PAGE  
2

Microsoft Word Exercise #4: Editing a Document
After completing this exercise, you will be able to edit existing documents in Word.  When you edit a document, you revise its text.  Editing requires many tasks as the need or want arises.  It typically involves correcting errors, deleting and deleting words or phrases and sometimes back again.  Editing also entails searching for certain words and replacing them with different ones in order to effectively convey information at the right time with the least amount of words and syntactic anomalies.  This is the cornerstone of writing well and it is not easy.  In fact, nothing worth while in labor or in life really is.  On the brighter side, however, technology will make it easier for you to surmount such tasks and many others besides far, far easier than they were in my day.

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. Selecting Text

Before you can edit or work with text, you must first enter it and then select it.  Selected text appears highlighted on the screen.  To select a block of text quickly, you can use the selection area.  The selection area is a blank area to the left of the document’s left margin.  When the pointer is in the selection area, it changes from an I-beam to a right-pointing arrow.  Selected text appears as white font against a black background.  To deselect text, click anywhere outside of the selected text.

Selection
A word

A line

A sentence

An entire document


Action
Double click the word.

Click the selection area to the left of the line.

Click anywhere in the sentence while holding down the <CTRL> key.  The first character in the sentence through the space following the ending punctuation mark are selected.

Type <CTRL> - <A>.




As you edit a document, Word keeps track of the changes you make so that you can easily remove a change and restore your original text.  This is useful when you make a mistake.  To undo the least action that you performed, click the Undo button on the standard toolbar.  If you undo an action, you can restore or redo the action by clicking the Redo button on the standard toolbar.  We will also look at two additional editing tasks, cutting and pasting.

D. Editing a Document

1. Begin by typing in the draft of your resume in a new document.  Include both the header and the education subheading as in the previous lesson.

2. Double click the “Education” subheading and then press the <ENTER> key do delete the heading and create a new paragraph.

3. Press the <END> key to move the cursor to the end of the line and press <SPACE>.

4. Type “High school education is great.”  The text appears at the end of the line.

5. Type <↓> four times press and hold the <CTRL> key and then click anywhere in the sentence to select it.

6. Press <DELETE> to delete the sentence.

7. On the standard toolbar, click the Undo button to restore the deleted text.

8. On the standard toolbar, click the Redo button to redo the action.  Click the undo button once more.  The sentence should still be selected.

9. Click on the Edit menu and select the Cut command.  The sentence now disappears.

10. Press the <ENTER> key four times to insert four blank lines.

11. Click on the Edit menu once again and select the Paste command.  If a Paste Options dialog appears, just ignore it for now.  The text that you just cut now reappears at the cursor without your having to retype it!

12. Now save your document by clicking on the File menu and then the Save As command.

13. In the file name field, type TestDoc and click the Save button.  As a common practice, I recommend saving your work at least every 10 minutes.  This way, your loss will be minimal in the unlikely event that the system should fail.

14. Click on the Close button on the top right corner to exit from Word.

15. Launch Word again.

16. On the File menu, click the open command.  You may elect to click on the Open button on the standard toolbar instead.  Click on the TestDoc document and it should open automatically.

17. When you have reached this point, ask your teacher to check your work for a grade!
18. Power the system down.
