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Microsoft Word Exercise #2: Creating Documents
This exercise is designed to familiarize you with creating new documents in Microsoft Word 2002.  Before we begin, it is necessary to review two essential tasks which you will be performing whenever you interact with computers.
A. System Startup

1. Turn on the power to both the monitor and CPU.  The system will now begin to boot.

2. When the Windows 2000 startup dialog appears, press <CTRL>, <ALT> <DELETE> simultaneously and the login screen will appear.

3. Click the “Enter” button to log into the system.

4. Click the “Start” button on the bottom left corner of the screen.

B. Starting Word

1. Click the “Programs” folder.

2. Select the “Microsoft Word” icon and Word will now launch.  A new document appears.
C. Common Interface Commands
Creating Word documents is as simple as typing text.  However, as in our last lesson, there are some terms you need to know.  Many of you have seen them before and they are used throughout virtually every computer program.  Therefore, the lecture portion of this exercise will be mainly devoted to them so please pay close attention!
· Save: to save a new document in Word, you click the Save button on the standard toolbar.  If you wish to save what you’ve typed you must store your Word document to a file on the hard drive.  Once this is done, you will be able to retrieve the file for later use and continue working on it even after the computer has been turned off.  I strongly recommend saving your documents every ten minutes.
· Save As: the first time you save a particular document in Word, you use the Save As dialog to enter a file name and indicate where you want to save the file.  After you save the document once using this command, you can save any changes you make subsequently by clicking on the Save button or by typing <CTRL> - <S>.

· Create New Folder: to keep your documents organized and easily accessible, you can store them in folders that you create.  Folders are typically arranged hierarchically meaning that you can store folders inside of other folders with parent-child relationships.  We’ll cover this more in detail later.  For now, just keep in mind that you would typically store documents on a given subject in a single folder.  To create a folder, you would click on the Create New Folder button in the Save As dialog.
D. Creating a Document
In this exercise, we will create a document using the resumes which you started building before the holiday.  Before the end of class, I will be spot checking what you’ve entered so please work effectively and do your best.
1. On the standard toolbar, click the New Blank Document button.  A new document opens.

2. With the insertion point at the top of the new document, begin typing your resume.  Please don’t worry about formatting (e.g. centering, underlining, etc.) just yet.  Type it in as straight text.  Begin typing the heading.  As you type, the text appears.  Please note that when the cursor reaches the right margin, it begins a new line automatically.  This feature is known as word wrap.
3. After you type your heading, press <ENTER> twice to begin a new blank line.

4. Using all capitals, type the education subheading.

5. Press <ENTER> two more times and then proceed to enter the high school where you expect to graduate from in the manner which we previously discussed.

TIP: wavy read and green lines appear periodically under a word or phrase.  Word is flagging text that it does not recognize as possible spelling and grammar errors.  If a wavy blue line appears, Word is telling you that it detected an inconsistency in formatting.  More on these later.

6. On the standard toolbar, click the Save button.  The Save As dialog now appears.
TIP: although this tip won’t come into play just now, you can click the Up One Level button to move up a level in a hierarchy of folders.

7. Click the Create New Folder button.  The New Folder dialog box appears.  The folder which you are creating is actually a subfolder within the hard drive.

8. Type NewFolder and then click OK.  The folder NewFolder now becomes the current folder where all of your documents will be stored for this session.

9. Click inside the File name field.  A field is another name for a text box.

10. In the File name field, type Resume and then click the save button.

TIP: Word uses the first few characters (or words) in the document to suggest a file name.  You can accept this or type a new one.  Depending upon your Windows installation, file names might appear with an extension, which is a period followed by a three-letter program identifier.  For Word, the extension is .doc.

11. When you have gotten to this point, please ask your teacher spot check what you’ve done thus far for a grade for today.

12. Shut the system down.
