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Click “Format” Click “Paragraph” Thiswindow is particularly useful in setting single or double
spacing for text. Click “Format” Click “Font” Thiswindow is useful for choosing afont, style and
size of type. You can also add color and specia effects. Y ou can make your choicesfirst and then type,
or you can type first. Then go back, highlight what text you want to change, and make your changes.
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Click “File’” Click “Page Setup” On the Marginstab, you set the margins. The second tab is

Paper Size. Itiswhere you sdlect Portrait or Landscape printing. Portrait is the norma way.

Landscape has the printing going acrass the page horizontaly.
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There are severa things to notice on this page.

1. Inthe center of thetoolbar, look at the box that says 25%. This reduces the size of what
you see on the screen so you can look at the whole page or several pages. This does not
afect thefile szel

2. Noticethat I've clicked on thelittle arrow mark next to the A. This gives you a selection
of colorsfor your text.

3. There aretoolbars open both top and bottom. Toolbars can be opened and closed. They
can aso be moved over. You'll see a picture of the Toolbars menu on the next page.

4. | amusing bullets here. Click “Format”. Then Click “Bullets and Numbering” to see
your choices.

5. Click “Format”. Then Click “Border and Shading” to do some other redlly cool thingsl|

Have.a hlast.v.  Microsoft Word!

That'sWord Art. You'll find it under “Insert”. Then click on Picture and sdect Word Art.
You can dso select Clip Art. Click to highlight the selection you want. Click OK. Follow
the prompt to enter your text for Word Art. Y ou can choose the type size to fit your space.
Itsdl fun. Giveitatry! ©
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A couplemorethings....

If you want to find out about keyboard shortcuts, go to the help menu. Click on “Microsoft
Word Help”. Click the Index tab. Inbox #1 type the keyword “keyboard”. 1n box #3
choose the topic “keyboard shortcuts’. Y ou get help with al the keyboard shortcuts, and the
files can be printed.

If you want to insert page numbers, Click “Insert” Click “Page Numbers’ You'll get a box.

Sdect the format. Click “OK”.

This“Ingructionsfor Word” document has been prepared for the fhf computer group by

Linda S. Bryson

3/5/01 < Click “Insert” Click “Dateand Time” Select. Click “OK”.




(=] Contral Panel

18]x]

|Ei|e Edit View Go Favontes Help

Back Forweard

]@vﬁv

% B

Cut Copy

I Address I@ Control Panel

Control Panel

Display
Changes display settings.

Microsoft Home
Technical Support

o7
7thStreet
Stream... Hardware
Deskiop Digplay
Themes
ey
Fuatavia
] ?
Keyboard Livehdviso
= =
Metwork ODBC Dat:
Sources ...
9
RealPlayer Reagional
Settings ___|

% &

Telephony Users

Inactive Window

Active Window |- [O] x|
Mommal Dizabled | Selected

1o ]|

Window Text

Meszzage Text

; ok |

Scheme:

IHi h Cantrast white ;I Save Az | Delete |
‘High af : :

High ite (extra large) et Sizer Color: Colios 2

High Cantrast Wwhite [large) L - -
o =
Il‘:'ilacl [large] Size: Color:

aple
Marine [high colar) I :,' |_'| _iB | 4] |

Flum (high color]

“|Pumpkir [large]

Rairw D ay
Red. White, and Blue VGA)
Roge

|
Dizplay Properties n B

| Backgmundi Screen Saver | Appearance I Effectsl ‘wieh | Settings |

Cancel | Apply

=1

Rosze [large]

YAMAHA

]

| @EEE ~

In order to make this document readable when copied, | had to do the whole thing again in “High

|Changes dizplay settings.

J @Document‘l - Microsoft ... ”@ Control Panel

|'_,g’ My Computer

||¥Bﬁ<&¢)@ B:006 PM

Contrast White’. Go to “Control Panel”. Double click “Display”. Click on the * Appearance’
tab. Look at your choicesfor “Scheme’. You can choose adifferent color for your windows
every day! © Wdll, | learned something. | hope you have, too.

L SBryson



