o i windons Messenger
|rna-"t|n gm
D) el Bty
ﬂ et Fopbrer B i Garing Tone
L= e
&mwm B advbe Rosder 5.0
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EW R Ak Acrobsal 6.0 Prol essbonal
w-d I Macrassht Gavat .
I Mucroalt brunge Comgane J
Emmr (=R J
15} rersall wikase v
’ 1B WETE 38 Corsemans

Emumm & reas
Srabesioral

M-tm ) Red

Mo\\ Move (but do not click) the mouse pointer over the menu option Games. A
sub-menu similar to the following will appear.
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A Move the mouse pointer over the menu option Solitaire and click the left
mouse button. The Solitaire program will load and appear similar to the

following:

f Solitaire

Game Help

This screen demonstrates several standard

indows features, as follows:

The Title bar displays the program name Solitaire. In the right hand corner
are three window control buttons.
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Minimise  Maximise Close

&0“ Clicking on the Close button will close the current window. As the current
window is the program Solitaire, closing this window closes the program. Do
it and then re-load the program as described earlier.

N\')O\‘ Clicking on the Maximise button will cause the program to fill the screen. The
button then becomes a Restore button, as shown below:

h°“°“ Clicking on the Restore button will return the window to its original size. Try it
out.

P&\3()\\ Click on the Minimise button to reduce the program to an icon on the Taskbar
at the bottom of the screen. This does not close the program down, but
temporarily removes it from the screen, enabling you to work with another
program at the same time.

I A salitairs

P\ Click back on the Solitaire icon on the Taskbar to return the window to its
original size.

f solitaire
Gamz  Help

Ca

||mw

:

&

N o0 The Menu bar ks another standard feature of most Windows programs. Click
on the word Game to display a sub-menu, as shown overleaf.
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f Solitaire

| (] ﬂ Cancel ]

/
Nﬁo\\Select a different Card Back by clicking on it, and then click on the OK button.

f Solitaire

N On the menu bar, select Game and then Options to bring up the following
dialogue box.
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Options

Scaoning

(%) Standard
) VWegas
() Mone

[] 0utlime dragging

[ I¢K H Cancel ]

A dialogue box such as this is a standard way that Windows presents choices
— the fouhd radio buttons allow one choice to be made within each section.
The square tick boxes enable multiple choices to be made.

NQ()(\Click on various radio buttons and tick boxes to see how this works.

Another common feature of Windows programs is the Help facility.

f Solitaire
(Ll Help

Cartents F1
& For Help on...

How bo\Jse Help

About Solkgire

WNOW click on Help and then Contents to bring up the Help window.

E? Solitaire |Z| |E| fg|

M|

Hide Options

Contents | Index | Search My
Solitaire overview Ay

@ Jsing Me Help Wiewer The object of Solitaire is to use all the

cards in the deck to build up the four suit
stacks in ascending order, beginning with
the aces.

Related Topics

\

wﬁo“CIick on Solitaire to view the list of help topics available.

Hide Dipkieng
Lonterits | lpden | Geanch Wy
18] 5ot | Zolitaire overview iy
[T TR — The obiect of Soliteire is to use all the
7] Pl Soltarn cards im the deck to build up the four st
, tacks = asennding erder, Brgemng with
] Chargen g epuns the BEbE.
] Chaeses & seonng spsiom
W Using the Heip Viewsr Relatad Tonics
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E? Solitaire M=1E3

&
Hide Back Optiong
-
Contents | |ndex | Search iy
itai iy

lIlI S olitaire To play Solitaire

0] Soliaire overvisw 1. ©nthe Game menu, click Deal.

@ Z. Double-click any aces an the

@ Change garme options seven stacks to move them to

@ Choose 4 scoring system the spaces at the upper right of

. . the screen, and then make any

@ Using the Hep Viewer

other plays available on the
board.

3. When you have made all
available plays on the board,
click the deck to begin turning
over cards,

[ Notes A

#» The card that is face up on the dec
15 always availafle for play.

» If vou are using the Draw Three
card option, click the deck to turn
over the cards before vou turn over
any stack cards.|This will give yo
an opportunity tg see other play
options that could increase your
chances of winnifg.

A

NQo‘\ Click on Play Solitaire to display the rules in the right-hand pane ofthe¢/ Help
window.

X ol If the scroll bar appears on the right-hand side of the window, you gan scroll
the information in the right-hand pane by clicking on the up and down arrows
either end of the scroll bar.

N f\ You can also resize a window by moving the mouse pointer over any of the
window edges until a double headed arrow appears. Drag the pointer by
keeping the left mouse button depressed to resize the window.

E?in litaire EI [E| E|

Ef-
Qptionz

Contents | |ndex

Solitaire
Solitaire overview

Play S olitaire
ange game options

@ IJzing the Nelp Yiewer

D&»“o‘\ Finally, close all open windows to return to the Windows desktop screen.
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SHUTTING DOWN AND
SWITCHING THE COMPUTER OFF

It is advisable to follow a proper procedure for ending a computer session and
switching the computer off in a safe and secure manner.

Although just switching the computer off without following a set procedure
may not cause any serious damage to the computer, you may lose valuable
information that has not been stored correctly if you just switch it off in the
middle of doing any work.

Therefore, follow these steps to switch off your computer system:

N;(‘o\\ Close any programs that are open, making sure that you save any document
or file that you are working on. You will be left with the Windows desktop on
screen as below.

o @ B W

My Decurments  Pasink Shop Pro. Sharbout o 34
r Flggry (A}

Eaphas
P U
Hy Corprier RgaPlayer :\‘d&:& Tewg Marking
« B
My Helwirk  Mrcolaieous  Adohe
Plata A0

3
e
F
-
Esider
i
2 M
# i
i

2

Byl fir AL

Inkarat el Lﬂ;w

[Expiorer GO Frofess ..

75 T )

Acrokak FroriPege  Haoromads

Peader 5.1 Drearsaes .

fHdo l@ o)

SRRy GO, hesepr T, [ 1Y U Doty

Gongie Dath  Fowerpoint Teest s LiZ Dast L Dty
Isgroret ¥

A P Q2 S o8B L

Ireawye Trarcher Publicher i i Irieemet (T2 Floppey Dish Ehewteuk ba Shewieik ba Shortouk by
Paryen Expreii Opgri Contre BddUpTasks Fugeag

¥ l Fowerpont

Ml Frograms b
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Turn off computer

Stand By

Nﬁo‘\ ILyou ae c]?frtt;alin that you want to shut down the computer, point and click on
the Turn Off button.

Alternatively, to cancel the shut down process, point and click on Cancel.

After clicking on Turn Off the computer will shut itself down. You may see a
message on the screen saying it is now safe to switch off. Alternatively, the
computer may simply switch off automatically.

If the monitor has its own power switch you may need to switch off the monitor
separately.
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CHANGING COMPUTER SETTINGS

There are a number of computer settings that are used by your computer
each time that you use it.

Many of these settings can be modified by users to customise the computer to
suit their own particular use.

Care must always be taken when changing certain settings — for example, you
could modify the screen display settings in such a way to make it impossible
to see the icons and characters clearly. This would make correcting your error
very difficult.

As a security measure, some computers will be set up so that only those with
appropriate passwords and access rights can modify settings.

To gain an idea of the sort of things that can be modified, double click on My
Computer on the desktop to reveal a display similar to the following:

Fhe Dl Vs Taeated Took  els

T iy Computar [/ 5
-

Fokders -
w B Ga
S jides Ghoaed nn This Comgutes

thased Dedursants _,_.-JI ity Dodurmant _,_J Pt DAt

__.-'I e 15 Dncurments _,_,-'JI ugerL 'y Documents
i Diss Divves
r_-;ﬂ Spsten (S w drtveiresga (F)
vevic s w Ml S8 age
-‘;‘% i Py () 5 '_:I 0 aven (T .. :} G i (8]

Important Note:
The layout of the screen that is displayed can vary, as it is possible to
customise Windows in a number of ways. It is assumed that Windows has
been configured according to the tutor notes that accompanied this workbook.

NﬁQ“CIick on Change a setting to display the following icons:
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¥ Camiral Manal

Fls [dF Ve Paented  Taok  Melg r
Gtac = O ¥ | P Soach Drdos [T-
i B_-r.unum' » )G
E" it Pareed L G‘ ﬁ .;31' h"ﬂ Q -:-? % --llr’lIJ _.!j B‘
aocaprbity  Aod tardese Mmﬂ'l‘rl' I\m Dhater i Tims: [eplay Fioldest Dplions Fonds T
ety e -.m-m.. Catitroberd
> 8 9 = .';.3 D @ 6 L %
FEEF Hexden IrbalR) Trbat et Ve Had Heuie Fctmark  Kobwirk Sebay  Plhone afel  Powsr Opliero
e N T T - Cormmctar Wiz [
2 98 2 9 5 9 F @ 4
Prrbersand  Megionl andd  Scanters acsl ahuh.'l Sevirty SCNPT Saediand  Soesdh Sydem Tashhar and
Frakt  anguagh ...  Canarss Cotlm Blvireetrabion Audin Devces St Mata
81 ﬁ <
L Bétinants, Wieskmsl ey

B s oo L L & B oo P ey &, i

Clicking on many of these icons brings up screens that let you customise
certain computer settings.

X 40N Locate and double-click on the following icons to see some of the options
available — but do not modify any settings. You can, however, safely click on
the tabs within particular options to see some of the settings available.

= Date and time

= Mouse

= Display

= Sounds and Audio devices
= Keyboard

» Regional and Language Options

N Close all open windows and return to the Windows desktop display when you
have finished exploring.
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INTRODUCTION TO WORD PROCESSING

Word processing involves the use of a computer to type, store and print out
text.

Using a computer for word processing has many advantages over using pen
and ink or a typewriter - listed below are just a few features of computerised
word processing which has resulted in word processing being the most
popular use for computers today.

e Change (edit) text before printing it out

e Print multiple copies, or just parts of a document

e Automatic spelling and grammar checking

e Alter text size and shape

e Change page margins and line spacing

e Move sections of text around

e Automatically replace words and phrases

e Store documents on disc for later recall

WORD PROCESSING, GRAPHICS AND DESKTOP PUBLISHING

As well as allowing you to type text, modern word processing programs also
let you put graphics and pictures in a document. This ability to mix text and
pictures used to require special desk-top publishing software, but as word
processing software has become more powerful the difference between the
two software applications has narrowed.

WORD PROCESSING SOFTWARE

As with most computer applications, there are several different types of word
processing software available. This guide is based upon the use of Microsoft
Word, which is the most well known package in use today.

You will now load the program Microsoft Word and create a simple document.
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CREATING A NEW DOCUMENT

Loading the program Microsoft Word

We saw earlier how to run the program Solitaire by clicking on the Start button
and navigating through a series of sub-menus to locate the program.

Word could be loaded using a similar process. However, for programs that
are going to be used regularly such as Word it is normal to load them via a
desktop icon.

Icons can be created for any of the programs that you use regularly. In fact,
when you first install a software program on to the computer, a shortcut to the
program is usually automatically created on the desktop as part of the
installation process.

This guide assumes that a shortcut to Word exists on the desktop — if this
shortcut does not exist on the computer that you are using then you will have
to load the program via the Start button in a similar way to how you loaded the
program Solitaire earlier.

Loading Word via a desktop icon

The first step is to locate the Word icon on the desktop. It will probably
appear as below:

I|.|'|.|I ar |:|

To run the program, place the mouse pointer over the icon and double-click.
Remember, to double-click you must press on the mouse button quickly, and
keep the mouse still as you do it.

If you have difficulty with this skill at the moment, you can also load the

program but clicking on the icon once to highlight it, and then pressing the
ENTER or the RETURN key on the keyboard.

Important Note:

The layout of the screen that is then displayed can vary, as it is possible to
customise Word in a number of ways. This workbook assumes that Word has
been configured according to the tutor notes that accompanied it.
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When you load Word the following screen will appear.

Bl pocument | - Microsolt Word
Be E®  Yew Jroed Fpmdl ook

e Wrde B AddeTOF  Accbel Gomrerds pyT——

N30 A PH LA ST -t RADRM G BT 0w -8 D i
A merrmal « TesiMewhoman = 13 = -;HIE"-:E.]EEE## D.-").-A.l
L RN EREELNEE ENEE SN TR R ENKERNE EYCLERRL IRRI AR IR IR |

Pags | e L LIi MIEm Ll Cdd FEC TRE DT O4F Englsh (UK

isaart| @ @ 1 ™[] Document1 - microsa_ BB 200 500D nx
N.'Qo“ Use the numbers above to identify the following elements of the Word screen.

1. Title bar
Displays the current program name and active document name

2. Menu bar
Displays the various menu options available

3. Toolbars
Display the various toolbar buttons available

4. Horizontal and vertical rulers
Show the positions of margins and tabs

5. Horizontal and vertical scroll bars
Used to moved around the document

6. Status bar
Displays a variety of document information such as number of pages, line and
column numbers and active key locks

7. Insertion point
Indicates the current typing position.
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Word has loaded and a new blank document is displayed, ready for text to be
typed into it.

N%o“ Using the keyboard, press the letter A once.

Notice that a small “a” is displayed — by default, the keyboard is set to enter
lower case letters.

N;ﬁo\\ To type in a capital “A”, press the CAPS LOCK key once to set the keyboard
into CAPS mode. Then press the letter A again. Your document should now
appear as below:

Bl pocument | - Microsolt Word =l
Ble B8 Yew Juel Fomsl Took Tgbe Widew bee AddeIDF  Acchel Comrerts P b quastionfoe halp - X
NS0 A PE LA - RO RN G 8T s -8 e i

H temtmben -2 - B2y [E]EAME- EERFEQD-Y-A-F

L T O O N D R R

Paga 1 Se | L Hoi%m ny Cdld BEC TRC EXT v Engieh (UK w

A Now delete the text by pressing the BACKSPACE key twice (the backspace
key is the key with the left facing arrow, near the top right hand corner of the
letter block).

P&m‘\The keyboard is still in CAPS LOCK mode. Type in the following:
ABCDEFGH

X Press the CAPS LOCK key once again to release the lock, Type in the
following to follow on from the above:

ijklmnop

Your document should now be as follows:
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ABCDEFGHijklmnop

Let's now insert a space between the two series of letters. The first step is to
position the insertion point between the letter H and the letter i.

One way to move the insertion point is to use the cursor control keys — these
are the set of four keys shown below:

1
Al

°ﬁg\\ Press the left facing arrow key several times to move the insertion point
N between the letter H and the letter i.

AV}

F\G“"“ Once the insertion point is positioned correctly, press the SPACE BAR once
to insert a space. Your document should be as follows:

ABCDEFGH ijklmnop

Nﬁo\\ Now position the insertion point between the B and the C near the very
beginning of the text. You can do this by using the direction arrow keys as
before, or a quicker way is to use the mouse pointer and point and click
between the letters.

Nm“ Now delete the letter C by pressing the DELETE or DEL key on the
keyboard. Notice that this key deletes characters that are immediately to the
right of the insertion point, whilst the backspace key deletes to the left.

Nﬁo(\ If you hold keys down rather than pressing them once, they auto repeat. Hold
down the DELETE key now and delete all the text to the right of the insertion
point. Finally, hold down the backspace key to delete the remaining text.
Your document should be blank.

Let’s now recap on some of the above and learn a little more about entering
text in a document.

R&O\‘Type in the following single line of text:
The quick brown fox jumps over the lazy dog.

Notes on entering the above text

e To get a capital T, you can either hold down one of the SHIFT keys at the
same time as pressing the letter T, or you press the CAPS LOCK key
once to switch capitals on, type the T, then press the CAPS LOCK key
again to turn capitals off. As you can see, to type a single capital letter it is
quicker to use the first method.
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e Use the large space bar at the bottom of the keyboard to enter a space
between each word.

e Be careful not to hold any keys down for too long — the keys auto-repeat if
you do.

e Use the left pointing BACKSPACE key to delete any immediate errors that
you notice as you type. Remember the DEL or DELETE key without the
arrow deletes whatever is to the immediate right of the cursor.

e Use the direction arrow keys to re-position the cursor if you need to go
back to correct any errors. Alternatively, move the mouse pointer to the
position you want to move to and click the left mouse button once.

e For keys that display two characters, hold down the SHIFT key at the
same time as pressing the key to enter the symbols that are shown at the
top of the key.

&Q“When you have typed in the above line of text, move to a position two lines
below by pressing the ENTER or RETURN key twice. Make sure the cursor is
at the end of the line of text before doing so.

X 300 The insertion point should now be positioned two lines below the T. Now type
in the following:

3&5$E1@:<?/>.(%)*#/

N{&Q“ Now move the insertion point so that it is positioned just before the j in the
word jumps on the first line of text.

cﬁo(\Type in the word cub. Notice how the rest of the line of text automatically
N moves along to make space for the new word.

Nﬁo\\Now press the key marked Home. Notice how it moves the cursor
immediately to the beginning of the current line. Now press the key marked
End. This moves the cursor to the end of the current line.

The above will have provided you with a sound introduction to typing in text
using the keyboard. Just as it is with using the mouse, the more you practise
the more it becomes easier and more intuitive.

A NNow close Word by clicking on the Close button near the top right-hand
corner. If you see a dialogue box asking whether you want to save the
changes to the document, answer No.
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PRINTING A DOCUMENT

In this section you will learn how to produce a printed copy of a document.
Nﬁo\\ Ensure that Microsoft Word is loaded with a blank document window open.

Note: If you still have Word loaded but do not have a blank document window
waiting for new text to be entered, point and click on the New Document icon
on the toolbar, as shown below:

1 Clait 2006 L1 Unit1 XP2003.d

: File Edit Wiew Insert Faormat

zﬂ Maormal + 16 pk mes hew Roma

T n DENETE VA
‘E Toiczoac1s
|

&Q“Type the following text into the document. In this text the lines are longer than
the width of the page. DO NOT PRESS THE ENTER OR RETURN KEY TO
START A NEW LINE. Notice that as you reach the end of a line the computer
will automatically move the text to a new line if it runs out of room — this is
known as word wrap. The lines of text may well end at different places to
those shown below.

Yin Gloucestershire, a mainly rural county, life follows the spin of the seasons.
The clues are in the pub names: the Fleece, the Mill Inn, the Boar, the Wild
Duck, the Lamb and others.

You will now print a copy of this document as follows:

PRINTING A SINGLE COPY OF THE DOCUMENT

Before printing a document always ensure that the printer is ready i.e. that the
printer is switched on and is loaded with paper.

The easiest way to print a single copy of the current document is to point and
click at the Print button on the toolbar.

G Clait 2006 L1 Unit1 XP2003.d

i Fle Edit Vie Insert  Format
zﬂ Mormal + 16 pk Times New Roma
— X

HRN=N" BT WA
[L] 3o czoae1

Nﬁo‘\ Print a copy of the document by clicking on this button now.
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Take care to only click on the print button once — if you click on it repeatedly
you will produce a print out for each click. There may be a short delay as the
document is “sent” to the printer, so please allow for this.

Alert your tutor if you experience any problems with printing.

PRINTING MULTIPLE COPIES OF THE DOCUMENT

The above method is ideal for generating a single copy of the current
document. However, if you want to print several copies of a document, or
change certain print settings, then you should print your document via the

Print dialogue box.

To see this in action, print two copies of the document as follows:

w&o‘\Select File and then Print.. on the menu bar, as shown below :

S Cladr JODE L1 Lnit! XPFO0A. dae - dierenall

The ahow
However,
sattings, t

To see the

iy P B Select Fl
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A screen similar to the following will appear :
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&Q“To generate two copies of the print, click in the Numbe

copies box and

change the number from 1 to 2. Then point and click on the OK button.
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N.ﬁo‘\CIose the document without saving it when the printing is complete.

General notes on using a printer

There are different types of printers, but by far the most common types you
will come across these days are inkjet printers and laser printers.

Inkjet printers work by squirting small dots of ink onto the page, and normally
provide the facility to print in colour and black and white.

Laser printers use technology similar to a photocopier. Colour laser printers
are relatively expensive, so it is more common to find black and white laser
printers in use.

&0\\ Explore the printer or printers that are in use in the training centre. In
particular establish the following:

What types of printer(s) are in use?

How do you switch the printer(s) on?

How do you load paper into the printer(s)?

How do you carry out a test print on the printer(s)
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SAVING A DOCUMENT

One of the great benefits of using a computer is that all the work you do can
be stored or saved.

Normally, you would save your work in one or more of the following locations:

The PC’s internal, hard disk
A floppy disk

A compact disk (CD)
Network hard disk

In the training centre you may well store your work onto a floppy disk which
will be issued to you. Storing your work on a floppy disk means that your work
can be kept securely, and no other user will be able to access it.

In a domestic or work situation you would most likely store your work on the
computer’s internal hard disk — this has the convenience of having a very
large capacity and means all your work is easily accessible.

To distinguish the different places (or disk drives) where work can be stored,
the computer allocates a letter to each. Typically (but not always), the
following letters are used to identify disk drives:

A: Floppy disk drive
C: PC’s hard disk drive
D: Compact disk drive

F, G, H etc. Network disk drives

The following exercise will guide you through the process of saving a
document to a floppy disk.

Nﬁo‘\ Ensure that Microsoft Word is loaded with a blank document window open.

Note: If you still have Word loaded but do not have a blank document window
waiting for new text to be entered, point and click on the New Document icon
on the toolbar, as shown below:

T Clait 2006 L1 Unit1 XP2003.d

: Fle Edit Wiew Insert Format

r!,;{ Marmal + 16 pk_- HmEs Mew Roma
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Type the following text into the document.

Copyright Martin Barrett 2007 WWwWw ] ustclait.co.uk Page 39 of 171



CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

Gloucestershire has always been a wealthy county. Great tithe barns remain, as
do corn return posting boxes and counting tables where labourers received their
quarterly wages.

Now save this document as follows:

Nﬁo‘\ Select File..., Save As... on the menu as shown below:

) Glorenntar. dae - Miersss’1 Ward
De i e fuet fond Tek Tk ket AdRsTOE Acdbl Comnerts
foan -2 - B L U MEEAmE == EE DAl

FL b DL O B I AR D i)
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Gloucestershae has always been a wealiby county, Oreat tithe berns remain, as 4o
corm return posting bodes and countmg tabl=s where labousers recerved ther quarterly
WAREE

The Save As dialogue box appears, as shown below:

Save in: |B martin's Docurments v| @-3|Q X iy - Tods-
E () Image Transfer
: [CIMDE

My Recent My Data Sources
Documents L5y eBinoks

= @M‘y‘ Music
L- @My Pictures
Desktop @My Videos
&lMy Webs
R [C5=an
‘_,; [CT15ecurity

My Docurments @Shnrtcut to Opps Centre

&L

My Camputer
[ File/name: Cocumentl. dac | 5
Iy Mekwork, | - _‘| [ === ]
Places Spwve as bype: |'l.-'u'|:|r|:| Document (*.doc) b | Cancel ]
Note: the contents of the above dialogue box will be different to that shown
here.
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Saving a document for the first time involves providing the computer with two
essential pieces of information — LOCATION and FILE NAME.

Save in: | i My Computer *v| @-3 Q@ X - Toos-

Ty J& 315 Floppy (a2

i b Syeskem (1)
Iy Recent s CD Dirivee {011
Documents ,E.CD Drive (E:)

= G driveimage (F:)

U.% (e=35hared Documents

Deskiop I Guest's Documents
[Camartin's Documents
|Chuserl's Documents

_J ICuser10's Documer

My Documents

My Compuker

-

|Dcu:ument1 .doc ht | [ Save ]

Iy Mebwork,

Places Save s bype: |'-.-'v'|:|r|:| Docurnent (*,doc) V| Cancel

p&“(ﬁ\ Select the location by clicking on the down arrow to the right of the Save in:
label to reveal a list of locations available on your computer.

Save in: [ martin's Documents F" @ ~ [ | ﬁ P (] |j * Tools =
= @' Desktop
I 23 i My Computer

My Recent [ martin's Documents

B EEs [ userl's Documents
[ userld's Documents
@ [C3) Guest's Docurments
& shared Documents
Desklop A Y
i i CD Drive (D
_,,/ iy CO-RW DriveNE:)
My Documents @ driveimage (F:

— B My Metwork Place
- My Docurnents
i! |5 Miscellaneous

My Compuker [ﬁ Temp Marking

[ FTP Lacations

AddMadify FTP Locations
- e TAmeT—[Unik] RP2003 vZ. o, vl [ save |
Iy Mebwork, \ =

Places Save as bype! |'-.-'v'|:|r|:| Docurnent (*.du:ué\{ w | Cancel

-

Nﬁo“Now choose the location — (if you are s&ying onto a floppy disk this will
almost certainly be referred to as 3¥2 Floppy (A:)) by pointing to it in the list
and clicking, so that the display changes as overleaf:
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Save int |_ﬂ, 314 Floppy (A V| @~ Q A B3 v Tools -

D

My Recent
Dacuments

)
& 2R
=)

My Documents

T

My Compuker

-

File narme: |D0cument1 \doc - ¥ | [ Save ]

Iy Metwork
Flaces Save as type: |W|:|ru:| Document (*,dac) \< Cancel

A o\ Once you have specified the location, point and click in the File name: box
and replace the existing entry with the file name Gloucester.

Save in: |_§, 314 Floppy (A:) V| @ - | X Ly E - Toolks -

My Recent
Dacuments

g File: narne: Gloucestet| ¥ v Save
My Metwark | - J/[/' = ]
Flaces Save as bype: |w.;.r.;| Document (¥, doc) w | Cancel

p&\\"“ When yo ppy with the location and the file name, point and click on the
Save button. The document will then be written to the floppy disk.

The Save As dialogue box will disappear once the document has been stored
safely onto disk.
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You will notice that your chosen file name Gloucester.doc now appears in
the title bar of the document window

FHFI Gloucester.doc - Microsoft Word

! Fle Edit Wew Insert Format Tools  Table  ‘Window

: 44 Mormal » TimesMewRoman ~ 12 ~ | B I T

AR NE=A" NERENN= NN A N NEEN - N

That'’s it — you have now created and saved your document.

All computer information is stored in files. The above actions will have
created a file on the floppy disk with the name Gloucester.doc

The .doc entry after the file name will be automatically added by the computer
— it is referred to as the file extension, and is used by the computer to identify
the type of information that is stored in the file. A file extension of doc tells the
computer that this file is a document file, as the doc extension is normally
associated with Word documents.

The computer will also automatically record the date and time the file was
saved, together with details of the file size.

Practice tasks

There now follows three tasks to give you some practice in creating, saving
and printing documents.

Gﬁo\\ Before attempting the tasks, close the current document and close Word to
N return to the opening Windows desktop screen.

Ask your tutor to check your work after each task so that any difficulties can
be identified and rectified.

Save your documents onto the floppy disk unless instructed otherwise.
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Practice Task 1

CREATING A DOCUMENT
SAVING A DOCUMENT
PRINTING A DOCUMENT

The data files required for this exercise are: None

1. Switch on the computer
2. Login using your username and password
3. Load a word-processing application

4. Open a new document

5. Type the following text into the new document, leaving a blank line

between the items as shown below:
Large wardrobe
Single bed - £50
Vanity unit - £12.50
Mirror - £10 (50% off)
Table & chairs (brand new!)
6. Save the document using the file name furniture
7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 2

CREATING A DOCUMENT
SAVING A DOCUMENT
PRINTING A DOCUMENT

The data files required for this exercise are: None

1. Switch on the computer

2. Login using your username and password
3. Load a word-processing application

4. Open a new document

5. Type the following text into the new document, leaving a blank line
between the paragraphs as shown below:

People are now able to buy their postage online, without any stamps, for
the first time under a new free initiative from the Royal Mail.

Customers pay for postage by credit card over the internet for first-
class, second-class, recorded, special and international deliveries.

6. Save the document using the file name post
7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 3

CREATING A DOCUMENT
SAVING A DOCUMENT
PRINTING A DOCUMENT

The data files required for this exercise are: None

1. Switch on the computer

2. Login using your username and password
3. Load a word-processing application

4. Open a new document

5. Type the following text into the new document, leaving a blank line
between the paragraphs as shown below:

An unfinished book by JRR Tolkien has been edited into a completed
work by his son for publication next year.

Christopher Tolkien has spent 30 years working on The Children of
Hurin, which The Lord of the Rings author started in 1918 and later
abandoned.

Extracts from The Children of Hurin have been published before.
JRR Tolkien's The Lord of the Rings trilogy has sold more than 50
million copies and was adapted into three hugely successful films.
9. Save the document using the file name book

10. Print a single copy of the document

11.Close the word-processing application

End of task
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RECALLING AND EDITING AN DOCUMENT

So far you have seen how to create and save a file. You will now learn how to
recall a saved file, make changes to it (edit), and save it again.

P&ﬁo\\ Ensure that Microsoft Word is loaded and that all document windows are
closed so that you see a screen similar to that below:

&O“To recall an existing document, point and click on the Open button on the
Word toolbar (the button representing an open folde

0§ Unit1 XP2003 v2.doc - Microsoft

mes Mew Roman -
[ ™
-
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et

The Open dialogue box appears similar to that below:

Just as when saving a document, recalling a document that has already been
saved involves providing the computer with two essential pieces of information

— the file LOCATION and FILE NAME.

You are going to recall the document Gloucester.doc saved earlier.

Click on the down arrow to the right of the Lgok in: label and ensure that the
location is set to 3%z Floppy (A:) (or the locdtion of your files) by clicking on it

in the list of file locatior

the appropriate locatiop.)

1S that are displayed/ (note, this may already be set to

My Recent
Documents

3
Desktop

m, |

3

My Documents

My Computer

MMy Mebwark
Places

; @' Deskiop

| I martin's Documents

4

i My Computer
[C5) martin's Documgnts
|5) userl's Documefits
|5) user10's Documents
|7) Guest's Documefits
(&2 Shared Documagts

3% Floppy (A1)
“ee System (C1)
«zn CD Drive (Di)
=5 CD-RMW Drive (E:)
G driveimage (F:)
‘-J My Network Places
._'_‘| My Documents
1) Miscellaneous
I3 Temp Marking
\_"i FTP Locations
[&] addModify FTP Locations

@ @A Q X Cu B Tods-

Type

Adobe Acrobat Doc...
Rich Text Format
[iata Base File

JPEG Image

Adobe fcrobat Dac..,
Microsoft Word Doc..,
JPEG Imnage:

Text Document
Adobe Acrobat Doc..,

Microsaft OFfice Acc...

Microsoft Word Doc..,
Rich Text Farmat
Rich Text Farmat

Configuration Settings
|_shortout

Date Modified |
19/03/2007 17:09
13/02/2007 17:28
16/01/2007 16:02
16/01/2007 16:00
02(01/2007 17138
2111/2006 16:56
05/11/2006 18145 |
17/08/2006 11:22
08f08/2006 14:15
26072006 15:53
14)03/2006 15:40
25/10/2005 12:08
24{10/2005 17:00
18/05/2005 13:55 |
t6f03je0s 1428 |

Flle name; |

v

Files of type: | all Files (*.%)

The Word files that are stored in the selected location will be displayed in the
Open dialogue box (note that your practice tasks files may also be shown).

vJ Carnicel :

Look in:

| J4 314 Floppy (A2)

v| @ -3 @ X i E - Tools-

D

My Recent
Documents

Iy Metwork,
Flaces

IEﬂGloucester.duc

File name: ||

J

Files of bype: |,q|| Files (*,%)

v |

Cancel
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To recall the file Gloucester.doc, point and click on the file name so that it
becomes highlighted, and then point and click on the Open button (or you can
simply double-click on the file name).

Look in: LﬁQv& Floppy () V| @ - 0N a x o\ + Tools -

My Recent
Dacuments

5
%@
o
-

(2

My Documents

My Compuker

-~

File name: ﬁ -
fely Mebwork | v| 2rel | J

Flaces Files of type: ||.:.||| Files (*,%) w | Cancel )

Having clicked on the Open button, the document will be opened and
displayed as below:

2 Ginsensiar. doe - Mierassll Ward

***u-a-a-r-wwwwwwv b Gt

I.'!Inwsnllu:hm! has alwwys been s wealtby county, Great tithe baene remain, az 42
codm return posting beores and coumting tables where labousers recerved thewr quasterly
WAEES
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N;Qo“ Now edit the document by adding the following sentence below the existing
text.

Part of the Cotswolds lies within the county of Gloucestershire.

N‘\““ Then close the document by clicking on the close document button.

2 Ginsensiar. doe - Mierassll Ward | =
£

e M e juet Fped Jok Tobs Wede pde  AddePUF  Ausbl Comrerts

:ﬂ_md-upr-lmmkm 17 2| B U [i]-__-.ii- =
Y N : n T 0

L o P

EEEn-v-a-j
q 100% = A LiEea

1l

Glaucesterehire has always been s wealily county, Great tithe barnz remain, az da
codm return posting beores and counting tables where labousers recerved thewr quarterly
WAEES

Part of the Cotewolds Les within the couaty of Gloncestarskare

Page | e | il AR ik Ca ) T Engizh LK G

Word detects that the document has been amended since it was last saved,
and prompts you to save or ignore the changes by displaying the following
dialogue box.

Microsoft Office Word

' "-\ Do wou wank to save the changes to Gloucester, doc?

Yes o [ Mo ] [Cancel ]

N 00 Point and click on Yes to save the changes. (Note that clicking on No would
result in the document being closed without any changes being saved, whilst
clicking on Cancel would cancel the “close document” action and return you
to the open document.)
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You do not have to wait until closing a document before saving any changes —
clicking on the Save button at any time results in the document changes being
saved instantly. The previous version of the document is overwritten with the
amended versign.

I Unit1 XP2007 v2.doc -

! Flle Edit  Wigw Insert

4;-1 Mormal +/arial, - Arial

(L] |3-|-2

Remember, if you wish to give the document that you are saving a new name,
or if you wish to change the storage location, you have to select the File,
Save As... option on the menu bar.

'EH'—'I Gloucester.Zoc - Microsoft Word

| FIEY| Edit Wiew Insert Format /Tools  Table ‘Window Help  Adobe PDF  Acrobat Comments

L] Hew. 0man-12-|BIH|§E§$§'|§Effigig|va‘_’fv
e A X Y- A R e R==T T =K
| Close
= =l save /{trI+S
|:| — |1|§|1|2|3|4|5|5|?|a|9|10|11
g Save asWeb Page...
¥ File Search...
Petmission 3
Versions...
Wieh Page Preview Gloucestershire has always been a wealthy county. Great tithe ba
Page Setup. .. cort return posting boxes and counting tables where labourers rec
&, Print Preview WagEs.
S et cul+P Part of the Cotswolds lies within the county of Gloucestershire.
Send To 3

Properties

Exit

N;ﬁo\\ Close all open documents.

Now tackle practice tasks 4 — 6, which provide practise in recalling, editing
and saving files.

Important Note:
These tasks, and the remainder of the tasks in this workbook, will require you
to open existing document files that have been especially prepared.

Therefore, you may need to find out from your tutor where these files are
located before you proceed. You should also find out where you should store
any new documents that you are asked to create during the exercises.
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Practice Task 4

OPENING AND EDITING A DOCUMENT
SAVING A DOCUMENT WITH A NEW NAME
PRINTING A DOCUMENT

The data files required for this exercise are:  furniturel

8.

9.

. Switch on the computer

Login using your username and password

Load a word-processing application

Open the document called furniturel

Change the word wardrobe to read wardrobes

Change the price of the single bed to £60

On the last line, change (brand new!) to read (nearly new)
Save the document using the new file name furnlnew

Print a single copy of the document

10. Close the word-processing application

End of task
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Practice Task 5

OPENING AND EDITING A DOCUMENT
SAVING A DOCUMENT WITH A NEW NAME
PRINTING A DOCUMENT

The data files required for this exercise are:  postl

1. Switch on the computer

2. Login using your username and password

3. Load a word-processing application

4. Open the document called postl

5. Add the text Good news! to the beginning of the first paragraph

6. Delete the words by credit card in the second paragraph

7. Add the text below as a new paragraph at the end of the document
A Royal Mail spokesperson said that this initiative demonstrated how
they were committed to making life easier for their millions of
customers.

8. Save the document using the new file name postlnew

9. Print a single copy of the document

10. Close the word-processing application

End of task
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Practice Task 6

OPENING AND EDITING A DOCUMENT
SAVING A DOCUMENT WITH A NEW NAME
PRINTING A DOCUMENT

The data files required for this exercise are: book1l

1. Switch on the computer

2. Login using your username and password
3. Load a word-processing application

4. Open the document called book1

5. Insert the word almost immediately following the word spent in the
second paragraph

6. Delete the words and was adapted into three hugely successful films
in the last paragraph

7. Add the text below as a new paragraph after the second paragraph, that
ends and later abandoned.

The story involves the elves and dwarves that feature in much of
Tolkien's work.

8. Save the document using the new file name booklnew
9. Print a single copy of the document

10. Close the word-processing application

End of task
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SETTING PAGE MARGINS AND PAGE ORIENTATION

In this section you will discover how to set the size of the page margins, and
how to change the page orientation.

You will be carrying out the following:

¢ Recalling an existing document

e Setting the size of the page margins to 4cms

e Changing the page orientation from portrait to landscape

N\\O“ Open the document Gloucester.doc

N\‘;()\\ To change the page margins, selecting File, Page Setup... from the menu
bar, as shown below:

I} pocument? - siicrosoft Word

| File | Edit  Wiew Insert Format  Tools  Tabl

Hew... Roman -~ 12 =

o
[ oOpen... Crl4+0 5 i |

Save ChrH3

=
dly Save as Web Page..,
ie!

File Search...

Permission 3

Versions. ..

‘i'eb Page Preview /

Page Setup...

Prink Prewview

gy

Prink... Chrl+P

Send To 3

Properties

Exit

The following dialogue box will appear :
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Margins Paper Layout

Margins
Top: 254cm 3 Bottom: 2.54cm &
Left: 3.17cm & Right: |3.17cm %
X

Gukker: Qem % | Gutter position: /Left L
Cirienkation

A)

Partraik Landscape
Pages

Multiple pages;

Presview
Apply ko
Whiole dacurmeht w

oW o]

N:ao\\To adjust the left and right page margins, changetke values in the boxes
shown above so that they are both 5 cms. This can be.done by typing in the
new value, or by pointing and clicking on the arrows to theight of the value
box which will move the values in a scrolling fashion.

Nﬁo“When the left and right margin values have been set, point and click on OK.
M.ﬁo\\ Print out a copy of the document.

Chanqing the page orientation

On the dialogue box above, there is the option of printing either in portrait (tall)
orientation, or landscape (wide) orientation.

Margins Paper Layout

Margins

Tap: ZEdcm % Baotkam: |2.54 cm &
Left: 347om % Right: 317 cm %
Gutker: 0cm Ea Gutter position: | Left b

Crientation

Porkrait L E#;\

p&»“o‘\ Print out a copy of the document again, but this time in landscape orientation.
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Practice Task 7

OPENING A DOCUMENT
SETTING PAGE MARGINS
SETTING PAGE ORIENTATION

The data files required for this exercise are:  cyclel

1. Load a word-processing application

2. Open the document called cyclel

3. Set the page orientation to landscape

4. Set the top page margin to 4 cms

5. Set the left page margin to 5 cms

6. Set the right page marginto 5 cms

7. Save the document using the new file name cyclelnew
8. Print a single copy of the document

9. Close the word-processing application

End of task
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Practice Task 8

OPENING A DOCUMENT
SETTING PAGE MARGINS
SETTING PAGE ORIENTATION

The data files required for this exercise are:  trotl

1. Load a word-processing application

2. Open the document called trotl

3. Set the page orientation to portrait

4. Set the top page margin to 4.5 cms

5. Set the left page margin to 4.5 cms

6. Set the right page margin to 8.5 cms

7. Save the document using the new file name trotlnew
8. Print a single copy of the document

9. Close the word-processing application

End of task
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Practice Task 9

OPENING A DOCUMENT
SETTING PAGE MARGINS
SETTING PAGE ORIENTATION

The data files required for this exercise are: mind1l

1. Load a word-processing application

2. Open the document called mind1

3. Set the page orientation to landscape

4. Set the top page margin to 6 cms

5. Set the left page margin to 4.3 cms

6. Set the right page margin to 5.7 cms

7. Save the document using the new file name mind1lnew
8. Print a single copy of the document

9. Close the word-processing application

End of task
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ALIGNING AND INDENTING TEXT

Text can be aligned in various ways within a document, and in this section you
will learn about:

Left aligned text

Right aligned text

Centre aligned text

Fully justified (or justified) text
First line indented text

Here is how a single paragraph of text appears with each of the above
alignments and indents applied.

Left aligned (straight left margin, ragged right margin)

There is a vast array of computer equipment. The hardware components of a
typical computer system are shown overleaf, including a number of items such as
mice, speakers, printers etc. which are often referred to as peripherals.

Right aligned (ragged left margin, straight right margin)

There is a vast array of computer equipment. The hardware components of a
typical computer system are shown overleaf, including a number of items such as
mice, speakers, printers etc. which are often referred to as peripherals.

Centre aligned

There is a vast array of computer equipment. The hardware components of a
typical computer system are shown overleaf, including a number of items such as
mice, speakers, printers etc. which are often referred to as peripherals.

Fully justified (straight left marqgin, straight right margin)

There is a vast array of computer equipment. The hardware components of a
typical computer system are shown overleaf, including a number of items such as
mice, speakers, printers etc. which are often referred to as peripherals.

First line indented (alignment of paragraph can be any of those above)

There is a vast array of computer equipment. The hardware components
of a typical computer system are shown overleaf, including a number of items
such as mice, speakers, printers etc. which are often referred to as peripherals.

A document may well contain text that has been laid out using a combination
of the above alignments. The alignment can be applied to individual lines, but
normally any alignment is applied to entire paragraphs.
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Unless otherwise specified, the usual “default” alignment of text is left aligned.
The alignment that is currently applied to a section of text is shown on the
formatting toolbar as follows:

2 Chail 2006 L1 Wnil1 XP2003, doc - Microssll Word
PBe ER Yew et Faymal  Jook Table window Help  Adibo POF Adrohat Qomrends

P Memale 2ot - Tmeshiewionan - 12 - B O ([E]EEmmiE- s EE B-*-4A-H
HR N~ N T w41 A W T Ligasl B
o ’*’ﬁ ,..‘...ﬁk N N e L —

This button This button centres This button aligns This button fully
aligns text to the text the text to the right justifies the text,
the left margin, hand margin resulting in straight
with a ragged left and right
right margin margins

You can use these buttons to align text before you type the text, or you can
use them to align text that has already been typed.

ALIGNING TEXT BEFORE YOU TYPE IT

Carry out the following steps to see this in action :

N;ﬁo(\ 1. Ensure that Microsoft Word is loaded and open a new document
2. Point and click on the centre text button on the formatting toolbar
3. Type the following two words as a heading

CHAPTER ONE

You will notice as you type that the insertion point is automatically positioned
in the correct place on the screen so that the text remains centred as you

enter each character.

N;Qo(\ When you have finished typing the text that you want to centre, you should
move to the line below and point and click on the centre text button again to
switch it off — otherwise, any further text you type will also be centred in this

way.

Nﬁo(\ Now close the new document without saving it (answer NO to the question Do
you want to save the changesto .....)
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ALIGNING EXISTING TEXT

As an alternative to setting the alignment before you enter text, you can easily
change the alignment of text that has already been entered into a document.

This is achieved by placing the insertion point anywhere within the text that is
to be aligned, and then clicking on the appropriate button on the formatting
toolbar.

Carry out the following steps to see this in action :

Open a new document and enter the following paragraph of text (using the
default left alignment).

A woman came home, screeching her car into the driveway, and ran into the
house. She slammed the door and shouted at the top of her lungs, ""Honey, pack
your bags. | won the lottery!"*. The husband said, *Oh my God! What should I
pack, beach stuff or mountain stuff?"’. "*Doesn't matter," she said. ""Just get
out."

Place the insertion point anywhere within the text, and then click on the justify

button on the toolbar. |

The text should now appear similar to that below, with a straight right margin:

A woman came home, screeching her car into the driveway, and ran into the
house. She slammed the door and shouted at the top of her lungs, ""Honey, pack
your bags. | won the lottery!"". The husband said, *Oh my God! What should |
pack, beach stuff or mountain stuff?*. '*Doesn't matter,” she said. ""Just get
out."

Now right align the paragraph of text - the text should now appear similar to
that below:

A woman came home, screeching her car into the driveway, and ran into the
house. She slammed the door and shouted at the top of her lungs, ""Honey, pack
your bags. | won the lottery!"*. The husband said, "*Oh my God! What should I

pack, beach stuff or mountain stuff?"'. "*Doesn't matter," she said. ""Just get

out.”

Finally, left align the paragraph again - the text should now appear similar to
that below:

A woman came home, screeching her car into the driveway, and ran into the
house. She slammed the door and shouted at the top of her lungs, "*Honey, pack
your bags. | won the lottery!"*. The husband said, "*Oh my God! What should I
pack, beach stuff or mountain stuff?"’. *Doesn't matter," she said. ""Just get
out."

Copyright Martin Barrett 2007 WWwWw ] ustclait.co.uk Page 62 of 171



CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

APPLYING A FIRST LINE INDENT

You will often see the first line of a paragraph of text indented, as shown
below:

A woman came home, screeching her car into the driveway, and ran into
She slammed the door and shouted at the top of her lungs, **Honey,
pack your bags. | won the lottery!". The husband said, ""Oh my God! What
should I pack, beach stuff or mountain stuff?**. **Doesn’t matter," she said.
""Just get out."

This is known as a first line indent.
To achieve the above layout in the current document proceed as follows:
Nﬁo“ Point and click anywhere in the paragraph shown above.

Nﬁo“ Select Format, Paragraph on the menu bar.
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Ischgroard e and shaated af the top of her Suu;:. "Hamey, pack yaur h.z.,g,l I
o Thene. he husbasd zad, "0h my Gedl What should I pack, beach dull
*Doesn't matter.® she sapd “Tust get owt *
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The following dialogue box will be displayed:
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Paragraph

Indents and Spacing | Line and Page Greaks

Special:

General
alignment: Qutline level:
Indentation

Body kext %

Bry:

Right: 0cm £

Spacing
After: 0pk T
Presviewm

[ o«

][ Cancel ]

N;ﬁO\‘ In the Indentation section, click on the drop down arrow under the Special
heading, to reveal the options

as below:

Paragraph

Indenrts and Spacing | Line and Page Breaks
General

Alignment: Qutline level; Body kext
Indenkation

Right: 0cm s \ -
Spacing

Before: 0 pt v Line spacing: Ak

After: 0pt £ Single v £
Presigwm

K ][ Cancel ]

L_ ol

= |
/

NQO“ Click on First line

default value (e.g. 1.27cm) will appear in the By box.

NQO“ Click on the OK button. The paragraph will be indented as shown above.
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N‘ﬁo‘\ Now remove the indent by repeating the procedure, and selecting none in the
Special box.

INDENTING TEXT FROM BOTH MARGINS

The same dialogue box can be used to indent all the text in entire paragraphs
from the left and the right margins.

Paragraph

Indents and Spacing | Line and Page Breaks
General

alignment: Left b 2utline level: Body kext %
Indentation

Left: Ocm o Special: Bry:

Right: 0cm e (none) ~| |l E:
Spacing

Before: 0 pk £ Line spacing: at:

After: 0 pk £ Single w g
Presviewm

(o) Cow ]

&0‘\ Indent the current paragraph of text by 2 cms from both margins by keying in
N the value 2 in the left and the right indentation boxes indicated above.

The result should look something like this:

A woman came home, screeching her car into the
driveway, and ran into the house. She slammed the door
and shouted at the top of her lungs, ""Honey, pack your
bags. | won the lottery!"*. The husband said, *Oh my
God! What should I pack, beach stuff or mountain
stuff?™. ""Doesn't matter," she said. ""Just get out.™

N;ﬁo\\ Now close the document without saving it.
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Practice Task 10

OPENING A DOCUMENT
ALIGNING TEXT
INDENTING TEXT

The data files required for this exercise are: stratl

1. Load a word-processing application
2. Open the document called stratl

3. Fully justify paragraphs four and five, beginning Shakespeare's
Birthplace and The building offers

4. Apply a first line indent of 2 cms to all paragraphs

5. Right align the third paragraph, that begins As Stratford was
6. Save the document using the new file name stratlnew

7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 11

OPENING A DOCUMENT
ALIGNING TEXT
INDENTING TEXT

The data files required for this exercise are: recipel

8.

9.

Load a word-processing application
Open the document called recipel

Centre align the list of ingredients, from 2 cloves garlic.... to 450g/1Ib
shallots...

Centre align the list of ingredients for the gravy, from 1 tbsp plain flour to
extra sprigs...

Make sure that the headings Ingredients, For the gravy and Method are
left aligned

Fully justify the last three paragraphs, beginning Preheat the oven....,
Place the lamb...., and During the last....

. Indent the last three paragraphs by 1 cm from the left and the right

margins
Save the document using the new file name recipelnew

Print a single copy of the document

10. Close the word-processing application

End of task
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Practice Task 12

OPENING A DOCUMENT
ALIGNING TEXT
INDENTING TEXT

The data files required for this exercise are: blackl

1. Load a word-processing application

2. Open the document called black1l

3. Centre align the heading BLACK HOLES

4. Fully justify all the text apart from the heading

5. Indent the paragraph beginning Black holes are regions.... by 4 cms
from the left and the right margins

6. Apply afirst line indent of 2 cms to the paragraph beginning Black holes
were once....

7. Apply a hanging indent of 2 cms to the paragraph beginning As this
debris gets....

8. Save the document using the new file name blacklnew
9. Print a single copy of the document

10. Close the word-processing application

End of task
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INSERTING PARAGRAPH BREAKS AND
SETTING LINE SPACING

Inserting paragraph breaks into a document simply means breaking up blocks
of text into distinct paragraphs. Documents that are divided into paragraphs
are easier to read.

Gﬁo\\ For example, type the following into a new document. and save it using the file
N name devils.

Like a Tasmanian devil, your little angel has demolished the kitchen and
smeared jam on the walls. They're refusing to eat their greens, or food of any
colour for that matter. They wanted the crusts cut off their toast but now
they've seen it in its naked glory, they're crying because they wanted them left
on. Sound familiar? Parenting can be a wonderful and fulfilling experience but
it can also be the hardest thing any of us have to deal with — and fussy eating is
only the tip of the iceberg. Our parenting pages offer help and advice on
everything from taming your little tyrant to choosing the right childcare. You
are not alone.

Dividing this into paragraphs such as below would make it easier to read,
understand and absorb.

Like a Tasmanian devil, your little angel has demolished the kitchen and
smeared jam on the walls. They're refusing to eat their greens, or food of any
colour for that matter. They wanted the crusts cut off their toast but now
they've seen it in its naked glory, they're crying because they wanted them left
on.

Sound familiar?

Parenting can be a wonderful and fulfilling experience but it can also be the
hardest thing any of us have to deal with — and fussy eating is only the tip of the
iceberg. Our parenting pages offer help and advice on everything from taming
your little tyrant to choosing the right childcare.

You are not alone.
Proceed as follows to insert the required paragraph breaks

Nm“ Position the insertion point immediately before the letter S in the word sound,
and press the ENTER or RETURN key twice. (Pressing it once inserts the
paragraph break, pressing it again inserts the line space that is normally found

between paragraphs).

N o0 Repeat this process to insert the other two paragraph breaks before the words
Parenting and You.
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petion

The precise positioning of the insertion point or cursor before inserting the
break is important. For example, if you position the cursor immediately after
the full stop at the end of a sentence that precedes a paragraph break, the
new paragraph will start with the space or spaces that followed the full stop.

You may often find that a document needs “tidying up” after inserting or
deleting paragraph breaks. To assist in this process, you can take advantage
of the Show/Hide button on the toolbar.

o 9T 100

Click on the Show/Hide button now and your document appearance will
change. Dots will appear on screen in the document at every position where
the space bar has been pressed. Also, the “New Paragraph” marker ()
appears where the ENTER or the RETURN key has been pressed.

The Show/Hide button acts like a toggle, so clicking back on the button
removes the markers. Note that the markers only appear on screen — they do
not appear on the printed document.

Applying the Show/Hide button is extremely useful to check a document for
the correct number of spaces between words and sentences, and to put right
any mistakes made when inserting paragraph breaks. Any unwanted
paragraph breaks can simply be removed by deleting the “New Paragraph”
markers in the document.

Setting line spacing

Line spacing determines the amount of vertical space between lines of text.
Changing the line spacing in a document is another way of altering the
readability of the text. Increasing line spacing can be very useful when
printing a document for checking purposes — not only does the extra line
spacing aid legibility, it means there is space to handwrite comments on the
document.

For example, applying double line spacing the to the third paragraph in your
document would make it look similar to below:

Parenting can be a wonderful and fulfilling experience but it can also be the
hardest thing any of us have to deal with — and fussy eating is only the tip of the
iceberg. Our parenting pages offer help and advice on everything from taming

your little tyrant to choosing the right childcare.
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Proceed as follows to apply double line spacing to the third paragraph.
N“‘o\\ Position the insertion point anywhere within the text of the third paragraph.

Nﬁ(\“ Select Format, Paragraph on the menu bar.
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Paragraph

Indents and Spacing | Line and Page Breaks

General

Alignment: Left A Qutline level:

Indentation

Left Special
pen &
w

Right: Ocm {rone) b
Spacing
Eefore: 0pt e

h s .
After: 0pt Es Single ‘F

Don't add space between paragraph 1'

=
12
o
L
=)
1)
[m]
=1
(1]
% 2
4 4

Prewview

//// LfOK | [ cancel |

and click on Double.

/
Click on the drop down aryow in the Line spacing section of the dialogue box
1

X Point and click on the OK button and double line spacing will be applied to the
paragraph of text. Close the document without saving the changes.
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Practice Task 13

OPENING A DOCUMENT
INSERTING PARAGRAPH BREAKS
SETTING LINE SPACING

The data files required for this exercise are: lawnl

1. Load a word-processing application

2. Open the document called lawn1l

3. Inthe last paragraph, insert a paragraph break immediately after the text
....of the lawn’s required nutrients. Leave a single line space above the
new paragraph created.

4. Apply double line spacing to all of the document

5. Save the document using the new file name lawnlnew

6. Print a single copy of the document

7. Close the word-processing application

End of task
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Practice Task 14

OPENING A DOCUMENT
INSERTING PARAGRAPH BREAKS
SETTING LINE SPACING

The data files required for this exercise are: ironl

1. Load a word-processing application
2. Open the document called iron1l

3. Insert a paragraph break and a line space immediately after the sentence
ending ...to the present day.

4. Insert a paragraph break and a line space immediately after the sentence
ending ...rites of society had changed.

5. Insert a paragraph break and a line space immediately after the sentence
ending ...living in southern Britain.

6. Apply double line spacing to the two paragraphs beginning By the end of
the... and Furthermore, because of climatic...

7. Save the document using the new file name ironlnew
8. Print a single copy of the document

9. Close the word-processing application

End of task
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Practice Task 15

OPENING A DOCUMENT
INSERTING PARAGRAPH BREAKS
SETTING LINE SPACING

The data files required for this exercise are: mudl

1. Load a word-processing application
2. Open the document called mudl1

3. Insert a paragraph break and a line space immediately after the sentence
ending ...section for more details.

4. Insert a paragraph break and a line space immediately after the sentence
ending ...bring your own quad.

5. Remove the line space and the paragraph break after the first paragraph
so that the paragraph beginning The lessons are 1 to 1... becomes the
last sentence of the first paragraph.

6. Apply line spacing of 1.5 to the second paragraph beginning At Fun in
The Mud...

7. Save the document using the new file name mudlnew
8. Print a single copy of the document

9. Close the word-processing application

End of task
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CHECKING SPELLING, GRAMMAR
AND WORD COUNT

Word has a built-in facility for checking your spelling and grammar.
To experiment with this, open a new document.

k&o“NOW select Tools, Options... on the menu bar.

I Document - Microsoft Word

i Fle Edit  Wiew Insert  Format ®Tool | Table  Window Help  Adobe FDF Acrobat Comments

A4 Mormal + Times New Romd ¥ | 2eling and Grammar... F7. Ef=.|i= i= = 45| . a
=T TR L e Aercick = = 3 G @ 110
Langi\age 3

word durt.. B

'é_-’l AutoSumigarize. ..

Speech

Protect Docurment, |

Opline Collaboration 3
Letters and Mailings \ 3
Macra 3

Templates and Add-Ins. ..

s

AutoCorrect Options, ..
Cuskarnize. ..

| Options. .. * |

N@“Choose the Spelling & Grammar tab:

Options
Security Spelling & Grammar Track Changes
User Information Compatibility Filz Locations
Wiew General | Edit Print Save

General options
Allow starting in Feading Lavout

[ Provide Feedback with sound

Provide Feedback with animation

|:| Confirm conversion ak Open

Update automatic links at Open

Mail as attachment

[ Recently used file list: entries

[ Help for WordPerfect users

[ Mavigation keys For WordPerfect users

[ allow background open of web pages

Automatically create drawing canvas when inserting AutoShapes

Measurement uniks: Centimeters A4

[ show pixels for HTML Features

[Sergice Options. .. ] [ Web Options. .. ] [ E-mnail Options. .. ]

[ OK ][ Cancel ]

The following dialogue box appears:
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Options
ser Information Carnpatibility File Locations
Wigw General Edit Prink Save
Security Spelling & Grammar Track Changes
spelling

[Jicheck spelling as vou bype:

ws suggesk correckions
st From main dickionary only

Ignore Inbgrnet and file addresses
[ Cuskorn Qictiu:\aries. o0 ]

Grammar
[Jgheck grammar as\ou type \riting skyle:
|Grammar only A |
[] chechgrammar with speli
[ Settings. .. ]
Proofing Tools
[ Check Docurment ]
\ [ Ok 1\L[\Cancel ]

N\
Nﬁo\\ Clear the ticks (if any) from the two boxes indicated above, and click on OK.
(Note: If these are left ticked, Word checks your typing and grammar as you
“go along”, underlining incorrectly spelt words in red, and grammatical errors
in green — we have just turned off this facility for the purposes of this
exercise).

N%Q“Now type the following words in to your new document (including the errors!):
This is certinly worth doing doing

Nﬁo(\Now click on the spell-checker button on the toolbar:

2 Docement? - Microall Ward

Pfle ER e jniert Fpmal /lsck Tghle Wi Hee  Adobe 1DF  Acohsl Qo

D ] - Trestiewbgfen = 12 2 B o0 ([EE]m o om s = iE B - - AR
e ol [l AN R AT R A T e -5 s
sl Sgelieng arsd G |

= =

Tz 1= certamly worth domz domz

The following dialogue box will appear:
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Spelling and Grammar: English (U.K.)

Mok in Dickionary

This 1z cer nnl}{ worth doing doing A | 1gnore once |

[ Ignore All ]

L [Edd ko Dickionary ]

Suggestions:

[ 4 Change ]

/
[ / Change All ]
/

V AutoCorrect ]

\
Dickionary language: |En§ﬁsh (LK) w
[ ] check gramimar

Cancel ]

Word checks the spelling in your document (py comparing each word with
words in itg built-in dlctlonary) nd highlightg the first word that it finds that is

not in the dictionary.

In the Suggestions section it will list one ¢r more suggestions for the correct
word — if it is listed, then click on the Change button to accept the suggestion.

The Ignore buttons would be clicked if you wanted the spell-checker to ignore
this word (for example, you might use a technical word, or a proper noun such
as someone’s name, which may well not be in the dictionary but is
nevertheless spelt correctly).

Having processed this word, the rest of the document is checked — the
repeated word “doing” is found, so the grammar checker reports this as
follows:

Spelling and Grammar: English (U.K.)

Repeated Word;
This 15 certainly worth deing tlumﬁ o
L
Suggestions:
Dictionary language: |English (TN w |
[] check grammar
[ Qphions. .. l [ Undo l [ Close l

Nﬁo“Delete the extra word “doing”, and click on the Change button.
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Nﬁo\\A dialogue box will then appear saying the spelling and grammar check is
complete. Just click on OK to clear the message.

Limitations of the spelling and grammar checker

It is very tempting to rely upon the spelling and grammar checking facility a lot
when typing a document.

However, it is important to appreciate its limitations.

For example, imagine you have typed the following in to a document:

The man was wearing a blue suite

The spell and grammar checker would not alert you that anything was wrong
here (suite should of course be suit). This is because the word suite is in the
dictionary. Secondly, although it is ridiculous to say that someone was

wearing a suite, the grammar checker would again ignore it because the
sentence is grammatically correct.

The lesson to be learnt here is very important — although the spell and
grammar checker is useful to highlight errors, DO NOT RELY UPON IT —
there is no substitute for manually checking your document for errors.

It is possible to add words to the dictionary, and create custom dictionaries —
these facilities are useful, for example, if you were regularly using technical
terms that were not in the standard dictionary. Adding such words to the
custom dictionary would prevent them from being constantly flagged up by the
spelling checker.

WORD COUNT

For those occasions when you need to know how many words there are in a
document, Word has a built-in facility for this.

Nﬁo(\ Ensure that Microsoft Word is loaded and recall any of the documents created
earlier.

N.ﬁo‘\ Now select Tools, Word Count... on the menu bar.

2 Pracime.dee - Microsall Ward

PBe EM e et Foesl | Joch | Tobe W beke Al PEF  Acrcbil Comrerts &
A s Conternt v Sl ¥ Gpelirg ond el 7 !;:- =iz D'”‘"‘.&"H
) bl A hd | o | emach. Ak L’ il P _.Jeuu‘

I Lanquage
o . WerdCoore,.. ¥ :
‘ A pecisersarion
e .
The following dialogue appears, showing various statistics regarding your
document.
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The number of words in your document is the second item shown.

Word Count

Skakiskics:
Pages 1
Words 153
Characters {no spaces) 803
Characters {with spaces) 54
Paragraphs fi
Lines 21

[ ] Include footnates and endnates

[ Showe Toolbar ]

N.ﬁo\\ Now Close the dialogue box and close Word.
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Practice Task 16

OPENING A DOCUMENT
CORRECTING SPELLING AND GRAMMAR
WORD COUNT

The data files required for this exercise are: badlawnl

1. Load a word-processing application
2. Open the document called badlawnl

3. Carry out a spelling and grammar check on the document, correcting the
two spelling mistakes and deleting the repeated word

4. Carry out a word count on the document, and type in the number of words
at the end of the document, leaving a clear line space above the number

5. Save the document using the new file name goodlawn
6. Print a single copy of the document

7. Close the word-processing application

End of task
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Practice Task 17

OPENING A DOCUMENT
CORRECTING SPELLING AND GRAMMAR
WORD COUNT

The data files required for this exercise are: badstratl

1. Load a word-processing application
2. Open the document called badstratl

3. Carry out a spelling and grammar check on the document, correcting the
five spelling mistakes and deleting the repeated word

4. Carry out a word count on the document, and type in the number of words
at the end of the document, leaving a clear line space above the number

5. Save the document using the new file name goodstrat
6. Print a single copy of the document

7. Close the word-processing application

End of task
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Practice Task 18

OPENING A DOCUMENT
CORRECTING SPELLING AND GRAMMAR
WORD COUNT

The data files required for this exercise are: badcyclel

1. Load a word-processing application

2. Open the document called badcyclel

3. Carry out a spelling and grammar check on the document, correcting the
one spelling mistake, two grammatical errors, and deleting the repeated

word

4. Carry out a word count on the document, and type in the number of words
at the end of the document, leaving a clear line space above the number

5. Save the document using the new file name goodcycle
6. Print a single copy of the document

7. Close the word-processing application

End of task
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CHANGING FONT, FONT SIZE AND EMPHASIS

The appearance of documents can be enhanced by using a range of font
types, font sizes and emphasis.

A font is a style of character. The following are examples of just some of the
fonts normally available within Microsoft Word.

This is Arial

This is Times New Roman
This is Tahoma

This is Helvetica

THIS IS STENCIL

A range of sizes can be applied to each font, for example:

Size 12
Size 16

Size 20
Size 24

Characters can also be emphasised by applying bold, italics and underlining
(either individually or in any combination), for example:

This is bold

This is italics

This is underlined

This is bold, italics and underlined combined

The simplest way of applying these different effects to text is by using the
buttons on the formatting toolbar.

B Practimed.dec - Micronoll Word K=&
DoFie i e fet Fpae leoh gl Wk pBee Adde POF forohad Commends - X
Pl tend s Teebewhoon <12 2B 2 U ElEAMIE EEREE-v-A-0

Ei L2 J/;?u.‘, o S R B4 03 WA T e . ;-E«M-du

por o ot I ¢

Times Hew Roman » 12 - | B L |
/ / \E.\

This box This box This This This button
displays shows button button turns
the the turns turns underlining
current current bold italics on and off.
font font size. text on on and
and off. off.
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You can use these buttons to format text before you type it, or you can use
them to format text that has already been typed.

Different fonts, font sizes and emphasis can be mixed within a document as
much as you like, although using too many variations can make documents
more difficult to read.

FORMATTING TEXT BEFORE YOU TYPE IT

One way of applying different fonts, font sizes and emphasis is to select the
effect that you want, type your text, and then “turn off” the selected effects.

Carry out the following steps to see this in action :
N\\o‘\ 1. Ensure that Microsoft Word is loaded and open a new document
2. Point and click on the underline text button on the formatting toolbar

3. Type the following

This is an example of underlined text

N\‘\o‘\ When you have finished typing the text that you want to underline, you should
then point and click on the underline text button again to switch it off —
otherwise, any further text that you type will also be underlined.

e\\°“ Now close the new document without saving it (answer NO to the question Do
N you want to save the changes to ..... )

FORMATTING TEXT AFTER IT HAS BEEN TYPED

Another approach to formatting text is to type the text into the document
without any formatting, and then to apply the fonts, font sizes and emphasis to
the text as required afterwards.

This is done by first selecting (highlighting) the text that is to be changed, and
then selecting the applicable font etc.

Selecting (highlighting) text

Selecting sections of text can be done in a number of ways. Itis an essential
skill to be learnt because highlighting sections of text is not only required for
formatting purposes, but it is also necessary for a range of other word
processing features.

Selecting text can be done using the mouse or the keyboard, or using a
combination of the two. There is no single “right” way of selecting text, and
most people settle for a way which suits them best.

You will now experiment with text selection, which is normally one of those
skills that benefits from a lot of practice.
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N;Qo“ Open a new document and type in the following text.

peliod

China is the world's largest exporter of toys.

The US and the European Union - which have safety standards regulations -
have complained about the quality of Chinese-made toys.

About half of all goods withdrawn from sale in the EU in 2006 were Chinese,
according to figures from the European Commission.

China's state news agency, Xinhua, has reported that China will ban the sale of
toys that fail to pass a national compulsory safety certification beginning from 1
June.

Save the document giving it the file name China. You will now use this
document to practise text selection.

Selecting single words or characters

The quickest way to select single words is to move the mouse pointer over the
word and to double-click with the left mouse button.

ts‘o\\ Select the word European in the second paragraph by double clicking on it. It

peic?

should appear as follows:

- = 3
A Decumenl - bicrossdt Wi ot
=

e DR fem et Fumel ook Tgbie e e AdaimIOF  Adohat Conmerts 0 =
Lﬂmnﬂcﬂ'ﬂl Tivwl Ry Mol & 0T im}‘ ! E-i. ' =E 1
Ldd Ak i AT e ) AR M

A = |

*|!

Ch e e e

Clima ix the woeld's [spgest sxportes af tovs

The US and the TR Unaon - whick have salety standards segulatiom -
luwve conplaimed abowt the quality of Clawese.made toyvs.

Abasur half of all goads wethdravwn fram sal\gu the FU in 2006 were Chinsss,
weéanding te ligires hom the Empoapean CUoinimNgsion

Cliima’s state news ageney. Xinboa, has pepapted (NG China will bai the sale of
g tova it fad to pavs o pamonad cesmpalisey salety congacation begmnmy fiem i
- Jame

To de-select or cancel the seléction, point and click once at another position
within the text, or in the white space below the text.
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Another way of highlighting the word, or part of a word, is by clicking and
dragging.

p&ﬁo‘\ Select the word European in the second paragraph by moving the insertion
point immediately to the left of the letter E. Then hold down the left mouse
button and drag the mouse pointer along to the right until the whole word is
highlighted. It should appear as before.

If you end up with too much or too little text highlighted, click away from the
word or area to cancel the selection, and try again.

Many people find this process difficult at first. Sometimes users end up
dragging the whole word or words into new positions within the text by
accident. If this should happen, then click on the Undo button once — this
reverses your last action. Clicking on the Un utton repeatedly takes you
back step by step through your previous actions, so you can go back several
steps if needed.

I
Window  Help

£ U
V'S
¢ S

4

Selecting several consecutive words

Several words can be selected by dragging as above. If the words are spread
over two or more lines, then drag downwards and left or right until the correct
selection is highlighted. Don’t release the mouse button until the selection is
correct.

k°“°“ Highlight the text China will ban the sale of toys that fail by dragging with the
mouse to practise this. Cancel the selection after practising.

Alternatively, you can use the keyboard in conjunction with the mouse to
select consecutive words. To highlight the above text again using this
method, proceed as follows:

e Position the insertion point immediately to the left of the word China by
Gm“ pointing and clicking.
M e Hold down the shift key
e Point and click immediately to the right of the word fail
e Cancel the selection after practising

Selecting a single line of text

A single line of text can be selected easily by pointing and clicking once in the
Nﬁo‘\ left hand margin, alongside the line of text to be highlighted. Highlight the first
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pefio®

e(\o!\

line of text China is the world's largest exporter of toys by clicking in the left
margin. Cancel the selection after practising.

Selecting several lines of text

Several lines of text can be selected easily by pointing and clicking once in the
left hand margin, alongside the first line of text to be highlighted, and then
dragging down the left hand margin until all the lines required are selected.

Highlight the second, third, fourth and fifth lines of text by clicking in the left
margin and dragging down. Cancel the selection after practising.

Selecting a single paragraph

An entire paragraph of text can be selected by double-clicking in the left
hand margin alongside the paragraph.

Highlight the last paragraph of text by double-clicking in the left margin.
Cancel the selection after practising.

Selecting several paragraphs

This can be done by clicking and dragging in the left hand margin.

Alternatively, you can use the keyboard in conjunction with the mouse to
select consecutive paragraphs by positioning the insertion point immediately
to the left of the first word of the first paragraph, holding down the shift key
and pointing and clicking immediately to the right of the last word in the last
paragraph to be highlighted.

Highlight the first two paragraphs of the text using either of the two methods
described above. Cancel the selection after practising.

Selecting an entire document

The fastest way to highlight an entire document is to treble-click in the left
hand margin.

Alternatively, you can use Edit, Select All on the menu bar, or hold down the
CTRL key and press the letter A.

Highlight the entire text of the current document using each of these three
methods, remembering to cancel the selection each time.

The above is not an exhaustive description of highlighting text, but mastery of
the above techniques will prove very useful when it comes to selecting text.

Now that you know how to select text, you will now see how to apply different
font types, font sizes and emphasis to existing text.
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Changing the font

Nﬁo\\ Make sure that the document China is open.
NQo\\ Select the heading China is the world’s largest exporter of toys.

N“““ Point and click on the drop down arrow to the right of the font box to reveal a
list of possible fonts.

O China. doc - Microsoft Word
i Ele Edt Yiew [Insert Format Toolf

Table Window Help AdobePDF  Acrobat Comments

r]_q Mormal + 12 pt + | e EE |r|1z «| B X H_[%EEE*E__YHE e §;§§;—f_|vaﬁ7—ét_!
L2y o T Al CUS A ORE ST v - @) dired
[x] E':E‘ComiCSClHSMS B RN R R SR R R R TR - SR I P R I T A
T Albertus - - - - - - - =
T Eras Light ITC .|
4 % SIENCIL
= = Bernard MT (ondensed
=,
= % Courier New
T Helvetica st exporter of toys.
& Tahorra '
T Agency B h Tnion - which hawve safety standards re gulations - have
% Albertus v ality of Chinese-made toys.

About half of all gopdq withdrawn from sale in the EU in 2006 were Chinese,

according to figureq frpm the European Commission

China's state news ggpncy, Xinhua, has reported that China will ban the sale of toys
that fail to pass a ngtbnal compulsory safety certification beginning from 1 June.

3 Wy =Tl U vl Bk i W= < B S B

(Note: the actual list of fonts that
here.)

il be shown may be different to that shown

Nﬁo‘\ Use the arrows on the vertical scroll bar to look at the list of fonts available.

Nﬁo\\ Select a few different font types by clicking on the font names in the list, and
see the effect on the selected text. Finally, select Arial as the font type.

Changing the font size

Nﬁo\\ Select the heading China is the world’s largest exporter of toys.

Nﬁq(\ Point and click on the drop down arrow to the right of the font size box to
reveal a list of possible font sizes.

0§ China. doc - Microsoft Word

i File Edit  Wiew Insert Formab  Tools  Table  Window—TElp  Adobe FDOF Ao
4_1 Mormal + Arial, = Arial -
N EE RS E[
Lo o e i
[e]

E - S - U T S IR B -2
| |
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N‘\"“ Use the arrows on the vertical scroll bar to look at the list of font sizes
available.

Nﬁo(\ Select a few different font sizes by clicking on the font size in the list, and see
the effect on the selected text. Finally, select 14 as the font size.

Changing the emphasis

Nﬁo‘\ Select the heading China is the world’s largest exporter of toys.

X o\ Point and click on each of the following buttons on the formatting toolbar in
turn to see the effect on the text.

B 7 U

To cancel an effect, highlight the text and click on the appropriate button
again.

Nﬁo\\ Apply different fonts, font sizes and emphasis to make the text below the
heading appear similar to that below:

THE U8 AXD FHEEUROPIAN UXION - WHICH TAVE SAFETY STANDARDS
RECULATIONS - HAVE COMPLAINED AROLT THE QUALITY OF CHINESH-
MADE TOFS,

About half of all goods withdrenwn from sale in the EU in
2006 were Chinese, according to figures from the
European Commission.

Chiva's state news agency, Xindma, has repotted that China will ban the sale oftoys that failto pass anational conplsony safety
certificaton begiming fiom 1 Fane,

Nﬁo‘\ Now Close the document without saving the changes and close Word.
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Practice Task 19

OPENING A DOCUMENT
CHANGING FONT, FONT SIZE AND EMPHASIS

The data files required for this exercise are: fmindl

8.

9.

Load a word-processing application

. Open the document called fmind1

Change the font of all of the text in the document to Times New Roman
Change the font size of all of the text in the document to size 16
Embolden the text in the first paragraph

In the second paragraph, underline the phrases and words Nuclear
physicists, confirm and refute

In the second paragraph, italicise only the words protons, electrons, and
neutrons

Save the document using the new filename fmindem

Print a single copy of the document

10. Close the word-processing application

End of task

Copyright Martin Barrett 2007 WWwWw ] ustclait.co.uk Page 90 of 171




CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

Practice Task 20

OPENING A DOCUMENT
CHANGING FONT, FONT SIZE AND EMPHASIS

The data files required for this exercise are: frecipel

8.

9.

Load a word-processing application
Open the document called frecipel

For the list of ingredients only, change the font to Times New Roman and
italicise them, from 2 cloves garlic... to 450g/1lb shallots...

For the list of ingredients only, change the font to Times New Roman and
italicise them, from 1 tbsp plain flour to extra sprigs...

Embolden the headings Ingredients, For the gravy and Method

Change the font size of the headings Ingredients, For the gravy and
Method to size 20

In the paragraph that begins Place the lamb joint..., underline and
embolden the second sentence.

Save the document using the new filename frecipem

Print a single copy of the document

10. Close the word-processing application

End of task

Copyright Martin Barrett 2007 WWwWw ] ustclait.co.uk Page 91 of 171




CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

Practice Task 21

OPENING A DOCUMENT
CHANGING FONT, FONT SIZE AND EMPHASIS

The data files required for this exercise are: fironl

8.

9.

Load a word-processing application

Open the document called fironl

Embolden all the numbers in the document

Embolden only the first word of every paragraph

Change the font size of the first word of every paragraph to size 18
Italicise all the text in the document

For paragraphs three and four only, change the font to Times New
Roman

Save the document using the new filename fironem

Print a single copy of the document

10. Close the word-processing application

End of task
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MOVING TEXT USING CUT, COPY AND PASTE

A major feature of word processing software is the ability to be able to edit a
document by inserting new text, deleting entire sections of text, and moving or
copying sections of text around.

The terms cut, copy and paste are often used in this context.

Cut
This means to delete a section of text, which can then be optionally inserted
elsewhere.

Copy

This means to place a copy of a section of text into a temporary area of the
computer memory, so that it can be used again in a different part of the same
document or in another document or file. The copied section of text also
remains in its original location.

Paste
This is the action of actually placing a section of cut or copied text into a new
position in a document.

So if you simply want to delete a section of text, and not use it elsewhere, you
would just cut it.

If you wanted to repeat a section of text, you would copy it and then paste it.
If you wanted to move a section of text, you would cut it and then paste it.

The temporary area of computer memory where cut and copied text is placed
is known as the clipboard.

Important Note:

The clipboard can be configured to work in different ways, and it is assumed
that it has been configured according to the tutor notes that accompanied this
workbook.

Cutting text

N\‘\o“ Open a new document and enter the following text, exactly as shown below:

Rivers and the surrounding land drained by them (catchments) are very
important wildlife habitats. The water itself provides the environment for fish,
plants and animals, while the banks and nearby land support creatures such as
otters, kingfishers and dragonflies and a variety of water-loving plants.

Between 1985 and 1990 there was a decrease in the total length of rivers and
canals in England and Wales having top quality water. Meanwhile the total
length of "poor’ quality waterways increased.
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To cut the last sentence of the first paragraph of text, proceed as follows:

Nm\\ Highlight the text to be cut, as shown below:

) Daremantl - bisrmsail Ward CEfE=
Pe Pl e frue Foed ok Tl Wrde e Adde DR Acchal Coeerts tioe b ol 3 £
i o tiormal (5, T Mpw Fiomen g 11 8 BIHE]"-E']EEE{FF D"‘"‘i"_!

bl s bl TR e S 0 e B AT F Ml L ] e ]
T |

= =
& BTy ARl s e R R ] “E g L IR IR R T - ey R TRy, - -

Feivers and the strromscing Dand deamved by e (catclanents) are very aportan
(e[ TR R T e wler ateell provides the emvooument for fsh, plant= and
aunnals. wlnle tie bankes anad nearbsy Fand suppaor? coeatures soch as ollers, kmefeshes

and dragondlies and a vaniety of water-lovang plant:

Between 1955 and 1990 flere was a decreaze w the fotal length of mvers and canals i
Enzlannl el Wales havie fopr quuality waler, Meanwlule Hee total length of ‘poog’
cuality waterwnys increased

RS SN TN B |

An important part of cutting text successfully is to make sure that the area to
be cut is precisely highlighted. For example, can you spot the difference in
the highlighted area below?

2 Doewment ) - disroeail Ward [E]#]

e Gl gew fuet Fomd ok Tgde Wedow e AdelTF Acbel Gommerts -
Py sl ...rru-:hlnn-uunm-l.'-BI“‘_!‘]".:‘;']EEEF*D-'U'-A-I

A R W WY e ey e |

e i

L T AR SN R T S R T T N e e R e =

Fovers and the surrommding Land deamred by e (catclanents) are very iapartand
1 0a 10 o TRTSTCRTE [T wster atz2lf provides the emvaronment for fizh, plantz and
avale, winle the bade and nearbsy Land support creates @uch as ofters, kumafiehes

anid draeoidlies ad o vanely of wiler=lovine PRIETILES

Fiiv=l=jr1i

Batween 1983 and 19090 there waie 2 decrenze m e Bl haagil of mvers aod conals m
Eunglanmd asl Wales hovimg top quality wider. Meanwllile e total lengih of ‘poor’
imaliby waterways increased

Here the area of highlighting has overshot slightly — cutting this highlighted
section, would in fact, result in the line space between the two paragraphs
also disappearing.

Another common mistake in this situation is not to highlight quite enough,
often resulting in a stray full stop or comma being left behind.

Remember, if the highlighted area is not correct, click away from the
highlighting to cancel it and try again.
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peliod

pelio®

Once the area to be cut has been selected, simply point and click on the
scissors on the toolbar to remove the text.

@ Document1 - Microsoft Word

: File Edit ‘“ew Insert Format Tpols  Table  Window  He

4_!1 Mormnal » Times Mew Roman =\ 12 -| B I 0I ||_§
RV T2 T Iy
1

Your document should appear as follows:

2 Dacemantl - Misrnsail Ward r.._ll‘ﬂ_":rﬁ-
Pe Pl e frue Foed ok Tl Wrde e Adde DR Acchal Coeerts patalist tir haky [ 030
i herral v et e Reesn = 17 = | B {-.“E'ﬂ-.;ri'. IEExir D.-_.-.E.I
TR | AR T e RN e |

R R I I R R R T R SRR - e e 5

TR

Bovers and the suroumsding Land deamed by e | catclanents) are very mporat
wildlife habadals

Debween 1985 and 1900 tlere was a decreaze in the tolal length of nvers md conals m
Englamd asd Wales hivvme topy quality willer. Meanwlule e tolal length of ‘poor’
amaliby waterways wereased

TN SRR I

If you discover that the cut area was not in fact quite right, you can always use
the Undo button to reverse the cut and try again.

Copying text

To see how a section of text can be copied, highlight the first paragraph of the
document, as below

Pfhe [ Yew et fomst Took Table Window el Adobe PR Acrcbat Conments Tris o gertion bir It EIH
P s temveine 2 - 0oz u[E]EAME EEFERF OV 4]

HRNET- DERETIE RN X AP T A Rl N Rl W i T e

mmnl

e L R R I I I R R I I I R I I IRE RIS TR ST IR T I:

—]
-~

Fovers andd the somomscng Lind deamred by il (oaiclanents)
wildlife halritats

are very nuporianl

- Eetween 1955 and 190 there was a decreaze in the fotal length of nvers and canals m
N Eunzland and Wales having top quality water. hleanwhile the total length of 'poor’
auality waterways increazed.
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Nﬁo‘\ To copy the highlighted text to the clipboard, point and click on the Copy
button.

UE‘ Document1 - Mmicrosoft Word

File Edit Wiew  Inserk armat  Toaols  Table  ‘Window  He

4_'1 Mormnal » Times New Romamn » 12 ,..| B 7 H|
IRNETE DT VA A e A
LA ER

This time the selected section of text remains in its original location, and a
copy is placed on the clipboard.

Cum 1

Pasting text

Cut and copied text can be inserted anywhere in the document by pasting it.
In this example, the copied text will be pasted to the end of the document to
make a new paragraph.

The first step in pasting is to move the insertion point to the precise position
where the pasted text is required. As the pasted text will form a new
paragraph, the insertion point needs to be positioned two lines below the end
of the document.

Nﬁo\\ Place the insertion point at the end of the last paragraph and press ENTER
twice to position it as required, as shown below.

T Darsmantl - bisrmail Ward I':_||'I!'T|E‘
Ppe M few juet Fgmed Jock Tghe Wb oo AdielOF  Acrohel Goeerts -
£ hemal = Trsdlambooan = 17 = | B [ uEl"-:'-'JE.:E iE ir D-"’-&-!

AN S WS TRE S AR 240 Z s T e - e A

ime B N

L T AR T R ] O L O Ok o u_l_u__j-nl-l_lﬂ_l__:l

Fovers and the smotaedma Lind deam ey e (catclunents} are very' i ot
wildlife habitats

Bebwesn 1955 and 1K lwere was a decrense iNbe felal length of nvers and conals o
Englanel amel Wales having topy quality water. Meahhile the total length of ‘poor’
auialiby walerways increased

Nﬁo\\ Paste the copied text into position by clicking on the Paste button.

NQo‘\ Finally, close the document without saving it.
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Practice Task 22

OPENING A DOCUMENT
CUT AND PASTE

The data files required for this exercise are: bodyl

1. Load a word-processing application
2. Open the document called body1

3. Use cut and paste to re-arrange the list so that the list of body parts are in
the order in which they are found on the human body, as below

HAIR HAIR HAIR HAIR HAIR HAIR HAIR HAIR
MOUTH MOUTH MOUTH MOUTH MOUTH MOUTH
NECK NECK NECK NECK NECK NECK NECK
CHEST CHEST CHEST CHEST CHEST CHEST
STOMACH STOMACH STOMACH STOMACH
THIGH THIGH THIGH THIGH THIGH THIGH

KNEE KNEE KNEE KNEE KNEE KNEE KNEE

FOOT FOOT FOOT FOOT FOOT FOOT FOOT

4. Leave a clear line space between each item, as above

5. Insert an asterisk (*) between each word of the first two lines, as below

HAIR * HAIR * HAIR * HAIR * HAIR * HAIR * HAIR * HAIR

MOUTH * MOUTH * MOUTH * MOUTH * MOUTH * MOUTH
6. Save the document using the new filename newbody
7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 23

OPENING A DOCUMENT
CUT AND PASTE

The data files required for this exercise are:  sleepl

1. Load a word-processing application

2. Open the document called sleepl

3. Move the fourth paragraph that begins
We have to sleep because...

so that it becomes the second paragraph

4. Copy the sentence that begins

With continued lack of sufficient...

and place it in a new paragraph at the end of the document
5. Copy the sentence that begins

After just one night without sleep...

and place it at the end of the last paragraph of the document (i.e. at the
end of the new paragraph that was created at step 4)

6. Save the document using the new filename newsleep
7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 24

OPENING A DOCUMENT
CUT AND PASTE

The data files required for this exercise are: timesl

1. Load a word-processing application
2. Open the document called times1

3. Use cut and paste to re-arrange all the programme times so that they are
in the correct time order, e.g.

12:15 pm Bargain Hunt
1:00 pm BBC News
1:30 pm BBC London News....... etc.

4. Copy the programme times and programmes from 3.20 pm to 4.55 pm
inclusive to form a new list under the heading To watch

5. Save the document using the new filename newtimes
6. Print a single copy of the document

7. Close the word-processing application

End of task
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CHANGING TEXT USING FIND AND REPLACE

In this section you will explore Word’s “find and replace” facility, which can be
used to automate the process of substituting one word (or a series of words)
for another.

For example, imagine you have produced a very long document with the word
“impossible” used several times throughout. You decide that you want to
change the word “impossible” to “difficult” — you could use the “find and
replace” feature to make the changes for you without you having to manually
locate and edit each instance one by one.

Nﬁo\\ Ensure that Microsoft Word is loaded and open a new document.
Nﬁo\\Type in the text below.

A virus is a small computer program written to cause damage to software and
data and inconvenience to the user. The virus enters a computer system
insidiously (often from a floppy disk). If not detected the virus replicates and
spreads throughout the hard disk; some viruses may only cause trivial damage —
such as displaying a “funny” message — while others can destroy files or wipe an
entire hard disk.

You will now use the “find and replace” facility to find all instances of the word
“disk” and replace each of them with the word “disc”.

p\oﬁo“ Point and click on the word Edit on the menu bar to reveal the Edit menu.

!EI Document1 - Micrezoft Word

-

: Flle | Editar%ew Insert Format  Tools  Table  Window

I |

an - 12 | B I U
3 Repeat Clear  Chrl+y o -
oy B O

L
l

|._;f‘!1.g Office Clipboard. ..

[ Paste ChrHy
Paste Special...
Clear 3
Select Al Chrl+a
#4 Find... Chrl4+F

| Replace..  Ctrl+H |

A &
Ga Ta... MG

k°‘\°“ Point and click on the Replace... option on this menu to reveal the Find and
Replace dialogue box as shown below.
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Find and Replace

Find Replace | GoTo
Find what: disk, A w
Replace with: disc {k L
[ More ¥ ] [ Replace ] @place all ] [ Eind Mexk ] [ Cancel

and type disk

Nﬁ()‘\ Then point and click in the ReplaCe with: box, and type disc

Nﬁo\\ Finally, click on the Replace All button to effect the changes.

The following dialogue box appears to confirm the changes made.

Microsoft Office Word

L
‘EJ‘) ward has completed its search of the document and has made 3 replacements,

N\‘o“ Click on the OK button to close the dialogue box.

podon

Find and Replace options

The above exercise was a simple example of using Find and Replace. There
may be instances, however, when further information may be needed to carry
out a correct Find and Replace.

For example, imagine you had written a story featuring a character called Mrs
Short, and you decide to use Find and Replace to substitute the name Short
with the name Taylor. Using a simple Find and Replace like above would
result in any instances of the word “short” also being replaced, or possibly the
word shortbread being changed to Taylorbread — not the effect intended!

In cases like this, you should use the More button on the Find and Replace
dialogue box to reveal further options for controlling the Find and Replace
operation.

Point and click on the word Edit, then Replace... on the menu bar to bring the
dialogue box back up again.
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Find and Replace

Find Replace | 30 To
Find what: ||:Iisk w |
Replace with: |u:|isc w |
[ More ¥ *] [ Replace ] [Replace all ] [ Eind Mexk ] [ Cancel ]
|
|

N\‘o‘\ Point and click on the More button to reveal the following options.

Find and Replace

Find Replace | iz To

Find what: |Shert w |
Replace with: |TeM w |
[ Less % ] [ Replace ] [Replace all ] [ Eind Mexk ] [ Cancel ]
Search Options
Search; all w

Makch case

ind whiole words only
[\usswwildcards

Format - ][ Special - ]
\ AN

To ensurelthat the surnaiqe Short (with a capital S) was replaced correctly,
the Match case box should\e ticked.

To ensure that only the word Shogt was replaced (and not words containing
the letters short), the Find whole words only box should be ticked.

X o\ Now Close all dialogue boxes, and the document, without saving the changes
and close Word.
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Practice Task 25

OPENING A DOCUMENT
CHANGING TEXT USING SEARCH AND REPLACE

The data files required for this exercise are: soill

1. Load a word-processing application

2. Open the document called soill

3. Replace all the instances of the word soil with the word earth

4. Replace all the instances of the word sowing with the word seeding
5. Save the document using the new filename soilrep

6. Print a single copy of the document

7. Close the word-processing application

End of task
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Practice Task 26

OPENING A DOCUMENT
CHANGING TEXT USING SEARCH AND REPLACE

The data files required for this exercise are:  worcsl

1. Load a word-processing application

2. Open the document called worcs1

3. Replace all the instances of the word Worcester with the word Warwick
4. Replace all the instances of the word places with the word areas

5. Replace all the instances of the word information with the word details
6. Save the document using the new filename worcsrep

7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 27

OPENING A DOCUMENT
CHANGING TEXT USING SEARCH AND REPLACE

The data files required for this exercise are: ingredl

1. Load a word-processing application

2. Open the document called ingredl

3. Replace all the instances of the text Ib with the word pound

4. Replace all the instances of the text 2 tbsp with the text 2 tablespoons
5. Replace all the instances of the text 1 tbsp with the text 1 tablespoon
6. Replace all the instances of the text 0g with the text 0 gram

7. Save the document using the new filename ingredrep

8. Print a single copy of the document

9. Close the word-processing application

End of task
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ADDING BULLETS AND NUMBERING

Lists within Word documents can be made to stand out more if bullets or
numbering is applied to them.

Two examples of such lists are shown below:
THE EASY VAC

Easy to clean
Lightweight
Inexpensive to run
Lots of built-in tools
Bagless

DIRECTIONS TO PARTY

Take the Chester Road to Blakington
Turn left at the traffic lights

Turn right at the second roundabout
Follow the road over the bridge
Turn left into the pub car park

agrwNE

There is a range of bullets and number types that can be applied. Experiment
with these as follows:

N.'Qo“ Create a new document and type in the following:

Birmingham
Manchester
Glasgow
Liverpool
Sheffield
Newcastle
Cardiff

To apply bullet points to this list, proceed as follows:
Nﬁo\\Highlight all the items in the list.

Nﬁo(\SeIect Format, Bullets and Numbering... on the menu.

) Dapwmant) - bisrmaail Ward
F e fM e jreent

L T —

JLE B _BERNEER ¥ N=RL R e |
B TS A G s e +|&aadl

ol
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The following screen will appear:

Bullets and Mumbering E|
Bulleted | Mumbered | Outline Mumberaed | List Skvles
- ] -
MNone . ° -
L] o -
a 3 S
O &
a % » T

/ )_' ok | [ cancel |

Nﬁo“Choose a bullet pointtype to be used by clicking on it, and then click on the
OK button.

Nﬁo\\CIick away from the highlighting and you will see the chosen bullet type has
been applied to the list.

Birmingham
Manchester
Glasgow
Liverpool
Sheffield
Newcastle
Cardiff

N(\o\\Now apply numbering to the list by highlighting the list again but this time
selecting the Numbered tab on the Bullets and Numbering dialogue box,

Mone 13 "
14 15 1
i i i i
) 2 2
i 0 i i
Clstomize.
Rt [+ 1 Cantr]
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Your list should now appear as follows:

Birmingham
Manchester
Glasgow
Liverpool
Sheffield
Newcastle
Cardiff

Nogos~wbdE

Customising the appearance of bulleted/numbered lists

There are a number of features that you can modify within bulleted and
numbered lists.

G‘\o\\Experiment with these by looking at the different options available as indicated
N below:

Numbered lists

Bullets and Mumbering

Bulleted | Mumbered | Outline Mumbered | List Styles

12 13
Mone 13 14
14, 14.
1 a) 1 1
2 a}} 2 2
3 (] 3 3
/Gr_lsl;u:umize...

m / QK l[ Cancel ]

—
Customize Mumbered List rg|

Murnber Farmat
g | Eont...

Mumber style:

a b, . R Skart at:

Murmber position

Left gligned at: (063 cm (5

l
i}

Texk position
Tab space after:
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Bulleted lists

Bullets and Numbering

Efleted |Mum|:uered utline Numbered | List Styles
. o
Mone . ':'
. o
O s >
d o 8
O s >
}ZUSLDITliZE...
C# ) (o]

%)

Customize Bulleted List

Bullet characker

u L] ] o] u L]

Font... ] [gharacter...] [ Picture. ..
Bullet position

—

Indert at: |0.63cm 3

Text position
Tab space after:
1127 cm 5| Indentatiizrem 3

Ng‘o(\See if you can reproduce the list below:

8. Birmingham
9. Manchester
10. Glasgow
11. Liverpool
12. Sheffield
13. Newcastle
14. Cardiff

Note that to remove the bullets from a list, highlight the list and select None as
the bullet type.
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Practice Task 28

OPENING A DOCUMENT
APPLYING BULLETS AND NUMBERING

The data files required for this exercise are: carsl

1. Load a word-processing application
2. Open the document called cars1

3. Apply bullets to the two lists of cars, as below

Here is a list of the most common makes of used cars we have sold in the last year

Ford Escort
Morris Minor
Fiat Uno

Volvo

Honda Civic
Vauxhall Corsa

Next year we expect the following to be popular

Vauxhall Astra
Ford Mondeo
Rover 400
Mercedes

Mini

4. Save the document using the new filename carsbull
5. Print a single copy of the document

6. Close the word-processing application

End of task
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Practice Task 29

OPENING A DOCUMENT
APPLYING BULLETS AND NUMBERING

The data files required for this exercise are: placesl

1. Load a word-processing application
2. Open the document called placesl

3. Apply bullets to the two lists of places, as below

Warwickshire

Fillongley
Atherstone
Coleshill
Dordon
Kingsbury

aogrwdPE

Worcestershire

Pershore
Redditch
Droitwich
Harvington
Inkberrow

4. Save the document using the new filename placesbull
5. Print a single copy of the document

6. Close the word-processing application

End of task
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Practice Task 30

OPENING A DOCUMENT
APPLYING BULLETS AND NUMBERING

The data files required for this exercise are: treatl

1. Load a word-processing application
2. Open the document called treatl

3. Apply and change the bullets to the two lists of beauty treatments, as
below

Hand and feet

e Manicure

e Manicure without varnish

e Shape and varnish

¢ Nailtigues luxury manicure with heated pads
e Pedicure

e Pedicure without varnish

e Nailtiques luxury pedicure with heated pads

1. Brow Shape

2. Lash Dye

3. Brow Dye

4. Brow Dye with another treatment

5. Lash and Brow dye
4. Save the document using the new filename treatbull
5. Print a single copy of the document

6. Close the word-processing application

End of task
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USING TABLES

Tables are useful for displaying data so that it is easy to read. They are useful
for aligning text into columns, and effects such as borders and shading can be

applied for greater clarity.

In this section you will create, step by step, the following table.

CLASS DAY | DESCRIPTION | INSTRUCTOR | WEEKS | START

TENNIS MON | Introduction to Fred Perry 10 | 12/3/03
tennis for
beginners

JUDO TUE Intermediate Fu Sheung 15| 15/4/03
level

FENCING | WED | All levels To be 20 | 1/4/03
welcome announced

Proceed as follows:
Nﬁo‘\Load Word and open a new document.
N@“Select View, Print Layout to switch to print layout view.
Nﬁo“Save the document using the file name TABLES1.DOC

N;ﬁQ“Select Table, Insert, Table on the menu bar.

ﬂ Docwmenl - Microsall Word

e Y. O-%-A-H
) O 1awe. A - | dipest

Py reormal = Tives Maw Roman = 1)

ECLES A S |

Vs

2| Table fusboFoemat...
= Bukod i L3

oyl 3
i gt

Formrda, ..
[ rose Grdines

The following dialogue box will appear:
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Insert Tahle

Table size

Murmber of columns:
Mumber of rows:

AutoFit behavior
%) Fizzed colurn width:
O AukoFit bo conkents
) AukoFit ko window

ﬂutDFDrmat. "

Table style: Table Grid

[ ] remember dimefisions For nefy tables

V 4 / J [ Cancel ]
/

Nﬁo\\Set the Number ¢f columns to 6.

N'“o\\Set the Numbef of rows to 4.

NQ()(\Then click on OK. The table will appear in your document as below:

‘-.:j TAHLESY. dae - Miernsadl Ward
T [h e et Fpmd Dub Tl Wedw fb AkGerOP  Avob Gowerty

T W R LB N RTRANCES XN ] AN |

1l

Tl [T T T O BTN DaaT RaEn Emnay

Page | = b {115 MdEm bl Cdll T (Lregieti {LLE ﬂ'
= R SCITETE Bk TS| doc - Mo

Word automatically sets each column width to be equal.
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Nﬁ()!\Type the following information into the table.

Select a “cell” by clicking inside it. Alternatively, skip to the next cell entry by

pressing the TAB key.

CLASS DAY DESCRIPTION | INSTRUCTOR | WEEKS START

TENNIS MON Introduction to | Fred Perry 10 12/3/03
tennis for
beginners

JUDO TUE Intermediate Fu Sheung 15 15/4/03
level

FENCING | WED All levels To be 20 1/4/03
welcome announced

F\°‘\°“ Highlight the header row and click on the Bold button to embolden the text.

Nﬁo“Then click on the Centre align button to centre the headings within the cells.

Your table should now look as below:

CLASS DAY | DESCRIPTION | INSTRUCTOR | WEEKS | START

TENNIS MON Introduction to Fred Perry 10 12/3/03
tennis for
beginners

JUDO TUE Intermediate Fu Sheung 15 15/4/03
level

FENCING | WED All levels To be 20 1/4/03
welcome announced

N\"g)\\ Now space out the headings vertically, by entering blank lines above and

below:
CLASS DAY | DESCRIPTION | INSTRUCTOR | WEEKS | START

TENNIS MON Introduction to Fred Perry 10 12/3/03
tennis for
beginners

JUDO TUE Intermediate Fu Sheung 15 15/4/03
level

FENCING | WED All levels To be 20 1/4/03
welcome announced

Nﬁo‘\ To gentre the entries in the DAY and CLASS columns, highlight the two

columns by pointing to the line at the top of the first column (so that pointer
changes to the shape of a down pointing arrow), and clicking and dragging
the highlighting across the second column.

Your screen should appear as follows:
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TR PN TR ]

L T EY ]

Gl DESCRIPTION | INSTRUCTOR

Tntrediction ts | Ered Perry

Fu Sheung

Tobe
meolmeed

N.'\\o“ Click on the Centre Align button to centre the text in the two columns.
Nﬁo‘\ Repeat this process for the INSTRUCTOR column.

N..ﬁo‘\ Highlight the cells containing 10, 15 and 20 by clicking in the “10” cell and
dragging down to the “15” cell, as below:

TN TAHIESY s - Wiernaadl Ward

%F@:-ﬂ # p-t-ll'ﬁu'd ks Tgke Wik uﬁ e mw - -

]

P s EEANE e

e

TrAY 5 | DESCRIPTION | INSTRUCTOR | WEEES | START

TEHHIS i | Intreduchion to Fred Py
renmis for

B L begmners
DG | TUE | Intermediats " Fu Bkeung
Tewel
FENCING Alblevels Tabe

welcome Emnoupced

N.'ﬁo“Then click on the Right Align button.
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Apply the shading to the top row as follows:

N,'Qo“ Highlight the row by clicking in the left hand margin alongside the top row.

J TAHLESY . dse - Mierasadl Ward

L T EY ]

Fred Pemry

¥ Sheung

Tabe
Emnunced

Nﬁo\\ Select Format, Borders and Shading... on the menu bar.

:Eﬁ berreal & 170t = Tinae

4

-
o
-
[a
#
=
- Tntrediztisn Lo Fred Prary 0| 12303
) renmis for
: begmners —% i i
ey Intermediate Fa Skeung 5] 1503
lewel
Alll=vels Tabe 20 | T3
] el enie Emnousied
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Borders and Shading [5__<|
Borders | Page Border | Shadng
Setting: Stgln% Preswview
i e Click. on diagram belaw ar use
[ = buttons to apply borders

MNone

Box

4l T v
Color:

_ Aukamatic i |
T
ﬂl‘ Cuskom AR — A2y e
ied | el v|
|
[ Show Toolbar /][ Horizonkal Line. .. ] [ (0] 4 ][ Cancel ]
[

/

N\\o“ Select the Shading tab, so that the following screen appears:

Borders and Shading b__q

Borders

Fill Presvigw

| Mo Fill

| Maore Colors, ..

Patterns
Shyle:
Ccesr vl borlyto:
Cel v|
/
[ Shiow Iu:u:ull:uaql ][ Horizonkal Line. .. ] /’—V O ][ Cancel ]
i
=

]
Nﬁo\\ Select a grey shade, then click on the OK button.
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Your table should now look as follows:

CLASS DAY | DESCRIPTION | INSTRUCTOR | WEEKS | START

TENNIS MON | Introduction to Fred Perry 10 | 12/3/03
tennis for
beginners

JUDO TUE | Intermediate Fu Sheung 15 | 15/4/03
level

FENCING WED | All levels To be 20 | 1/4/03
welcome announced

The final step is to apply the cell borders.

click on this square to highlig

20 TAHIESY s - Miernaadl Ward

Pe Pl e frue Foed ek Tl Wede /e Adde DR Acchal Coeerts

E.H berrial & |2 pk T MawiRosan = 17 = |

ABs ame sz ilhv-a-

WETY R LT T

Highlight the entire table by moving the mouse pointer to the top left hand
corner of the table until a square with a four-pointed arrow appears — now
the entire table.

BE@éo e

M ZEm il Qo)

S clas v 1) L &

CLARY  DESCHIPTION

INSTRUCTOR  WEELRS

R

START

i

Select Format, Borders and Shading... on the menu bar, so that the
following screen appears.
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Borders and Shading

Borderd | Page BI:IrIjEr| Shading |

Fill Presvigw
[
n
[
|
Patterns
Shyle: I
apply bo:
n
“j = \ ‘Vl |Ta|:u|e V|
[ Shaow Iu:u:ull:uar\ ] [ Horizontal Line, .. ] [ (o | [ Cancel ]
|

\

Nﬁo\\CIick on the Borders tab so that the following screen appears:

Borders and Shading

3

Borders | Page Border || Shading
Setting: Skyle: Preview
. ~ Click on diagram below ar use
None buttons ko apply borders
Box
\
A —_—
Color:
- | Aukamatic v|
& Width:
Vapt v | | Apply to:
ﬂ S |Ta|:u|e \ v|
\ N\
[ Shove Toolbar ] [\ginriznntal Ling. .. ] [ﬁ O ] [\Cancel ]
\ / AN

\

N

Nﬁo(\On this screen ensure All is selected, and scr?«%own the Style list to select
the three line border style. Then click on OK.
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Your table should now be complete, as follows:

CLASS DAY | DESCRIPTION | INSTRUCTOR | WEEKS | START

TENNIS MON | Introduction to Fred Perry 10 | 12/3/03
tennis for
beginners

JUDO TUE Intermediate Fu Sheung 15| 15/4/03
level

FENCING | WED | All levels To be 20 | 1/4/03
welcome announced

Deleting a table column

Entire table columns can be deleted by highlighting the column and clicking on
the CUT button.

N.s\o(\Try this out by deleting the INSTRUCTOR column, as indicated below:

TN TAHIESY . e

Pe Pl e fruet Fred ek Tl Wrde e Adde DR Acchal Coenerts Bokatieh bir haln R
vap iy S s rE LAl

" 8o o |

Miernaadl Ward

[Cf=]fEE

E.B beurial & |7 g w Tired Mo Rocan
—_

el IR PR

Vil o o RN

ML W S Y AT E A T

Introduchon to
tenns for
& irE]

termediate
Lewel

All levels
welcome

Highlight the INSTRUCTOR column by clicking on the line at the top of the
I
column heading.

N'm“Then click on the CUT button on the toolbar.
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Widening a table column

The width of a table column can be adjusted by moving the column marker on
the ruler.

See this in action by widening the DESCRIPTION column as follows:

@Q“Make sure the cursor is placed somewhere in the table so that the column

position markers appear on the ruler, as below: ///

SN TAMILESY. dae - Wieronad] Ward
!pfv:ﬁ-mﬁwfﬁwwww
%'E Werrral = 1258w it Mo Rocidny = II'_]-‘ u ‘|_'|- ™3 -u ..f

MR LR s - L LR A LR A SRR

1l

= L ¥ E'u'.-ull e EAERS RIS SER

Introduchon to
tenns for
& irE]

termediate
Lewel
All levels
- welcome

Page | L M Zdam  nd Qo)

B clast v 1) Lt ¢

N'm“ To widen the DESCRIPTION column, click and drag on the column marker, so
that your table looks similar to that below:

CLASS DAY DESCRIPTION WEEKS | START

TENNIS MON | Introduction to tennis 10 || 12/3/03
for beginners
JUDO TUE Intermediate level 15 || 15/4/03
FENCING | WED | All levels welcome 20 | 1/4/03
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Using a gridless table

Sometimes you will want to align columns of information without it appearing
to be contained in a table.

This could be achieved by setting up tab positions. However, you can do it by
using the convenience of a table, and then remove the gridlines as a final

step.

To see this in action, remove the gridlines from the current table by selecting

N the table and choosing Format, Borders and Shading

Borders and Shading

on the menu bar.

3

Borders | Page Border | Shading
Setting: Skyle: Preview
_____________ . Click. on diagram below or use
A mone buttons ko apply borders
EDE _ E DD
H d | @ ==
all
|:| Color: ;
. Aukamatic w
(i
- Width: m
Lot —m—m/m,————= w Apply kot
] Cuskom
oy Table L
[ Shoys Toolbar ] [ Horizonkal Line. .. ] [/V O ] [ Cancel
Nﬁo\\Select None on the Borders tab, and click on OK.
Your table will look similar to that below.
CLASS DAY DESCRIPTION WEEKS START
TENNIS MON Introduction to tennis for 10 12/3/03
beginners
JUDO TUE Intermediate level 15 15/4/03
FENCING WED All levels welcome 20 1/4/03

wﬁo‘\Save and close the document.
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Practice Task 31

OPENING A DOCUMENT
INSERTING A TABLE

The data files required for this exercise are: ducksl

1. Load a word-processing application
2. Open the document called ducks1
3. Insert a table (with gridlines) below the first paragraph and above the

second paragraph, leaving a clear line space above and below the table,
as shown below:

Wooden Duckling £11.99
Wooden Duck Egg £2.99
Wooden Duck £20.99

4. The text in column one should be left-aligned, and the text in column two
should be centre-aligned.

5. Save the document using the new filename tabducks
6. Print a single copy of the document

7. Close the word-processing application

End of task
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Practice Task 32

OPENING A DOCUMENT
INSERTING A TABLE

The data files required for this exercise are: artl

1. Load a word-processing application
2. Open the document called artl
3. Insert a table (with gridlines) below the second paragraph and above the

third paragraph, leaving a clear line space above and below the table, as
shown below:

College County Postcode
Abingdon & Witney Oxfordshire 0OX14 1NN
Accrington & Rossendale Lancashire BB5 2AW
Alton Hants GU34 1INX
Amersham & Wycombe Buckinghamshire HP7 9HN

4. Left-align the text in column one

5. Centre the text in column two

6. Right-align the text in column three

7. Embolden the headings in row one

8. Save the document using the new filename tabart
9. Print a single copy of the document

10. Close the word-processing application

End of task
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Practice Task 33

OPENING A DOCUMENT
INSERTING A TABLE

The data files required for this exercise are: capsl

1. Load a word-processing application

2. Open the document called capsl

3. Insert a table (with gridlines) below the first line of text, leaving a clear line

space above and below the table, as shown below:

Model Type CC HP
Ford Fiesta 1.1L 8 valve 1100 50
Ford Fiesta 1.25L 16 valve 1250 75
Ford Escort 1.4L 8 valve 1400 74
Ford Escort 1.6L 8 valve 1600 90
Ford Escort 1.6L 16 valve 1600 105
Ford Escort 1.6L Turbo 1600 130

4. Left-align the text in column one

5. Centre the text in column two

(o2}

\l

. Centre-align the headings in row one

. Right-align the text in columns three and four

8. Embolden and italicise the headings in row one

©

Apply a light grey shading to the headings row

10. Save the document using the new filename tabcaps

11.Print a single copy of the document

12.Close the word-processing application

End of task
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USING HEADERS AND FOOTERS

Headers and footers are sections set aside at the top and bottom of pages in
Word documents for holding information that you want to appear on every
page (or almost every page) of the document.

For example, if you look at this workbook, you will see at the top of each page
the text CLAIT LEVEL 1 — UNIT 1 — FILE MANAGEMENT AND E-
DOCUMENT PRODUCTION. This text has been placed in the document
header, so that it appears on every page automatically.

As well as being able to type in “fixed” information such as the above in the
header and footer section, Word also provides a number of “automatic fields”
that can be used — these are things like the date, page numbers and
document file names. The automatic page numbering that appears in the
bottom right-hand corner of this workbook has been achieved by placing an
automatic field in the document footer.

To explore how to use headers and footers, proceed as follows:

Nﬁo“ Open a new document in Word and type in the following text:

pelion

This page demonstrates the use of headers and footers

Select View on the menu bar, and then Header and Footer.

2 Darsmantl - Yiermaail Ward I'..__||'I!'T|E

P e El | Y godl  Took Tghle Wraew Hee  Adde POF Agflisl Corenerts

£ teral | 28 Homal 17 = BI!.IE[I! ARNEEEN A D-v-g-l
mEr Ll A F - 84 T3 WAL ST s - E;m.
g -rﬁ atly J - ! B PP I A e

T 2l Bk Larpoat O T T L TR AR EER ERRl- I RN
ad| Emecdng Levout
(] it

| TashPane  CubTL
Lookars

Euﬂﬂ

| Gt Hep

(9 Mhimpnade Gze demonstrites e nze of headerz and footers
I__} nachsr ared Frcter S

E Migkag.
| Pt sersen

prre

mamswe ¥
Page | Sec | il M. TEm nl o Col B Cngizh LK

"Vl start C - B b - Cothok Brprewy | 2 L) i ider . |l driomatdee ¢ M
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A box appears showing you the position and contents of the header, as
shown below:

The header and footer toolbar should appear — it may be displayed as below
in a “locked” position, or it may appear as a “floating” toolbar somewhere in
the document window,

J Doewnent] - Mi=rnall War2

Seelriod ek o O

Thes page demonsrates e nae of headas and foo

Page | el il A% L il | T Cngisniuk G
W b - otk Brprewy | 2 L) e o e

Header and Footer

Insert AukoText ~ A B E e | B E 1§§,|Qose

X 400 Click on the button indicated to switch between the header and the footer
section. Notice how each time that you click on it, it “toggles” you between the
header and footer sections.

N.,ﬁo“ In the header section, type in your name.

2 Dacwmantl - Misrneai) Ward
rh'hhmmmwmwv o — s & Gebetiot b Mol [ cSR
ﬂ"“‘“‘ -Trmmﬁum-l!-..ﬂfﬂﬂ'..,ﬂ-‘ :5=5#s,m 1‘“

AT R

Thes paze damonstrales e vee of headers and focte
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) Dacwmantl - bisrmsail Ward r:-lrﬂ'TIE
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wthstat= |8 A A 0H 9 LD R T3 gl

—_—
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e
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e T
1L P lanonstrafes thie vse af lende wwit foaden

Now close the Headers and Footer dialogue box by clicking on the Close
button.

You will be returned to the document editing view — the text in the header is
still displayed, but “greyed out” to show that the text in the header section is
currently not editible.

As well as typing text directly into the header or footer of a document, you can
also insert automatic fields. An example of an automatic field is the date.

Date formats

Word supports a range of date formats, including the examples shown below:

3 October 2003
3/10/2003
October 3, 2003

It is important to realise that English and American date formats differ. For
example, 23" September 2003 in American format would be shown as 09-23-
2003 — the month and the year are in reversed positions.

0N To check or change the date format that will be used in automatic fields, with

ol

a word document open, select Insert, Date and Time... on the menu bar.

I pocument - Microsoft Word

! File Edt iew | Insert ©Format  Tools  Table  Windo Help  Adobe POF  Acrobat Comments

i 44 Normal Break... BF U [E|EE=iz-|==EE
|_] leg La _L| Page Mumbers. .. A/I - . E ==
T—— Date and Time. .. - . -_—
Rl "gjum.. . pblSh 2 C e
—— AutoTexl
nEEl | ...

[] Symbol... EEEEENEERNEY TRRE- RN RN RS RN RN R
: _ N A

On the dialogue box that appears, ensure that English (UK) is set as the
default language, as shown overleaf:
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Date and Time [‘$_<|

fvvailable Formats; Language:

14/031 2006 |English (LK) b |
Tuesday, 14 March 2006
14 March 2006

14/ 03/06

2005-03-14

14-Mar-06

14.05. 2006

14 Mar, 05

farch 06

Mar-06

14/03/2006 15:46
14032006 13:46:17
1314817

1:46:17 PM

1346

[ ] Update automatically

o) (o]

You will notice that the range of date formats that are available are listed.
D&»‘30‘\ Click on the Cancel button to close the dialogue box.

Inserting automatic fields in headers and footers

NS\““TO insert an automatic field in the header or footer of a document, choose
View, Header and Footer on the menu bar, as before.

N{Qo‘\ Switch to the footer section

Header and Footer hd

Insert AutoTesxt * [ [/ = #F 5 © | Q& Jég & 5, | dose

Nﬁo\\To insert today’s date in the default format, click on the Insert Date icon.

3 ET9 Y

The current date will be inserted into the document footer. Using this
automatic date “field” means that whenever the document is printed, the
current date will be included on the printout.

Another automatic “field” that is very useful to include in a document header or
footer is the document filename.
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Header and Footer

R

Insert AutoText =

- PAGE -

Author, Page &) Date
N Confidential, Page #, Date
Created by

Zreated on

—t L1}

Filenarme:
Filehame apd path
Lagt printgd

Lgst saveld by

Page » gf ¥

Nﬁo“lnse t AutoText provides a list of automatic text entries.

N,'&O“ Select Filename from the list to insert the filename into the footer.

N\\O“To close the header and footer dialogue box, point and click on Close.

Printing headers and footers

Headers and footers are automatically included on printouts.

As they are printed in the top and bottom page margins, it is possible that

some printers may not be capable of fitting all the details onto the page — in
particular it is not uncommon for inkjet printers to “cut off” some of the footer

text.

If this should happen, select File, Page Setup, and select the Layout tab.

Using this dialogue box the
gap between the header and
the footer and the paper edge
can be adjusted.

Increasing the distance of

the header or the footer from
the edge of the paper to about
1.30 cm should ensure that

all the information will be
printed.

Page Setup

Margins Paper Layout

Section
Section stark: Mew page

Headers and footers

[l cifferent odd and even
Different first page

From edge: Header: |1.25|cm
| -

Footer: |1.25 cm
Page

Wertical alignment: Top

Preview

Apply bo:
While docurnent R

[ Line Mumbers. .. ] [ Borders... ]

I
£ 484>

2

Default...

o
e

] [ Cancel
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Practice Task 34

OPENING A DOCUMENT
INSERTING A HEADER AND A FOOTER

The data files required for this exercise are: hworcsl

1. Load a word-processing application

2. Open the document called hworcs1

3. Add your name to the document header

4. Left align your name in the document header

5. Insert an automatic date (showing day, month and year) in the document
footer

6. Centre align the automatic date in the document footer
7. Save the document using the new filename hfworcs
8. Print a single copy of the document

9. Close the word-processing application

End of task
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Practice Task 35

OPENING A DOCUMENT
INSERTING A HEADER AND A FOOTER

The data files required for this exercise are: hironl

1. Load a word-processing application

2. Open the document called hironl

3. Add your name and an automatic date to the document footer, using any
alignment you choose. Make sure that there is at least one character
space between your name and the date.

4. Insert an automatic time in the document header

5. Right align the automatic time in the document header

6. Save the document using the new filename hfiron

7. Print a single copy of the document

8. Close the word-processing application

End of task
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Practice Task 36

OPENING A DOCUMENT
INSERTING A HEADER AND A FOOTER

The data files required for this exercise are: hlawnl

1. Load a word-processing application

2. Open the document called hlawnl

3. Add the following to the header of the document
your name
an automatic date
an automatic time

an automatic filename

4. Separate each of the above items with a space, then a hyphen, then a
space e.g.

Fred Taylor — date — time - filename
5. Add the following text to the document footer
Copyright Harold Wilson, 1967
6. Centre align the text in the document footer
7. Save the document using the new filename hflawn
8. Print a single copy of the document

9. Close the word-processing application

End of task
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CREATING FOLDERS
AND PRINTING FOLDER STRUCTURE

All computer information is stored in files, whether that information is a
document, a picture, a piece of music or a computer program.

Each of the documents that you have produced so far have been saved as a
file. A typical computer will have thousands of files stored on its hard disk,
and therefore a system is required for organising all those files into some sort
of order and structure.

The way that this is done is by storing files within folders. For example, all the
documents that you produce using Word could be stored in a folder called My
Documents.

Although many folders are already created as soon as Windows is installed on
to a computer (including a folder called My Documents), you can create,
rename, move, and delete additional folders pretty much as you please.

You have to be careful though. You are advised not to delete or rename
folders that you have not created yourself since they are likely to contain
important information that is required for your computer to function correctly.

As well as storing files, folders can also store further folders within them, and
these folders can be further divided into more sub-folders. There is no limit to
the amount of sub-division, although in practice it is best to restrict yourself to
just a few levels, otherwise you may find it difficult to work out where
everything is stored.

Let’s illustrate this with an example. Imagine that you decide to store your
files into two main categories, Domestic and Business.

You estimate that the Domestic folder will end up storing lots of files, so you
decide to further sub-divide that folder into two sub-folders, Family and
Home.

As there are three people in your family (say Colin, Susan, and Mary), you
decide that within the Family folder each person will have their own folder in
which to store all their own files.

You also decide that the Home folder should be divided into three sub-folders,
namely Finances, Holidays and Plans.

This folder structure could be represented a bit like a family tree or an
organisation chart, as overleaf.
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Domestic Business

Files can be stored within any of the folders.

You will now create the above folder structure within your data area. The top
level of this structure could be placed anywhere within your own data area.
For the purposes of this exercise, we are going to use the floppy disk as our
data area.

Important Note:

Before proceeding get your tutor to clear your data area (or clear it yourself if
you know how to) and ensure that Windows is configured according to the
tutor notes that accompanied this workbook.

p&‘\o‘\ From the Windows desktop, locate and double-click on the My Computer
icon.

A screen similar to that overleaf will appear:
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! My Computer

g =13

JEiIe Edit Wiew Favarites Tools Help

]
I'i'

J GBack - J - 1.?

3
P Search i Falders

Files Stored on This Computer

System Tasks A

View system information = ,‘ ’J

L) Add or remove programs Diocuments Martin's

G- Change a setting Dacurments
Hard Disk Drives

Other Places S

&)ty Metwork Places gl g =]

-
[ My Documents PRESARIO PRESARIO RP  backup (T1)
[ Documents (i {31}

G- Control Panel
Devices with Removable Storage

Details -3 \g .«)
My Compukter \{ﬁ
System Folder 3% Floppy  DYD/CD-RW
[:H Drive (E:)
Other

g @

Mobile Device  Macromedia
FTF & RDS

It is almost certain that your display will be different in terms of the layout and
content because the computer that you are using will not have the same

storage areas and devices as those shown above.

The layout of the display can be configured to present the information in
different ways. The following screens show three typical variations, one of

which will be similar to your display.

! My Computer

g =13

Edit Wiew Favarites Tools Help

y
| &

®
. Search i Falders

E
J Back - \_) = l_‘_ﬁ
| Agd

Address I f My Compuker

jGo

._&3‘;‘2 Floppy (A

“e PRESARIO (T
ZePRESARIO_RP (D)
s DVDYCD-RAW Drive (E2)
“ehackup (T:)
@Documents

& Macromedia FTP & RDS
Q Mobile Device
[CSIMartin's Documents

»

System Tasks

Wiew system information
Q Add or remove programs
[ Change a setting

o

Other Places

& My Mebwork Places
B My Docurnents
() Documents

G- Control Panel

»

Details

My Compukter
System Folder
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Address I f Iy Computer

¥ My Computer -0 x|

J File Edit W¥ew Favorites Tools Help | ;f
- €Y - @ o

J Back </ 1.? p Search i Falders

ol

System Tasks

Wiew system information
(LY Add or remove programs
[} Change a setting

»

Other Places

\:3 My Metwaork Places
B My Documents
|5 Documents

[} Control Panel

»

Details

My Compukter
System Folder

Files Stored on This Computer

Martin's Documents

Documents

Hard Disk Drives

PRESARIO () PRESARIO_RP (D:) backup (T:)

Devices with Removable Storage

jGo

=
! My Computer ;lglil
J File Edit “ew Favorites Tools Help | l!j'
- €Y - @ <
J @ Back </ l_‘_ﬁ‘ . Search W Faolders
J.ﬂ.gldress I -j Ity Computer j Go
arne | Tvpe | Tatal Size | Free Space | Zamments |
System Tasks 3 Files Stored on This Computer
Wigwt system information (&2 Documents File Folder
(L) Add or remove programs [C3Martin's Documents  File Folder
[} Change a setting
Hard Disk Drives
Other Places A S®PRESARIO (Cr) Lacal Disk 67.3GB 48,6 GB
% PRESARIO_RP (D) Local Disk F.22GE 4.43 GE
83 My Metwork Places e hackup (T:) Local Disk 38.2 GB 31.zGE

B My Docurnents
() Documents
B- Control Panel

»

Details

My Compukter
System Folder

The precise layout that you see is not important — the |
you can see the data area where your files are going to be s

Devices with Removable Storage

Fta-Inch Floppy Disk.
. CD Drive

Other

B Mobile Device System Fol
& Macromedia FTP ... System Folder

ortant thing is that

ed, which in

this case we will assume is the floppy disk referred to as 3% Floppy (A:).

Nﬁo\\ Move the mouse pointer over the icon for the floppy disk (or your data area)

and double-click with

the left mouse button to open it.

Your display will be similar to that overleaf.
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=10l x|

JEiIe Edit Wiew Favaorites Tools  Help

I,
| l:'

J@Backv ,\_)’v 'ﬁ‘

) search Falders
rd

[~

Jngldre s Iﬁ, a4

jaGo

Mame = | size | Type

| pate Modified |

Fild and Folder Tasks 2

7| Make a new Folder

@ Publish this Folder to the
Web

bt |Share this folder

Other Places

o
— b
»

'y Computer

]
B [y Docurnents
]
|

ocuments

y Metwark Places

Detajls ¥

This window will show you the folders} and files that are
As your disk is empty, this area of the screen will

disk.

The title bar of the window shows you the storage locat

being displayed.

In this data area you will now create a new folder.

There are at least four different ways of doing this! The
use does not matter, and this workbook will teach you g
methods for creating and manipulating files and folders

shortcut menus that are available via the right mouse

located on the floppy
be blank.

on that is currently

actual method you
ne of the quickest

This is to use the
utton.

k N\ Point and click the right mouse button once in the blank area, and the

following shortcut menu will appear:

igwm r

Arrange Icons By Pk
Fefresh

Faske
Faste Sharbcut

M 3
EW\

Properties

T

N \ Move the mouse pointer over the New option, and another menu will appear

similar to that overleaf:
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Wiew 4

Arrange Icons By k

Refrash
Baste
Paste Shorkout
5 Eolder
Properties =l §hortcu_:\ Note: the full list of 0pt|0ns that
£ Bricfease appear here will vary from
L) imap Image computer to computer depending

] Micrasoft Waord Document

ﬂj Microsoft PowerPoint Presentation
'm Adobe Photoshop Image

2] Microsoft OFfice Publisher Document
E] Text Document

G}:I Wave Sound

B Micrasaft Excel Warksheet

[£] Compressed (zipped) Folder

upon the software that is installed.

\ You are going to create a new folder, so point and left-click on the Folder
option.

The display will change to that below:

<& 314 Floppy {A:)

J File Edit View Faworites Tools Help

J QBack - J - ﬂ' /.._\' Search Folders |E-

Mame = | Size | Tvpe | Date Modified
File and Folder Tasks ES Iew Folder File Falder 03/06/2007 16:52

Ijn Renarme this folder
_;‘ Move this Folder
D Copy this Folder

&8 Publish this Folder to the
Wb

2 share this folder

1 E-mail this Folder's files

A new folder is created — the computer will give this folder the default name
New Folder.

OV Replace this name with the name Domestic, and then click in the white area
to confirm the change.

< 312 Floppy (A:)

J File Edit Wiew Favaorites Tools  Help

J G Back ~ J - 1]‘ /.. ) Search Folders EI-
Marme =~ | Size | Type | Date Modified |
File and Folder Tasks S |Z)Damestic File Folder 08/06/2007 16:55

() Make a new Folder

@ Publish this Folder to the
Weh

k= share this folder

(Note: if at this stage you have not named the folder correctly, move the
mouse pointer over the folder and right-click to bring up a shortcut menu.
Choose Rename from the menu and re-type the name.)
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pelo?

poiod

peiod

pelo?

Now point and click the right mouse button once again in the blank area, and
a shortcut menu will appear.

Again, choose New, and then Folder to create a second folder called
Business.

Your display should be similar to below:

<& 35 Floppy (A:)

J File Edit \iew Favorites Tools  Help
| Qe - @ - [
~

File and Folder Tasks =

f.jSearch i Folders |v

Marme =~ | Size | Tvpe | Dake M
Domestic File Folder 0306/
Business File Folder 0806/

= Make a new folder

@ Publish this Folder ko the
Web

= share this Folder

Referring back to the folder structure shown earlier, you now need to create
two folders within the Domestic folder, called Family and Home.

The first thing to do is to open the\ Domestic folder, and the quickest way to
open a folder is to point at the folder icon and double-click with the left mouse
button. Do this now to produce the following display:

& Domestic

: File Edit View Favorits Tools  Help

Qback -~ 3 ¥ search T -

File and Folder Tasks

3 Make a new foldsr
@ Publish this Folder to the
Wb

e Share this folder

The title bar confirms that you are displaying contents of the Domestic

folder. As this folder is empty, this area is blank.

Right click in the blank area and create two new folders called Family and
Home, as below.

& Domestic

EEX
. File Edit ‘View Favorites Tools  Help ;;"

Q) Back - ) T JDsearch 7 Folders [T

T BN Y Mame - Size Tvpe Date Modified
i A0 Family File: Falder 11{06/2007 11:55
File and Folder Tasks B
1 [CiHome File Folder 11062007 11:55

3 Make a new foldsr

@ Publish this Folder to
the Wehb

7 Share this folder
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poio

Again, referring back to the folder structure shown earlier, you now need to
create three folders within the Family folder, called Colin, Susan and Mary.

Open the Family folder by double-clicking on the folder, and create three
folders within it called Colin, Susan and Mary.

Your display should be similar to that below:

& Family

: File Edit Miew Favorites  Tools  Help

)-=Search (= Folders [T+

I8 I_,_J Calin /J Susan
| |

Mary

File and Folder Tasks

=J Make a new Folder

&8 Publish this folder to
the YWeb

i Share this folder

Your final step is to create threafolders within the Home folder called
Finances, Holidays and Plans.

To do this you first need to move up tha folder structure and come out of the
Family folder. Do this by clicking on the Up button, to return to the Domestic
folder contents.

& Domestic

. File Edit Yiew Favorites Tools Help

P QBack ~ &3

T O search [ Folders [T~

=l A Mame - dize  Type Date Modified
2 = | Family File Folder 11/06/2007 11:55
1 | Home File Falder 11/06/2007 11:55

File and Folder Tasks

= Make a new folder

@ Publish this Folder to
the YWeb

2 Share this folder

Now open the Home folder by double-clicking on the folder, and create three
new folders within it called Finances, Holidays and Plans.

Your display should be similar to that below:

. File Edit Miew Favorites  Tools  Help

. Back ~ &3

9 D search (7 Folders | [T+

|
— = T
’J Finances ,J Halidays
| |
’J Plans
| 8
. v v

That's it! The folder structure has now been created as planned.

File and Folder Tasks

=9 Make a new folder

@ Publish this folder o
the Web

& Shars this folder
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Moving around the folder structure

To move out of a sub-folder to the level above, use the Up button.

File Edit “iew Favorites Tools  Help

(P Back T ] 4T search Folders [T+

s S

File and Folder Tasks & ’J Finances -’J Holidays

=J Make a new Folder

&8 Publish this folder to | 1
the YWeb /J Flans

|| E.'Z-' Share this Falder | 4

To move into a folder, point on the folder icon and double-click with the left
mouse button.

Practise this by displaying the following folder contents in turn:
Mﬁg‘\ Display the contents of the Finances folder
Nﬁo‘\ Move up to re-display the contents of the Home folder
Nﬁo“ Display the contents of the Holidays folder
w&o‘\ Move up to re-display the contents of the Home folder
Nﬁo‘\ Move up to display the contents of the Domestic folder
N&g‘\ Display the contents of the Family folder
Nﬁo\\ Move up twice to display the contents of your storage area (e.g. floppy disk)

PRINTING FOLDER CONTENTS

Windows does not have an “inbuilt” facility to produce a printout as evidence
of the contents of a folder that are stored in a data area.

To create such a printout you have to follow a four stage process.

1. Open the folder to display its contents

2. Capture the screen image

3. Paste the screen image into a Word document
4. Print out the Word document

N“o“ Proceed as follows to print out the contents of your floppy disk or your data
area.

At the moment you should be displaying the contents of your storage area
(e.g. floppy disk), displaying the two folders as shown overleaf:
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<& 35 Floppy (A:)

J File Edit \Wiew Fawvorites Tools  Help

J @Back LA = L@ J}_jSearch i Folders v
Mame =~ | Size | Tvpe | Dake M
File and Folder Tasks % [Z)Domestic File Folder 0s/06/:
|01 Business File Folder 03/06/:

l.j Make a new folder

@ Publish this folder ko the
Web

k=7 share this Folder

This is the screen image that we would now like to print out. As we cannot do
it directly from this screen, you must “capture” the screen image and then
“paste” it into a document.

gﬁo“To capture the screen image press and hold down the Alt key and then press
the Prt Sc key at the same time on the keyboard. The Prt Sc key is normally
located on the top row, to the right of the function keys F1 — F12. This places
a copy of the active screen image in the computer memory, ready to be
pasted into a document. Release the keys.

N(\Q“Close all open windows to return to the desktop.

N&O‘\ Load Microsoft Word and open a new document window (if necessary) so that
you see a screen similar to that below:

) Dacwmantl - bisrmsail Ward r..__lrﬂ'TIE
Pfle [ Y et Fgmsl Took Tt Wiedew Hep  AddmPOF  Acobal {orenerts tiesber bk o £
;g ol = Testiehonan = 03 x| B F g [W]E W W S E R D'v'd"l

il a0 A =R R |

[ L O BRI O e e e e =

o JLE O

N,@“To paste the captured screen image into the Word document, point and click
on the Paste button on the toolbar. If the Paste button is not displayed,
choose Edit ard then Paste from the menu bar instead.

tEi Documeant1 - Microsoft Ward

! Fle  Edt Wiew Insert Format\Jools Table Window  Help

P A4 Mormal » Times Mew Roman - - B I U |E
=N RN A A e A
El RN S RS SRR

The captured screen image will be pasted into the Word document.
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2 Daewmend ] - Mierassii Ward
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Wb iy

- L-E| w I
a1 L 1 A rSm 1AL Cily Fredniie B

This Word document can then be saved and printed just like any other Word
document.

N f\ Save the document in your data area using the file name Screenprintl, and
print out a copy.

PRINTING MULTIPLE FOLDER CONTENTS

If you need to print out the contents of more than one folder then the most
efficient way of doing this is to leave the Word document open after pasting
the first screen image and then to minimise the document by clicking on the
minimise button near the top right hand corner.

Then display the second folder contents and capture the screen image using
the Alt and Prt Sc buttons as before.

Then restore the Word document by clicking on the document name on the
taskbar along the bottom of the screen and paste the second image below the
first.

N\\o\\Try this out by displaying of the contents of the Domestic folder, capturing the
screen image and pasting the image below the first.

N“o“ Close all documents and windows to return to the Windows desktop.

Copyright Martin Barrett 2007 WWW] ustclait.co.uk Page 145 of 171



CLAIT LEVEL 1 - UNIT 1 - FILE MANAGEMENT AND E-DOCUMENT PRODUCTION

Practice Task 37

DISPLAYING FILES AND FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: House (folder) and its contents

8.

9.

Locate the folder named House in your data area

Display the contents of the folder named Kitchen, which is stored in the
folder named House

Capture the screen image and paste it into a new document

Display the contents of the folder named Lounge, which is stored in the
folder named House

Capture the screen image and paste it below the earlier screen image,
making sure that there is a clear linespace between the two images

Add your name to the document, below the two screen images
Save the document using the filename housef
Print a single copy of the document housef

Close the word-processing application

10.Close all open folders

End of task
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Practice Task 38

DISPLAYING FILES AND FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Body (folder) and its contents

8.

9.

. Locate the folder named Body in your data area

Display the contents of the folder named Head, which is stored in the
folder named Body

Capture the screen image and paste it into a new document

Display the contents of the folder named Leg, which is stored in the folder
named Body

Capture the screen image and paste it below the earlier screen image,
making sure that there is a clear linespace between the two images

Add your name to the document, below the two screen images
Save the document using the filename bodyf
Print a single copy of the document bodyf

Close the word-processing application

10.Close all open folders

End of task
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Practice Task 39

DISPLAYING FILES AND FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: School (folder) and its contents

8.

9.

Locate the folder named School in your data area

Display the contents of the folder named School, showing the sub-folders
stored within it

Capture the screen image and paste it into a new document

Display the contents of the folder named Classroom, which is stored in
the folder named School

Capture the screen image and paste it below the earlier screen image,
making sure that there is a clear linespace between the two images

Display the contents of the folder named Hall, which is stored in the folder
named School

Capture the screen image and paste it below the earlier screen images,
making sure that there is a clear linespace between the three images

Add your name to the document, below the three screen images

Save the document using the filename schoolf

10.Print a single copy of the document schoolf

11. Close the word-processing application

12.Close all open folders

End of task
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MOVING, COPYING, RENAMING
AND DELETING FOLDERS

As mentioned earlier, the structure and contents of folders (especially those
that you create yourself) can be changed.

Folders can be moved, copied, renamed and deleted.

Moving a folder

The distinction between moving and copying folders is the same as when
cutting, copying and pasting text.

Moving a folder means the original folder is “cut” from its original location and
“pasted” into its new location.

Note: Before proceeding get your tutor to clear your data area (or clear it
yourself if you know how to)

kﬁ“"“ Create two folders in your data area called Odd and Even.
Nﬁo\\ In the Odd folder, create the following four folders:

One
Three
Five
Six

Your display will be as follows:

% 0dd ==
:J_J

File Edit ‘ew Favorites Tools  Help

@ Back v ) 1 search Folders  [G-

File and Folder Tasks 2 ,’J e r’J Three

=) Make a new Folder
@ Publish this folder to the

Weh ”J Five ] s
| kg Share this folder | I
| .

The folder Six actually belongs in the Even folder. To move it, proceed as
follows:

NQo(\ Point and right-click on the folder named Six, to bring up the following shortcut
menu.
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I'_,.J Three

«  Open

Browse With Paink shop Pro 7
Explore

Search...

Scan with Sophos Anti-Yirus

Sharing and Security.,.
o WinZip »

Send To »

Copy

Create SRorkout
Delete
Rename

Properties

\

eﬁo\\ Left-click on the Cut option. The folder and its contents (if any) will be cut and
N placed on the clipboard.

Nm“ Click on the Up button to come out of the Odd folder.

& Odd
. File Edit Wiew Favprites Took Help a

OBack SO - |

File and Folder Tasks '—;J e I'J Three
| |

=) Make a new Folder
&3 Publish this folder to the

wWeh —;J Five I’J Si
kg Share this folder L L

7 Search [ Folders  [-

FEX
e} :?,“'

[']- Folders [T

- Eile  Edt  W¥iew Favaorites  Toals

QBack - 0 T search

File and Folder Tasks & | I_,J Odd
|

= Make & new foldsr

&8 Publish this folder to the
‘Weh

kg Share this folder

N.'ﬁo\\ Right-click in the blank area to bring up the shortcut menu
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Fle L[k Ves Favortes Tock Ml

Pk = T Samch I e

Fie andd Fubller Tasks a

o) Pembon i s fokded
K Publoh thes [oker i i
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e thes e

Airange boms By

Othes Plares 2 Retiesh
. Bt
B 3w Py (R L]
Ead Py Dom et Uk Raarma. ChHE
) Fured [ooments
o M Comiuter ol
L Fropeibes

N\‘)g)\\ Left-click on the Paste option. The folder and its contents (if any) will be
pasted into the Even folder.

© FEle Edit Miew Favorites Tools  Help

Back ~ D search [ Folders | [T+

File and Folder Tasks A —;J Six
|

3 Make a new foldsr
@ Publish this Folder to the
‘Weh

e Share this folder

N\\O“Navigate back to the Odd folder and you will find that the folder named Six
has been removed.

: FEile Edit Miew Favorites  Tools  Help

Back - o T search [ Folders | [E-

File and Folder Tasks S

'—;J Five I'J One
| |
=) Make a new Folder

L/’

@ Publish this folder to the
‘Weh

kg Share this folder

Three

Copying a folder

Copying a folder involves following almost the same procedure — the
difference is that Copy is selected instead of Cut from the initial shortcut

menu. When copying a folder the original folder remains in its original
location.

Nﬁo‘\ Experiment with this by copying the folder Six (in the Even folder) to the Odd

folder. If you do this successfully you will have a copy of the folder Six in both
the Odd and the Even folders.

The contents of the Odd and the Even folders will then be as follows:
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Odd folder

File Edit %ew Favorites Tools Help :?,"'

Q) Back - ) F U search [ Folders [T+

File and Folder Tasks

LJ one
=9 Make a new Folder
@ Publish this Folder to the —= !
‘Weh L’] Six
kd Share this folder

Even folder

© Ele Edit Wiew Favorites Tools  Help :E""

Back - 0 T search [ Folders | [E-

File and Folder Tasks S

= Make a new folder

&8 Publish this folder o the
WWeb

e Share this folder

Deleting a folder

Deleting a folder can also be actioned from the shortcut menu.

With the Even folder opened and displayed, right-click on the folder Six to
bring up the shortcut menu.

Fie [t Vew Feogs  Took  bep £

Qs = ) T gk BT =

File il Folder Tasks il B o
Ugantn

W] Frrorra the Priis Becwse Wilh Pard Shays Pru 7
Mo dhis T Explosn

I"] Cagry [ Pk Seardh

) Prublih this Tokdes ca the Scan mth Saphar Ak e
. Sowrs el ety
o et P P i
) E-riall this toldes s Piei
92 okl i ke i :
T}
(= -
Oher PMlaces L3
Create Shestig
B ey ()
) o Dot [
3 Peeed Conirmri ) Fe
o My Coukn

cQo\\ Left-click on the Delete option. The folder and its contents (if any) will be

deleted once you click on
the Yes button to confirm.

a0 SUNE w0l Wank Bo résmawe the Folder "ood and o k3

corlints?
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Renaming a folder

Folders can be renamed at any stage, and again renaming a folder can be
actioned from the shortcut menu.

You will now rename the folder Six to become Seven.

Navigate to the Odd folder to display the contents. which should now be as
follows:

EEX

. File Edit Yiew Favorites Tools  Help .':,"

(PBack ~ 9 D search [ Folders [T

File and Folder Tasks

3 Make a new foldsr

@ Publish this Folder ta the
‘Web

led Share this falder

Nﬁo\\ Right-click on the folder Six to bring up the shortcut menu.

0dd ElEiX
Fle  Edbt wew  Favontss focks  Helo e r
L}“"h - | ¥ & Search Foidors 7=

File aiml Faliber Tasks ! 'ﬁ -

F'.‘]‘ Fers i 5
1) Rarae this folder Browvesm Wilh Pand Show Pro 7
(g Hiowm this Foider . & Explore
L] Snnwrch, .

[} Sy Hik fodtlew "Jr

[} Sty thicta ; Y Scan with Sephes Ak
& Publeh thes folder to the

v Sharing and Securdy, ..

kaf e Lhis Iokle n‘iwnap [}
: % folder's fhes

) -l thas Folder's Ties ol T '
x Faedeire Hhis Foldes

Ot
opy

DLlver Places Croats Sitit

B 3% Py (A Delate

] My Dotk

O Hiered Dotuameis Froper i

My Compiter

e Nk Pares

NQ()(\ Choose Rename from the shortcut menu.

pedon

pelion

The folder name Six will become highlighted — replace the existing name by
typing in the new name Seven. Then click in the white area to confirm the
change and note that the folder has now been renamed.

Finally, delete the folders Odd and Even (including their contents) from your
data area, in preparation for the following practise tasks.
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Practice Task 40

MANIPULATING FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Countries (folder) and sub-folders

8.

9.

. Locate the folder named Countries in your data area

. Inthe England folder, create a new sub-folder named Birmingham

In the Scotland folder, create a new sub-folder named Glasgow
Rename the folder French to become France

Move the folder Paris into the folder France

Delete the folder named Italy

Display the contents of the following folders. Capture the screen image for
each folder and place the images into a single document, leaving a clear
linespace between each image

Countries

England

Scotland

France

Add your name to the document, below the four screen images

Save the document using the filename countriesf

10. Print a single copy of the document countriesf

11.Close the word-processing application

12.Close all open folders

End of task
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Practice Task 41

MANIPULATING FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Zoo (folder) and sub-folders

8.

9.

Locate the folder named Zoo in your data area

. Rename the folder Pool to become Pond

In the Pond folder, delete the sub-folder named Tiger

Move the folder Ape into the folder Pen

In the folder Cage, create a new sub-folder named Panther

Display the contents of the following folders. Capture the screen image for
each folder and place the images into a single document, leaving a clear
linespace between each image

Zoo

Cage

Pen

Pond

Add your name to the document, below the four screen images

Save the document using the filename zoof

Print a single copy of the document zoof

10. Close the word-processing application

11.Close all open folders

End of task
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Practice Task 42

MANIPULATING FOLDERS
PRINTING FOLDER CONTENTS

The data files required for this exercise are: None

1. Create a folder named Work in your data area
2. Inside the folder named Work, create the following sub-folders

Marketing
Accounts
Production
Sales Manager
Sales Clerk
Advertising Executive
Accountant
Accounts Clerk
Wages Clerk
Works Manager
Machinists

3. Move the following folders into the folder named Marketing
Sales Manager
Sales Clerk
Advertising Executive

4. Move the following folders into the folder named Accounts
Accountant
Accounts Clerk
Wages Clerk

5. Move the following folders into the folder named Production

Works Manager
Machinists

(continued............)
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8.

9.

(Task 42 continued......... )

Display the contents of the following folders. Capture the screen image for
each folder and place the images into a single document, leaving a clear
linespace between each image

Work

Marketing

Accounts
Production

Add your name to the document, below the four screen images
Save the document using the filename workf

Print a single copy of the document workf

10. Close the word-processing application

11.Close all open folders

End of task
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MOVING, COPYING, RENAMING,
DELETING AND FINDING FILES

The purpose of creating folders is to provide storage locations for your files.

Just as with folders, files can also be moved from one folder to another, or
copies placed in other folders. Similarly, files can be renamed and deleted.

Each file is given a name. Examples of file names are as follows:

LETTER.DOC
ACCOUNT98.XLS
CUSTOMERS.MDB
SOLITAIRE.EXE

File names usually have a three letter extension, which is the part of the file
name which appears after the “dot”. The file names above, for example, have
the extensions DOC, XLS, MDB and EXE respectively.

The extension is a very important part of a file name — it is used by the
computer to identify the type of information that is stored in that file. When
you create a new file and save it, though, you do not normally have to specify
the extension — it is usually added automatically by the software that was used
to create the file.

For example, when using the word processing program Microsoft Word, files
are normally saved automatically with the extension DOC.

When viewing file names, the extension is sometimes also shown. Ifitis
shown, and you want to rename the file, it is important to ensure that the
extension is not changed.

Like folders, files can be be deleted. However, you are advised not to delete
or rename files that you have not created yourself since they may contain
important information that is required for your computer to function correctly.

Saving files into folders

Up till now you have been saving your work directly into your data area (e.g.
floppy disk). You will now see how to create and save a document into a
folder.

X Using “My computer”, create a new folder in your data area and name the
folder Letters.

N\‘\o\\ Close the “My computer” window and load Microsoft Word.

GQo\\Type the words Letter One into a new document and choose File, Save As...
[\ . :
to bring up the save dialogue box.
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ot

pedo

N

pelo

Change the Save in location to that of your data area (e.g. Floppy Disk), so
that the following screen is displayed:

Save As

Savein:

PIX]

| _ﬁ 3% Floppy (A

vl@'@|@, Oy B8 ~ Tools -

Size

Type

Dake Modified

o

File Folder

12/06/2007 15:49

My Recent
Documents

My Documents

My Camputer
1 File: narne: |Letter Cne.doc b | [ 2ave ]
Tl Metwark, =
Flaces Save as bype: |Wc-rd Dacument {*.dac) v | [LCBI]

N\ To save the document into the folder Letters, point and double-click on the

folder icon to open the Letters folder, so that the screen below appears:

Savein:

| [5) Letters

v| @ L!ilﬁ, Ty EH v Tools -

O

My Recent
Documents

Desktop

Mame Size

My Diocuments

Type

Dake Modified

My Computer
1 File: name: etter One,doc o Save
Ty Mebwork | /J = l
Flaces Save as bype: |W0rd Document {*.doc) / I | Cancel

Save button.

should appear similar to overleaf.

°Qt)‘\Save the docum ith the default file name Letter One by clicking on the

N\ Close Microsoft Word and display the contents of the Letters folder, which
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& | ctters |Z| |§| |_' |

: File Edit View Favorites Tools  Help a’

i Back ~ ) & D search [ Folders | [T

i ~ * a Letter One, doc
File and Folder Tasks = = | Microsoft Ward Dacument
—— | 20 KB
[ Make a new Folder

@ Puhblish this Folder to
the Web

&4 share this folder

Other Places

L 3% Floppy (80
D My Documents
| Shared Docurnents
d Iy Compuker

id My Metwork Places

Details

Letters
File Folder

Date Modified: 12 June
2007, 15:49

£

This screen shows that the file Letter One is stored in the Letters folder.
Note that the extension .doc may or may not be displayed on your screen
since Windows can be optionally configured not to display the file extension.

The moving, copying and deleting of files can be achieved in the same way
that folders are moved, copied and deleted — by using the shortcut menu.

Nﬁo\\ Point and right-click on the file Letter One to reveal a shortcut menu similar to
that below:

ARY FEK MR FTY RNLLUA W 28 ELLLIES

Fle  Edt  Wew  Favortes  Took b
Qesk ~ &3 - (¥ O Seorch 7 Folders | [T

~
File and Folder Tasks & % g pen
Ecit
q Feename this file .
[l Merer this File Erive
(& Ehis File
J ;::_, o " Conwert o Adobe FOI
ev:':b T W Convert bo adobe PON and Cial
) E-mal this File "B Combires in Adohe dcrohat ...
igy Prink this filn Onen ‘With ¥
W, Didnte this il Sean with Sophoes Anbi-vins
PwrTn ¥
Sered Ty b
nther Flaces
it
__.u I Floppy (A:) o
I} Mr Documenls
£ Shearsd Doturments C""‘d:' Skt
§ myc Herame
W vy Netwiek Flaces
Fropetes
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The shortcut menu has options for Cut, Copy and Delete which work in
exactly the same way as for folders.

For example, to move a file from one folder to another, you would Cut the file,
navigate to the destination folder, and paste the file into the new location.

To copy a file you would Copy the file, navigate to the destination folder, and
paste the copy of the file into the new location.

Renaming a file

As mentioned earlier, care has to be taken when renaming a file because it is
important not to change the file extension if it is shown.

Nﬁ()\\ To rename the Letter One file, point and right-click on the file to bring up the
shortcut menu and select Rename.

& | etters

: File Edit Miew Favorites  Tools  Help ':,"

: PBack - &3 T O search [ Folders [T+

Iim Rename this fils
,_,3 Mawe this file
|j Copy this file

&8 Fublish this file to the
‘ieh

(] E-mail this file
iz Print Ehis file
¥ Delete this file

w\o‘\ Type in the new name Sales Letter.doc. (If the .doc extension is not shown
then the file can be simply renamed Sales Letter).

Your display should be similar to that below:

EEX
v

. File Edit Miew Favorites  Tools  Help

Q) Back - ) T D search [ Folders | [T+

P 3 N -~ Sales Letter,doc
File and Folder Tasks | = | Microsoft Word Docurment

ZOKE
=9 Make a new Folder

@ Publish this Folder to the
‘Weh

kd Share this folder

h°‘\°“ Close all open Windows to return to the Windows desktop.
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Finding files

The computer is capable of storing thousands of files, organised into many
different folders. Sometimes it can be difficult to remember where to look for a
file that you want to retrieve. Windows helps by providing a Search facility.

You will now explore the find facility by using it to locate the file Sales
Letter.Doc.

N;ﬁo\\Select Start, Search via the Start menu as shown below:

A screen similar to the following will appear:

Bl Lt Yen CFgeokes ook  Helo

B Search Hesulla =13
*

3 ¥ | e | rokders | -
] St Redsl » B G

LRI £ Mame Iy Faicars
Toy start your smarch, Pollow B Intrtions. in e Pt pare
‘Whiat do you want to search lor?
£ Betiaes, muse, of video
[ Dortments (word processng,

wreadihent, ehe.)
£ Al e vl Brchors
EJ Computers or people

) frformation in Hebs and Susport

Coarfed

WOl mary S0 wank k0.

4 Search e Bekerret
4] Charge preferences
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—

B Search Results |Z||E”i|
: File Edt Wiew Favoribes Tools  Help -'ﬁ.
i & Back 8 -2 |,O Search |[77 Folders [T+

i fddress |a Search Resulks| vl Go

X MName In Folder
To skart your search, Follow the instructions in the left pane,

Search Companion

What do you want to search for?
Pictures, music, or video

Documents (word processing,
spreadsheet, ke, )

il files and Folders
nputers or people

©) Informatign in Help and Support
Cenker

‘fou may also wank BN, .
ﬂ Search the Internet
@ Change preferences

Nm“We are searching for a file, so click on All files and folders in the pane on
the left. The following display will appear:

B Sparch Resulis =]l
Ele Ede few Favortes Joos  Heb &
2 +] ¥ | seardh |3 Pokiers [R-

Ak | ] Search Resubs o )

Saarch Congation X e b Frkler

< T st yens wmarich, Tolkows W Frdruckor o e el pane
Search by sy or ol of the oriteria
lardern.
A8 or part of the Hle name:.
€ ¥

N\

N 4ON We are looking for a file called Sales Letter, so type this name into the All or
part of the file name: box.
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B Search Resulis |Z||‘E”‘§
© Flle Edit ‘iew Favorites Tools Help _,?'b

L) Hack - |,.O Search || Folders | [T+

Search Companion X Mame In Folder
' 0 Tostart your search, Follow the instructions in the left pane.
Search by any or all of the criteria

below.

all or part of the file name:
| Sales Letter

& word ar phrase in the File:

Look in

F

¥hen was it modified?

Yhat size iq it?

More advanted options

Nﬁo\\Then point and click on the Search button.

The computer will search for the file and display the result, similar to below:

B Search Resulis |Z|@ |E|

© Flle Edit View Favorites Tools  Help
L) Hack - |,.O Search || Folders | [T+

Search Companion x Mame: In Folder Size  Twpe Date Modified
' 0 Blales Letter.dor ArLetters 20KE  Microsoft Ward Doc...  12/06/2007 15:59

There was one file found. Isit
what you wanted?

Yes, finished searching

‘fes, but make Future searches
Faster

Mo, refine this search and...
Change file name or keywords
Look in mare locations

Include hidden and system files

,J Start a pew search
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The search results window will list all the files found that contain Sales Letter
within the file name.

A 0N If your display does not match that shown, select the View button and choose
Details from the menu.

! B Search Resuits
© File

Edit  View sgjbes Tools Help

| Folders | (&=

Inf  Thumbnails te Twpe Date Modified
Tiles B Microsoft Word Document  12/06{2007 15:59

]

Search Companion

There was one file found. Isit
what you wanted?

Yes, finished searching 7J

E :r'esl, but make Future searches

This display gives you full information about the file found, including the folder
it is stored in, the file size, the type of file and the date and time it was last
modified.

'!e:

- Hle Edit Miew Favorikes  Tools  Help
s dlpe Search‘ “ Folders [T

Search Companion x Mame: In Folder Size Type Date Modified

IﬂI]SaIes Letter.doc AtLetbers 20KE  Micrasoft Word Doc...  12/06/2007 15:59
A
There was one file found. Isit
what you wanted?

Yes, finished searching

‘fes, buk make Future searches
i Faster i

You can then make a note of the|location of the file and use this information to
open the file using the Open File button in the appropriate software
application.

X Ao Alternatively, point and double-click on the file name in the results window and
the file will be opened using the program that is associated with that type of
file.

N\\O‘\ Now close all open windows and tackle the following tasks which provide
practise in manipulating files.
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Practice Task 43

COPYING, MOVING AND DELETING FILES
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Family (folder) and contents

1. Locate the folder named Family in your data area
2. Display the contents of the folder named Family
3. Move the following files into the folder named Female

Ann
Janet
Mary

4. Move the following files into the folder named Male

Fred
William
Thomas

5. Copy the following files into the folder named Pets

Fido
Skippy
Rudolf

6. In the Family folder, delete the file Rudolf

7. Display the contents of the following folders. Capture the screen image for
each folder and place the images into a single document, leaving a clear
linespace between each image

Family
Female
Male
Pets

8. Add your name to the document, below the four screen images

9. Save the document using the filename familyf
(continued............)
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(Task 43 continued......... )
10. Print a single copy of the document familyf
11.Close the word-processing application

12.Close all open folders

End of task
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Practice Task 44

COPYING, MOVING AND DELETING FILES
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Project (folder) and contents

1. Locate the folder named Project in your data area
2. Display the contents of the folder named Project
3. Move the following files into the folder named Finance
Budget
Funding
Application
4. Move the following files into the folder named Planning
Overview
Timetable
Implement
5. Inthe Project folder, delete the files Scrapl and Scrap?2
6. Copy the file Funding into the folder named Planning
7. Copy the file Overview into the folder named Finance
8. Display the contents of the following folders. Capture the screen image for
each folder and place the images into a single document, leaving a clear
linespace between each image
Project
Finance
Planning

9. Add your name to the document, below the three screen images

10. Save the document using the filename projectf

(continued............)
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(Task 44 continued......... )
11.Print a single copy of the document projectf
12.Close the word-processing application

13.Close all open folders

End of task
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Practice Task 45

COPYING, MOVING AND DELETING FILES
PRINTING FOLDER CONTENTS

The data files required for this exercise are: Temperature (folder) and contents

1. Locate the folder named Temperature in your data area

2. Move and copy the files as necessary to place them in the folders Hot,
Cold and Either, as below.

Weather
Cold

Ice
Snow
Moon
Water
Weather
Either

Water
Weather

3. Delete any remaining files from the Temperature folder:

4. Display the contents of the Temperature, Hot, Cold and Either folders.
Capture the screen image for each folder and place the images into a
single document, leaving a clear linespace between each image

Add your name to the document, below the four screen images
Save the document using the filename tempf
Print a single copy of the document tempf

Close the word-processing application

© © N o O

Close all open folders

End of task
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PROTECTING DATA

The most important part of any computer system is the data that has been
entered into it. Software programs can be re-installed, but if any data is lost it
may take many hours, days, weeks or even years to key it back in.

Another aspect of protecting data is keeping data private and confidential (for
example to satisfy the legal requirements of the Data Protection Act).

There are three main issues to be considered:

e Limiting access to data
e Computer viruses
e Backing up

Limiting access to data

Computers can be password protected so that only an authorised user can
access them. It is also possible to password protect specific documents and
files.

Security

File encryption options For this document

Passward bo open: |

File sharing options Faor this document:

Password to modify:

[] read-orly recommended

[ Protect Docurent. .. ]

Passwords should be chosen so that they are not easy to guess, and should
be changed regularly to minimise the risk of passwords being discovered and
used by unauthorised users.

Computer viruses

A computer virus is a computer program which has been specifically written to
cause damage to data and inconvenience to users. Antivirus utility programs

are available which can detect and remove viruses. To remain effective, they
should be updated regularly with the details of new viruses.

Backing up

Backing up your computer means making a copy of all your important data
and files and storing it somewhere away from your main computer. In the
event of computer failure or virus attack, your computer can then be restored
to its original state by retrieving the data from the back up media.
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