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Microsoft Word Exercise #3: Working with an Existing Document
After completing this exercise, you will be able to retrieve and work with an existing document.  This means that if you saved a document to the hard drive, you can make changes without having to type everything in again from scratch thus saving lots of time.

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 Keyboard Shortcuts

Let’s begin this lesson by looking at some common keyboard shortcuts.  These can be very handy for navigating within a Word document.  I’ve listed some which many of you are familiar with as well as some others:

Pressing this key

→
←
↓
↑
<CTRL> - →
<CTRL> - ←
<HOME> 
<END>
<CTRL> - <HOME>
<CTRL> - <END>

<CTRL> - <DELETE>

<Page Up>

<Page Down>
Moves the cursor

right one character at a time

left one character at a time

down one line at a time

up one line at a time

right one word at a time

left one word at a time

moves to the beginning of the current line

moves to the end of the current line

moves to the start of the document

moves to the end of the document
deletes a word to the right of the cursor
moves up one screen

moves down one screen



D. Common Interface Controls

· Horizontal scroll bar

· Vertical scroll bar

· Select browse object

· Browse by page

· Close window

· Window menu

E. Working with an Existing Document

Once you save a document to a file, you can open that document again.  In order to be able to retrieve a document, it must already have been saved to the hard drive.  This will not happen at least in the foreseeable future since I do not have administrator rights and thus cannot guarantee the security of any files you store on the network.  We will, therefore, need to perform some manual typing at the beginning of each exercise from now on.  I will be spot checking your work before the end of class so please pay attention and work efficiently.
1. Bring up a new document if there isn’t one already.

2. In a blank document, type the word “EDUCATION:” in capitals followed by a colon.

3. Press the <HOME> key.

4. Type the words “HIGH SCHOOL” followed by a space.

5. Press <CTRL> - <END> to move to the end of the document.

6. Press <ENTER> twice.

7. Press the <TAB> key.

8. Type the name of the high school where you expect to graduate followed by a colon.  Then type the month and year of your expected graduation date.

9. Type <CTRL> - <HOME> to move the cursor to the beginning of the document.

10. Type the header as you’ve previously written it on the draft copy of your resume.  Type <ENTER> twice after the last header line.

11. Type <CTRL> - <END> to position the cursor at the end of the document.

12. On the Insert menu, select the Break command.

13. Make sure that the radio button beside the “Page break” option is selected and click <OK>.  A new page appears.

14. The cursor is now on the second page.  Drag the vertical scroll bar on the right side of the screen up to the first page.  Page one is now displayed.

15. Click the Select Browse Object button.  It’s the little ball located beneath the vertical scroll bar on the right side of the screen.  A palette of objects appears.

16. Move your mouse pointer over each object and note the description of each which appears in caption below.  Write down three object captions in the space below:

____________________
______________________
__________________

17. Click the Browse by Page icon on the palette.

18. Click on the Previous page button located immediately above the Select Browse object button.  It looks like two sets of up triangles.  The screen advanced to the previous page without your having to scroll up or use any keyboard shortcut.

19. Click on the Next page button located immediately below the Select Browse object button.  It looks like two sets of down triangles.  Notice that the screen advanced downward one page.

20. Click the New blank document button in the toolbar.  A new document appears and it becomes the top window.  The task bar at the bottom of the screen shows two program buttons named “Document1” and “Document2” which stand for the names of the open documents.  The button pressed indicates the name of the active document.

21. Click the button titled “Document2” if it isn’t already.

22. Type the word “College” on this document.

23. Click the button titled “Document1”.  The original document now appears on top of the new document.  You can also switch between documents using the Window menu as well.  You may wish to try this briefly.

24. On the Windows menu, click the Arrange All command.  All of the document windows which you have open are resized and stacked.

25. When you have reached this point, ask your teacher to check your work for a grade!
26. Click the Close button on each document you have open.  It looks like an “X” and is located in the far upper right corner of the screen.  If the computer prompts you to save, click the No button each time.
