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Computer Classes

Check online calendar for
Monthly Classes

We offer computer courses for adults. which include basic computer skills. Our goal
is to teach you what you need to know, using patient, experienced and friendly
instructors. Classes are small in size with individual attention.

eBasic Computer Skills,
Required for all other computer classes, Learn how
to use the mouse, opening and closing programs,
selecting items and text.

eInternet Basics Learn how to use the Internet, click links, navigate sites and print
useful information ,

«Email Basics Learn about email, create your own email address and get some
valuable practice.

« Overview of common office software such as Excel, PowerPoint, Microsoft word




Computer Guides

O

Basic Computer Quick Reference Guides:

Computer Basics
Microsoft Internet Explorer 7
Microsoft Windows Vista

Microsoft Windows XP
Adobe Acrobat 8
P SiEere Microsoft word 2003
e e LAsoN Microsott office 2007

Microsoft Publisher 2007
Microsoft Excel 2007
Microsoft Power Point 2007




Microsoft Word 2007

Microsoft Word is a word
processing program you
can use to write letters,
resumes, reports, and

more. Anything you can
create with a typewriter,
you can create with Word.
You can make your

documents more
appealing and easier to
read by applying
formatting to text.

To Start Double—click the
Microsoft Word icon to
open the program. If you
have used Word 2002 or
2003, you will notice
differences in the layout of
the screen. Microsoft has

replaced the menu bar
and toolbars with the
Ribbon. The Title Bar is
centered.




Word 2007 Beginning

Quick Access Toolbar
The Quick Access Toolbar is just to the right of the Microsoft Office Button.

When the cursor is over a button, the name of the button is displayed. [ 7 Qpen
The options available when Microsoft Office 2007 is first installed include Save, -
Undo, and Redo. 'iﬁ Conyert

Customizing the Quick Access Toolbar

To add an item, click on the Customize Quick Access Toolbar drop down arrow at the
end of the Quick Access Toolbar and click on the desired item.

Options with a check mark in front of them are displayed on the Quick Access

=

H
Toolbar. LE’;D prit b

2|

£

To remove a button, click on the Customize Quick Access Toolbar drop down arrow
at the end of the Quick Access Toolbar and click on the desired item. (This removes
the checkmark from in front of the item.)

To add a command button from the Ribbon, right click on the desired command

button and choose Add to Quick Access Toolbar. L/ Publish >
To remove a command button that has been added to the Quick Access Toolbar, right .
click on the button on the Quick Access Toolbar and choose Remove from Quick B Close

Access Toolbar.

Changing the order of the Buttons on the Quick Access Toolbar




Microsoft
Office Button

The Microsoft Office Button is in the top left (L Qe
corner of the window and provides access to rﬁ-ﬁ
open, save, and print documents.

Click on the Microsoft Office Button and then H cavens
click on the desired option.

Menu options with an arrow have additional @3 Brint ¥
choices available in the area to the right. 2] peowe »

|7 Publish »
L Pu

The Word Options button at the bottom of the window allows the user to make

adjustments to Word such as color scheme, page display options, AutoCorrect options,

‘l‘l
- | Close
spelling, and grammar.




Customize Quick
Access Toolbar

Click on the Customize Quick Access Toolbar drop down arrow at the end of
the Quick Access Toolbar and choose More Commands....

In the column on the right below Customize Quick Access Toolbar, click on the
item to be moved.

To move the item up, click on the up arrow at the right.

To move the item down, click on the down arrow at the right.

Click on OK.

Position of the Quick Access Toolbar

The Quick Access Toolbar is usually located to the right of the Microsoft Office
Button. To place the Quick Access Toolbar below the Ribbon, click on the
Customize Quick Access Toolbar drop down arrow and choose Show Below the
Ribbon. To place the Quick Access Toolbar back next to the Microsoft Office
Button, click on the Customize Quick Access Toolbar drop down arrow and
choose Show Above the Ribbon.




The Ribbon

Insert

Page Layout

References

Mailings Review
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Editing
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The Ribbon runs across the top of the window.

The Ribbon consists of 3 types of items.

« Tabs — This is the main level and includes Home, Insert, Page Layout, etc.

» Groups — Each tab has several groups that show related items together.

« Commands — A command is a button in a group or an item in a list.

Some tabs are only available when a particular item is selected. For example, the
Picture Tools tab is only shown when a picture is clicked on.




* Using the Ribbon

")
Click on the desired tab. —j B
Paste
The commands under each tab are grouped. The name of the group is at T J
the bottom. Clipboard '

Some groups have a Dialog Box Launcher button which opens the dialog
box with more commands.

* Minimizing/Restoring the Ribbon
To minimize the Ribbon, click on the Customize Quick Access Toolbar drop down
arrow and choose Minimize the Ribbon (a checkmark is now displayed in front of

Minimize the Ribbon)

OR double click on the currently selected tab on the Ribbon.

To display the Ribbon, click on the Customize Quick Access Toolbar drop down
arrow and choose Minimize the Ribbon (the checkmark in front of Minimize the
Ribbon is removed.)

OR double click on the currently selected tab on the Ribbon.




Help

Click on the Microsoft Office Word Help button in the top right corner.
Type the desired word in the search box and then press the Enter key.
Choose the desired topic from the ones displayed.

To research another topic, enter the desired word in the search box and
then press the Enter key.

Note — An active Internet connection will find more results.

Browse YWord Help

What's new Ackivaking Word




Opening a Document

Click on the Microsoft Office Button

and then click on Open_ BE| Extra Large Icons

| Largelcons

= Medium Icons

(Optional) Click on the Views button and choose

Large Icons, Small Icons, List, Details, Properties, = ¢ i Smalllcons
Preview, or Thumbnails. 53 List

22 Details

== Tiles

Choose the name of the file to work with and click
on the Open button.




Challengel!
_________________________________________________________________________________ O

Use the Cover Letter or any other Word

document you choose to complete this & Docu
challenge.

j New Recent Documents

1 Teaching computer skills to seniors =

Open an existing Word document T open 2 lesorfemplte -
— 3 LessonTemplate

H S 4 Social Metworking =

Select a Sentence. 5 2010 Flie T'erearlli.ne . =

= 6 2010MovFridays Wii, Movie =

H e Y 7 2010 Nov Flier bed time =

8 2010 Flie Mov art =

Copy and paSte the Sentence from One @ R ' 9 2010 nov computer classes Greenwich =

|Ocat|on N the document to another_ ﬁ, . SMART Board Installation Cost Estimates =1

b repare b Mov Adult computer class =

Select another sentence. 2510 now compater e =

_£ Send 4 2010 nov computer classes Logan =

. . . Yahoo email for delious =

Drag and drop It tO another |Ocat|0n In EE Publish  F SMART Board Installation Cost Estimates {=

the document. . Karenstat.Octzﬂlﬂ =

_I Close carol stat june 2010 =

Select the entire document.
Change the font style, size, and color.




Insert Page Layout References Mailings Review View Add-Ins
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Styles and themes are powerful

tools in Word that can help you AaBb( | assbcenc | AaBbCcDX
create professional looking Tkely | WNomal §TNoSpad..
documents _eaS|Iy. a font style, aaBbce AAB 4eBbee
color, and size of text that can be Heading 2 i cubtit

. . gagain e Logitee
applied to selected text. Atheme is ’
a set of formatting choices that can AgBbCcDr  AaBbccD:  AaBbCcDe
be a_pphed to an entire document Emphasis  IntenseE..  Strong
and includes theme colors, fonts,
and effects. AaBbCcDy  AABBCCDL AABBCCDL

Intense O... Subtle Ref... Intense F..




[
Challenge!
Il AaBbCel A;;] Ij AaBbCc. AoBbCcly : % ;H :::.;c
Heading 3 Tite Subtitle  Subtle Em.. - EhTﬂn_f : Select -
Use any Word document you , *""Et s
choose to complete this challenge et Shyies =
Clear A1 o
. Harmal T
Apply a style to one section of o Spocng ¥
Headng 1 fa
your document. Headng 2 "
Headng 3 fa
| Title L]
H Subtitle fa
Apply a style set to your entire e .
document e 2
Intense Emphasis a
Strong a
. . . Quote 1a
Modify an existing style. inense Quote s
ipany has shown growth in many arenas. § | Subtle Reference a
1sed since 4% quarterin the Sales Departm | [neense Reference a
JP of sales was filled, a new sales chief |
Apply a theme clients, including one national chain. Zd;;:m :
r. Statistics indicate that sales in most mar )
ding those statistics and responding to the Caption Ll
[ show Preview
[[] pisable Linked Styles
1 forits rolein developing local awarenes:
Fight the Drought awareness campaign. @ Options...
creative team at AdWorks.




Word 2007

=T || nsBocen | AzBbceD: AaBbC: ‘%ﬁg it

(I 7nomal | 7N Spaci..  Heading1 |[=| Change |Editing
l” T ” Styles =

3 Full Screen Reading

e

Full Screen Reading is a view which
makes it easy to read the document on
the screen.

Views

On the Ribbon, click on the View tab.
On the Ribbon, click on the View tab.

In the Document Views group, click on ,
the desired view. Click on the Full Screen Reading view.

Click on the View Options button at
the top right of the screen for more
options.

To leave Full Screen Reading view, click
on the Close button at the top right.




Word 2007

On the Ribbon, click on the View tab. The feature Hide White Space removes
' the top and bottom margins from view.

In the Zoom group, click on the Zoom
button. Place the cursor in the space between two
' pages and double click. (The White Space

In the Zoom to section, choose the is hidden.)

desired zoom.
: Place the cursor in the space between two
Click on OK. pages and double click again. (The White
' Space is shown.)

OR Use the Zoom toolbar on the Status
Bar at the bottom right corner of the
window




To reverse the last change made, click on the
Undo button on the Quick Access Toolbar.

To change things back, click on the Redo
button on the Quick Access Toolbar.

To see the undo history, click on the down
arrow next to the button.

To perform multiple undo’s, click on the
Undo down arrow and click on the desired
item in the list. The

action clicked on and all others above it in the
list will be undone."

Word 2010

On the Ribbon, click on the Page Layout tab.

In the Page Setup group, click on the
Orientation button and choose Portrait or
Landscape.

—

B |E

Crientation| Size Oy

- -

___| Partrait

= Landscape
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Times New |~ 12 ~ A" o7 Ay =

B ! Word 2007

g = : f
@ Clipboard =
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Select the text that has the desired

The Mini toolbar is a semi-transparent .
formatting.

toolbar which appears when text is selected.

B e ot o e et il On the Ribbon click on the Home tab.

In the Clipboard group, click on Format

Use the buttons on the Mini toolbar to make )
Painter.

the desired changes to the text.

T Rt (e olore s GPem el il Notice - The cursor changes to a paintbrush.

click on the highlighted text to
Click and drag over the text to be formatted.

bring up the Mini toolbar.
Note - The Format Painter then turns itself

off.




. Page Setup 1|E|

* Marglns Margins | Paper | Layout
Margins

On the Ribbon, click on the I:t 1 x zt;t ;28" :
Lert: e Right: E

Page La‘yOUt tab' Gutker: " £ Gutter position: Left -
COrrigntation

In the Page Setup group,

click on the Margins button Pt Lazpe

and choose an option from pages '

the ||St Multiple pages: Marmal w

OR click on Custom Frevien

Margins... at the bottom. | f——

Click on the Margins tab. = ||=
Apply bo: | This section -

Enter the numbers for Top, i

Bottom, Left, and Right o] [ cone

margins.

In the Apply to box, choose *Selected Text (Custom Margins only)

th? whole document or this If text was selected when the margins were changed, there will be an option to apply
point forward. the margins to the selected text only.
Click on OK. Note - Changing the margins for a block of text moves the text to a new page.




Word 2007

Formatting Text Exact Font Size
Highlight the text to be changed. The exact font size desired can be typed in
’ the Font Size box.

On the Ribbon, click on the Home tab.
Click in the Font Size box.

In the Font group, change the font and ,
font size as desired. Type in the desired size (i.e. 11.5), and press
' the Enter key.

Click on the Grow Font or Shrink Font
buttons to quickly adjust the font size.

Note - By clicking on the Font down A" bl
arrow or the Font Size down arrow and ’ -A-
resting the cursor over the desired choice,

the highlighted text changes to preview

the effect of the choice.




Word 2007

Alignment

Changing the Default Font

|
Highlight the text to be formatted.

On the Ribbon, click on the Home tab.

In the Font group, click on the Dialog Box Launcher button

. . at the bottom right corner.
On the Ribbon, click on the Home tab. 2

Choose the desired font and font size.

In the Paragraph group, click on the

. . Click on the Default button at the bottom left.
appropriate alignment button on the toolbar.

Click yes

Left — Text aligns to the left with an uneven

edge on the right. Changing Case 1'!‘5.3. -

Center — Text aligns to the center. Highlight the text to be formatted.

On the Ribbon, click on the Home tab.
Right — Text aligns to the right with an

uneven edge on the left. In the Font group, click on the Change Case button.

Choose the case. (Sentence case, lowercase,
UPPERCASE, Capitalize Each Word, tOGGLE cASE)

Justify — Text aligns with even edges on left
and right by spacing words across the page.




Click in the paragraph to be
formatted or highlight the
paragraphs if formatting more
than one.

On the Ribbon, click on the Home
tab.

In the Paragraph group, click on
the Line Spacing button and
choose the desired spacing.

Word 2007

~~~~~~~~~~

Creating a Bulleted List
Click in the line of text to be bulleted.
On the Ribbon, click on the Home tab.

In the Paragraph group, click on the Bullets
button.

Turning Off Bullets
Click in the line of text that is bulleted.
On the Ribbon, click on the Home tab.

In the Paragraph group, click on the Bullets
button




Challenge!

Use any Word template you choose
to complete this challenge.

Change the line spacing of a list. - e As~|
Change the line spacing of a
paragraph of text. -

Change the paragraph spacing
between body text and a heading

Defaul,.. -Cance\




Spelling Check

Right Click Correct

On the Ribbon, click on the Review tab. Speliihg &
Grammar

In the Proofing group, click on Spelling & Grammar.
Right click on the word The word in question will be shown in red in the context of the sentence.

in question. Choose one of the following:

(The word is marked Ignore Once - Don’t replaced the word.

with red underscore.) Ignore All - Don’t replace the word and don’t stop if the same problem is
encountered again.

Add to Dictionary- Add the word to the dictionary. This is dangerous because it changes
the Spelling Dictionary.
Select from the words at

the top of the box OR Change - Change the word in red to the selected

word in the Suggestions box.

Change All - Change all occurrences of the word in the document to the selected word in
Click on Spelling and use the Suggestions box.

the Spell Checker as AutoCorrect - Sets the computer to automatically help with spelling. Note- automatic
noted below spelling must be turned on in Options.

Click on the Close button.

Note — If no words are recognized as being misspelled and no grammar errors are
encountered, the window does not open.




Word 2007

Grammar Check Spelling and Grammar Options

When the computer encounters a grammar question,

the word(s) in question are shown in green. Start a spelling and grammar check.

Choose one of the following: Note — If no errors are misspell a word so the

Spelling window comes up.

Ignore Once - Don’t replaced it.
Click on the Options button at the bottom.

Ignore Rule - Don’t replace it and don’t stop if

encountered again. In the When correcting spelling and grammar in

Word section, make the desired choices.

Next Sentence - Used to move to the next problem
after making corrections to the sentence in the
window.

Click on OK.

‘When correcting spelling and grammar in Word

Check spelling as you type
Use contextual spelling
Mark grammar errors as you type

Change - Change the word in red to the selected word
in the Suggestions box.

Check grammar with spelling
Show readability statistics

Writing Style: | Grammar Only v
Recheck Document

Exceptions for: ] disclosure.doc v

Explain - Offers an explanation of the grammar in
question.

D Hide spelling errors in this document anly
D Hide grammar errors in this document only

o] (oo ]

Click on the Close button.




Challenge!

" Open an existing Word document. @ """"""""""""""""""""""""""""""""""""""""""""""""""

Type the following sentences at the beginning of the

document: .-’i'.!g;“*
fy Home Insert =
| really enjoy learning an computers and about 64 Research [~
new skKillz. % Thesaurus 5
Spelling & e
Grammar |23 Translate 23]
This is the first classs | have takenn. Proofing

Correct the spelling errors in the sentences.

Correct the grammar mistake that appears in one of
the sentences.

Use the Spelling and Grammar command to check
the remainder of the document.




Word 2007

INC AUAUV 111 ™ - oS ) ) N >
Displaying Readability Statistics The Readability Statistics will be displayed when
: the spelling and grammar checking have

) finished.
Start a spelling and grammar check.

Counts - the number of words, characters,

Click on the Options button at the paragraphs, and sentences in the document.

bottom.
Averages - the average number of Sentences per

Paragraph, Words per Sentence, and Characters

In the When correcting spelling and per Word.
grammar in Word section, click in front |
of Show readability statistics. Readability - the percentage of Passive

Sentences, the Flesch Reading Ease score, and
the Flesch-Kincaid Grade Level of the document.

Click on OK.
Click on OK.




Word 2007

Word Count AutoCorrect

. . Click on the Microsoft Office Button.
The number of words in a document is

displayed on the Status Bar at the
bottom of the screen.

Click on the Word Options button at the bottom.

Click on Proofing.

To count the number of words in a
selection, highlight the selection and
the first number is the count. (i.e.
250/3500 indicates the section has 250
words out of a total of 3500 words in
the document.)

Click on the AutoCorrect Option button.
Choose from the checkboxes:
Correct TWo INitial CApitals

Capitalize first letter of sentences

If the Word Count is not displayed,
right click on the Status Bar and select
Word Count.

Capitalize names of days

Correct accidental usage of cAPS 10CK key




+ Right Click Thesaurus

TheS aurus »  Right click on the desired word.

+  Place the cursor over Synonyms and then click on the desired word.
+ Thesaurus

Search for: «  Right click in the word to look up.

cursar

+  Place the cursor over Synonyms and then click on Thesaurus at the
Thesaurus: English (U.5.) bottom of the list.

@Eack|* @|" i

= pointer (n.)

Click on the desired meaning if the list of words is not showing.

+  Right click on the desired word and choose Insert.

pointer

» Looking Up a Different Word
arrow

marker Click on a word showing in the window of the Search for box.

indicator

Type in the desired word and click on the green arrow




Word 2007

N4l N KeDIlaaoce
et D’ Sttt e -N\ [ CL e R

On the Ribbon, click on the Home tab.

On the Ribbon, click on the Home tab. In the Editing group, click on Replace.

In the Find what box, enter the word or phrase to be found.

In the Editing group, click on Find.

) In the Replace with box, enter the word or phrase to replace it
In the Find what box, enter the word or with.
phrase to be found.
Click on the Find Next button to find the word(s) in the text.

Click on the Find Next button. Click on the Replace button to replace the word in the text.

ﬁ Flnd v Find and Replace
‘ Find Replace | GoTo
a. | Find what: bukton| v:
\Oac Re p ' a ce Options: Search Down
W Select -
I [&Ead\ng Highlight '] [ Findin + ] I Find Mext ] [ Cancel ]




Templates

Templates provide the basic format of a document.

Click on the Microsoft Office Button and then click on New.

Wew Document 2%

Tumplates 2 (¢ + | Equity Resume

The Templates section displays templates available on the st | Istalled Templates X
My templates. —

computer. 2 iz

Choose the category of template desired. T CT T
Brachures
Catendars = i = —

Click on the desired template. - : .
. :‘:; t;lll‘)‘ Merge Letter Equity Report .El]\ulh‘ Rewme Medun Fax
Click on the Create button.
fl". certifscates - E—
. o . . Irwenkories -

The Microsoft Office Online section connects to templates o

available online from Microsoft. o
Lettens
Lists —

Choose a category and click on the desired template. .
-
. Fannen @ Median Resume Oriel Fas Ozl Letter Oriel Mergs Fax o Creste new: (&) Documant O Temglate
Click on the Download button. . n

The template opens in Word.

Note — The document should be saved to the computer.




Challenge!

Create a new document using a

template. .

Choose a template 3'"73?? e SET—mma
- |== (g0 d

Enter text into the template. - =

Modify the user name and initials for
your version of Word if you are using
a home computer.

Note: If you are using a public
computer such as one at a library,

you do not need to change these
settings. ___|




Pictures

Inserting a Picture from Clip Art

0000
. . . ‘5 o4 %\/“ Q ‘\ 0‘
Click in the document where the picture should be placed. e -
On the Ribbon, click on the Insert tab. O&D ﬂo

In the Illustrations group, click on Clip Art.
In the Clip Art pane, type a word in the Search text: box and click on the Go button.

If a message appears asking if pictures should be included from the Microsoft site, click on the
Yes button.

Note — An active Internet connection is required to see clipart from the Microsoft site.
Scroll through the collection and find the desired picture.

Click on the desired picture.




Challenge!
g Documentd - Microsoft Word _ = »
[~ : Home Insert Page Layout References Mailings Review View (7]
|] Cover Page ~ lj El=] L_CP Shapes = %Hyperlink =| Header ~ \Z| Quick Parts - [ signature Line = | T Equation ~
i
|_] Blank Page RaE] %Smart&rt A& Bookmark =| Footer = ‘iﬂ‘.I".ﬁ::uru:j;t'a.rl:v ,%Date&Time £2 symbol ~
B Tabl Pict Cli Text —
P,Zj Page Break av : e A:.g iih Chart ['# Cross-reference || *] Page Number ~ B:}{v 2= Drop Cap bgdl Object -
Pages Tables Illustrations Links Header & Footer Text Symbols
A B & s
Use the any Word document you e
= Date & Time £2 Symbol -
choose to complete this challenge. __ .
OO I <« Users » juinslow » Pictures » ~[ 43 ][ search o S ]
Wy Orgonize ~ 58 Views = [§ New Folder Clip Art - x
T T . ama‘ ate taken ags IZ€ ating Search for:
Insert a picture into a document. T =
e R E om 8 e .
Ml Desktop  Picasa__!|6a00d8lc.. babybear  bear map_USA e ——
. . More » ) All media file types
Crop the image proportionally. v &
m Wy Picturel Sample shopazilla ush
[ Favorites Pictures
W Links H
- . B Music
Apply a picture style to the image. B
) Colla
H W Saved s ™
Compress the picture. .
(2] Organize dips...
%2y Clip art on Office Online
: @ Tips for finding dips




Word 2007

Positioning Pictures in Word
Double click on the picture.

The Format tab of Picture Tools comes up on
the Ribbon.

In the Arrange group, click on the Text
Wrapping button and choose Square or
Tight.

Square causes the text to line up on a straight
edge on the side of the picture.

Tight causes the text to wrap closely to the
picture, following the shape for the picture.

Click on the picture and drag it to the desired
position.

3% send to Back -

_*'J\ 4 Bring to Front ~ &=~

Position _ _ .
- ETE?‘J Wrapping = Sh™

Arrange

Rotating the Picture

Double click on the picture.

The Format tab of Picture Tools comes up on
the Ribbon..

In the Arrange group, click on the Rotate
button and choose the desired rotation.

OR click on the green dot above the picture
and drag the picture to the desired angle.




Saving a Document

Click on the Microsoft Office Button and then a name for the folder.
click on Save As.

Check the name of the document and make
By default, Word saves documents to the My changes as needed.
Documents folder as a .docx file.

Click on the Save button.
In the schools, the default location may have

. Save As ]
been changed to the H: drive. = woiom S & > #
If it is not saving it in My Documents, click r;“ S
on the My Documents button (left side of the bt
Save window) or navigate to the desired @
location. o

i
Note — To create a new folder to place the
document in, click on the Create new folder m.; H e —
button and type in e[ p————




Challenge!

Use the Letter or any other Word ’
document you choose to complete o Docu
this challenge.

Mew Save a copy of the document
. . w7y Word Document
Open an existing Word document. open Save the document in the defaul il

Save the document with the file name.

[IE,'J Word Template

Save / Save the document as a template that can
- be used to format future documents.

@_. Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

Save the same document as a PDF file.

Save As |k

rint » »  Find add-ins for other file formats

Learn about add-ins to save to other
formats such as PDF or XPS.

T

Close the document.

Prepare » =] Other Formats

Open the Save As dialog box to select from
all possible file types.

Open another existing Word document.

e NSEEZIT U D@

Save the document so that it is o
Publish  »
compatible with Word 2003. 3 close

| 23 Word Options | | X Exit Word |

Close the document.




Prinker

&2 Wipp:i163.6.5. 10\ETC_HP4200_SKILLS
Idle
HP LaserJet 4200 PCL &

ipp:/i163.6.5. 10/ipp/ETC_HP4200_SKILLS

Marne:
Skatus:
Type:
Where:
Comment:

Page range

& al

(:) Current page
(:) Pages:

Type page numbers andjor page
ranges separated by commas counting
from the skart of the document or the
section. For example, kvpe 1, 3, 5-12
or plsl, pls2, pls3—pas3

Copies

Mumber of copies:

Print what: |Dacurment + | Zoom
Print: &l pages in range |  Pages per shest:
Scale ko paper sige:
Options. ..

1

.
Find Prinker. ..

[T Print ta file
[T Manual duplex

-
w
Collate
1 page w
Mo Scaling w

oK ] l Cancel

Printing Options

Other options are available for printing by clicking on the Microsoft Office Button,
choosing Print and then clicking on one of the available options.

Print — Click in the Print button to open the Print dialog box as noted above.
Quick Print — Sends the document directly to the printer last used.

Print Preview — Displays how the document will appear before printing it.




Challenge!

Doc

Use the Cover Letter or any other
Word document you choose to
complete this challenge.

Preview and print the document

Print
Select a printer, number of copies, and

7 Dpen other printing options before printing.

@
N
W’
@ Quick Print
H I Save Send the document directly to the default
- printer without making changes.
N
e
|

Open an existing document.

Print Preview
Preview and make changes to pages before
printing,.

Save As b L

View the document in Print Preview.
Close the Print Preview format |
without printing. g

7 Publish »
= =

Print two copies of the document.

Jﬁ Close

|1_3 Waord Options | |X Exit Word




Converting from Older Versions

» Microsoft Office 2007 can open documents created in all previous versions of
Word. Previous versions will be opened in compatibility mode. (The name of the

document in the title bar is followed by [Compatibility Mode] to indicate is an older
document.)

« Converting Older Word Documents mig Conyert

Click on the Microsoft Office Button and then
click on Convert.

=,

rMil:rusuft Office Word

This action will convert the document to the newest file format. The layout of the document may change.

Click on OK.

Converting allows you to use all the new features of Word and reduces the size of your file, This
document will be replaced by the converted version,

[ ] Do not ask me again about converting documents:

o) [




Thank You!
We hope this Class was helpful

Please fill out a survey to help us improve

our
& computer classes
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