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Microsoft Word Exercise #1: Introduction
This exercise is designed to get you started using Microsoft Word 2002 (a.k.a. Word XP).  The lecture portion of this class will center upon starting the system, launching Word and some of the common controls we will be using throughout this term.  I’m not expecting you to know everything about them at the moment.  They will become more familiar as we progress.  You will need, however, to get a general sense of what the most essential controls do so please pay close attention.

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 Controls

· Title bar

· Menu bar

· Insertion point

· Tool bars

· 
Document window

· Ruler

· Task pane

· 
Scroll bars

· Document view button

· Status bar

· Other task panes dropdown arrow

D. The Office Assistant: Word’s Online Help Facility

1. In the title bar of the New Document task pane, click the Other Task Panes dropdown arrow.

2. Press the <ESC> key or click an empty space in the New Document task pane.  The Other Task panes menu closes.

3. On the View menu, click Task Pane.  The New Document task pane opens if it were already closed and closes if it were already open.  This control operates as a toggle which means on or off or in this case, opened or closed.

4. On the right side of the menu bar, click in the Ask a Question box.

5. Type the following: How do you use help? and press <ENTER>.

6. A menu appears with help topics that relate to the question that you just typed.

7. Click About getting help while you work.  The Word help window opens.

8. Click the topic Ask a Question box.  The Word help window displays more information about this option.

9. Click the “Close” button to close the Word help window.

10. On the Help menu, click Show Office Assistant.  An animated paper clip assistant should appear.

11. Click this figure.  A yellow help dialog appears asking you what you would like to do next.  Type a question in the box and then click the “Search” button.  Several help topics should appear.  

12. To develop a sense of how this feature can assist you, consider three questions about how to use Word.  Enter these in the Office Assistant in the same fashion as you did above.  Write these questions and three of Office Assistant’s most relevant responses in the spaces provided.  Before class ends, I will be checking to see that each of you completed this exercise.
Question #1:_____________________________________________________________


Response #1:_______________________________________________________


Response #2:_______________________________________________________


Response #3:_______________________________________________________

Question #2:_____________________________________________________________


Response #1:_______________________________________________________


Response #2:_______________________________________________________


Response #3:_______________________________________________________

Question #3:_____________________________________________________________


Response #1:_______________________________________________________


Response #2:_______________________________________________________


Response #3:_______________________________________________________

13. Right click the Office Assistant and then click the Hide option on the menu to turn off the Office Assistant.

E. System Shutdown

1. Click the Start button.

2. Choose the turn off computer option. (Doesn’t seem odd that you should have to click a start button just to shut the computer down)?

3. Click the shutdown option.  The system should now power off.

