Word for Beginners III
I. Rules to Use Word By

1. selection before action: selected text looks like this
regular text looks like this

2. there are many ways to do almost any function in Word. Choose the one you like and stick with it
a) selecting from a menu  File > Cut

b) using the control keys CTRL+X

c) using the toolbar buttons [image: image1.jpg]



3. use the Undo and Help (F1) features when you are not sure what you did wrong. Here is an example of what you can find in help files.

[image: image2.jpg]Click and Type pointer shapes
As you move the I-beam pointer into a specific formatting “zone, the Click and Type pointer shape indicates
which formatting will be applied when you double-click-a eft-aligned, centered, or right-aligned tab stop: a
leftindent; or left o right text wrapping

Ifyou don't see the Click and Type pointer shape, make sure Click and Type is turned on: On the Word men,
click Preferences, click Edit, select the Enable click and type check box, and then click OK. In the document,
point to a blank area, and then click to enable the Click and Type pointer.
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4. Keep track of your cursor AND your pointer.

II. Things we have learned to do


1. cut, copy and paste
2. bold italics underline and combinations

3. different font faces and sizes and styles
III. Things we are learning to do
indenting a line

· making a 

· bulleted list

· with fancy bullets

I. making a numbered list

II. with roman numerals
don't forget drop-in time Tuesdays and Thursdays 3-5:30


