o

Basics of the use of computer and ICT

Microsoft Word




Introduction

The booklet you are reading is part of

a series of booklets.

The series of booklets teaches you how to use

the computer and internet.

The booklets are written using the easy to read

and to understand language.

Each booklet is about a different topic.




All the topics of the series of booklets:

1. Turn on/off computers

- Mouse and keyboard

2. Desktop: move files, create and delete folders

3. Accessibility features - Keyboard shortcuts

4. USB memory

5. Microsoft Word

6. Video Editor

7. Digital safety

New folder
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8. Google Chrome

9. Google Maps

10. YouTube

11. Gmail

12. Facebook and Messenger

13. PixIr X

14. Curriculum Vitae Europass
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The series of booklets has been written by experts

from 7 organizations.

The 7 organizations are:

Associazione Uniamoci Onlus from Italy

Asociacija "Aktyvus Jaunimas"

from Lithuania

Centro Social e Paroquial Santos Martires

from Portugal

Tallinna Tugikeskus JUKS from Estonia

IES El Greco from Spain

Towarzystwo Wspierania Inicjatyw

Spolecznych Alpi from Poland

Universita Degli Studi Di Catania from lItaly
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You can find more easy to read and to understand information
about the project on its website:

https://accessibleinformationmaterial.blogspot.com/

The series of books has been created as a

- Erasmus+

result of an Erasmus+ project.

This Erasmus+ project is called

Accessible Information Material.

VOCABULARY

Erasmus+ is a programme of the European

- Erasmus+

Union that funds different kinds of projects.



Microsoft Word

Introduction

The word processor is a computer program.

It is used to create and edit different texts.

You can use it for anything you need to write.

The word processor in this guide is Word.

This is its symbol.

To Enter in Word

- Click the Home button Start. E

- Select All Programs.

- Click the Word icon. m

The Word icon can be a bit different

if you have an older program.



Seguridad de Windows

Roll the mouse over Simima o Windows

v

Skype

this window

Skype for Business

SottMaker FreeOffice 2018

& Spotify

. Synaptics TouchPad

Tu Teléfono

Videol AN

¢ Visor 3D

Windows PowerShell

Click the Word icon Word

Xbox Game Bar

Start

A\

£ Type here to search

If you can'’t find the Word icon search the folder Microsoft Office.

Click on Microsoft Office and then click the Word icon.

Another way to enter in Word

- Turn on the computer.

- Look at the desktop.



The desktop is the first thing you see when you open the
computer.
On the desktop, there are wallpaper, icons and toolbar.

- Double click on the Word icon in the Desktop.

Wallpaper

lons
ook

Toolbar

£ Type here to search

Then it opens the Word working screen.

The Word working screen

The working screen opens on the Home tab.



On the working screen, there is an empty document
to start writing.
The document has a streak that tells you where to start writing.

That streak is the cursor.

/\ Calibr(Body) ~[11 ~ A A Aav A | iZ-iS-'Tr EE 2L T | |aasbcend] assbcene AaBbCe AagbCet AQB assbcer acsbcenc aosbeeoe acst AaBbCEDC 40l

Styles

«—— Cursor

Home

Paper sheet

Page 10f 1 0 word: Spanish (Spain;
ﬂ P Escribe aqul para buscar

The Home tab allows you to do a lot of things when you write
a text.
For example you can put the text in bold, change the size and

color of the letters.
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Or, place the paragraph in the center, the left or the right of the
document and choose different text styles.

To start writing a text, first you have to know the keys of the
computer and the basic functions of the word processor.

Remember the following keys on your computer:

t
3 ,1 #| Cursors These keys serve to move the cursor

between the letters and the lines
of the text, according to the direction they

indicate: up, down, right and left.

Home This key puts the cursor at the beginning

of the line you are typing.

End This key takes the cursor to the end

of the line you're typing.

Page Page up This key takes you to the previous page.

Fage Page down This key takes you to the next page.

Down

- :
©
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Delete
Backspace

SIS Uppercase

Or Shift

This key erases the letters

on the right of the cursor.

This key erases the letters

on the left of the cursor.

This key creates a new line of text.
If you are in the middle of a sentence
and you touch this key, what is in front of

the cursor moves to the next line of text.

There are keys with various symbols.

For example, on the key
If you directly press the key you type 5.

. %
But if you press and

at the same time you type %.

Also with and a letter you type

the CAPITAL letter.

12



Caps Lock This key allows you to type with

Control

Alt

Esc

Escape

CAPITAL letters.

This key has to be used with other keys at
the same time.

It helps you to improve your work

with the computer.

For example, if you press Ctrl and B at the

same time, you can bold the letters.

This key has to be used with other keys at

the same time.

For example, if you press Alt and F4 at the
same time, you can close the screen you

have opened.

This key allows you to go out or undo the

last thing you have done.
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You find a lot of functions in the menu bar.

The most important menus are in these tabs:

AutoSave Document1 - Saved to this PC ~
File Home Insert Design Layout References Mailings Review View Help
N, v A A A o A
[] Calibri (Body) ~ 11 ~v A A" Aav B | i=~vi= v =y =532 2]
a [B
Paste 2 — — — — =
B I U v X X v p v A v . — — =< & vl
. <& Fofmat Painte L~k A — B — — — | = A v i
Clipbogrd ~ Font M~ Paragraph
. 3000200
File Insert Layout
~
g Home

In the File tab, you can:

e  Open new document.

e Open saved document.
e  Save the document.

e  Print a document.

o Close and exit Word.
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In the Home tab, you can:

o Write.

e Select the text.

e Change the color of the letter.
e Change the type of the letter.
e Resize the letters.

e Bold the letters.

e Underline the letters.

e Copy and paste.

In the Insert tab, you can:

e Insert a shape or an Icon.

e Insert an image.

In the Layout tab, you can:

e Change the orientation of the document.

Now, review the functions of the word processor.

They are basic to perform good jobs.
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To open a new document
To open a new document,

the easiest thing is to click on the Word icon m

on the desktop.
To write a text

- Place the cursor at the start of the empty sheet.

Or place the cursor where you want to type.

- Start typing the text.
AutoSave D~ = Document4 - Word
File Home Insert Design Layout References Mailings Review View Help 4
ﬁ] Calibri (Body) ~|11 ~ A" A" Aav A i=viZvi=v &=3E 2] €
Pajte &Format Painter BIUvaxx AvPZ A E=E==E Ev &~
Clipboard N Font (5] Paragraph Y
3 ! 4 . |

L - . 1 . 1 . 1 . 2 . 1 . 3

| learn word.
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To select a text:
- Place the cursor at the beginning of the text

you want to select.

- Make 1 click and without releasing your finger,
drag to the end of the text.

You will see the selected text.

The text appears with a grey shadow.

AutoSave z) v Document4 - Word

File Home Insert Design Layout References Mailings Review View Help

ﬁq:l E& - Calibri (Body) ~ 11 ~ A A" Aav A | =vi=vizv =3 2] ¢
(2 Copy

Paste 2 — — — — —
B I U v v p v A v . — ?_ v 0‘ v indel

v <& Format Painter - *® X, X A — B — — — | = S v

Clipboard N Font N Paragraph
L g ' | ' 1 ' [ ' 2 ' | ' 3 1 4 ' |

| learn word.
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To change color

The Program Word uses the black color to write.
You can change the color of the letters.

To change the color of the letters:

- Select the text you want to change.

- Click the small arrow next to the change color symbol.

- Choose the color you want.

AutoSave D~ = Document4 - Word
File Home Insert Design Layout References Mailings Review View Help
ﬁj [A - Calibri Body) ~ /11 ~ A" A" Aav A | i=vizvizv =3 7] 9
(3 Copy
Paste 2 — — — = —
B I U-~ X, X v L ==== 1= O b
- ‘yFormat Painter - ® X A e - — — Y= —
Clipboard N Font NS Paragraph
L ')_’ . | . 1 . | . 2 . 1 L 3 1 4 . 1
Font
color

| learn word.
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To change font

The Program Word uses a font called Calibri.

You can change the font.

To change font:

- Select the text that you want to change.

- Click on the symbol to change the font type.

- Choose the font that you want.

AutoSave (@ of) 9«0 =

—:

Font types

File Home

Design Layout References  Mailings

Arial Bl AN Aar A |EviE-Ey EE 4 T | assbedd
Theme Fonts == &-H- T Normy)
Calibri Light (Headings) Paragraph ]
Calibri (®ody) . S 2 e
Recently Used Fonts
Arial

Arial Black  Ane
Times New Roman
Calibri Light

Bodoni MT

Lucida Hondwriting
dutes G

Candara

Bonzel

TEE SERIF RAND EXTRARLAX
All Fonts

gy,

R orundvia wies

A Jitle D3

Documentd - Word

View Help ACROBAT

| am very happy

™

Calibri
font

Arial
font

To change the size of the letters

Word uses a letter size number 11.

You can change the letter size.

To change the letter size:
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- Select the text that you want to resize.

- Click on the symbol to

change the font size.

- Choose the size number that you want.

AutoSave “) v O

Documentd4 - Word

File Home Insert Design Layout References Mailings Review View Help ACROBAT
[]EMUt - AR Aa~ foi=vi=- 2 Z= 20 T | assbcenc
[3 Copy
Paste vO2 A B=E== 1= | & 1 Normal
v <& Format Painter A — =i e —
Clipboard N N Paragraph N~
L 3'I'Z'l'l'l'j;;'l'l'l~2'I'3'I'4~I'S~l'6'l'7
o
g - 16
: Letter size 18 | learn word.
. 20
; 2 | am very happy.
- 24
" 28

To make the text bold

You can mark the letters using the symbol Bold.

- Select the text that you want to bold.

- Click the Bold symbol.

AutoSave D~ = Document4 - Word

File Home Insert Design
f[j & Cut Arial

Bold (Ctrl+B)

Make your text bold.

viele2 T

Bold symbol

Layout References Mailings Review View Help ACROBAT

=vi=~vEr =% 20 T | asebeenc

‘| A-2-A- | B===1=-|&-H- | LiNoma
~ Paragraph ~

3---z--~1---§-.-1-.-z-.-3-.-4-.-5-.-s-.-7

I learn word.

IREXNEFENES SN

Text Bold ——— 1am very happy.
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You can also use a shortcut:
- Select the text.

- Press Ctrl and B at the same time.

To underline a text

You can underline letters.
To underline a text:
- Select the text you want to underline.

- Click the underline symbol.

AutoSave D~ = Document4 - Word

File Home Insert Design Layout References Mailings Review View Help ACROBAT
A Cut

i AT e b o R e Y.
D Arial vi22 ~ATA Aav B | =iz = =5 8l 9 aBhCe
Paste [E Copy VZ A O o 5
. B I “ X, X v v v === v bl v T Normal
v <X Format Painter -ab 2 A — == — = | = 2 v it
Clipboard ~ Font N Paragraph ~
= Underline (Ctrl+U) SR L JOIRE TRE ENRE SRR URY SXRY TURE

Underline your text.

CR I S 4

Underline symbol

| learn word.

Underlined text |———— | am very happy.

2ol

You can also use a shortcut:
- Select the text you want to underline.

- Press Ctrl and U keys at the same time.
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To copy and paste

You can copy a text and paste it in another place you want.
To copy and paste a text:

- Select the text that you want to copy.

- Click the right mouse button and choose the copy option.
- Place the cursor where you want to paste the text.

- Click the right mouse button and choose the paste option.

AutoSave (@ off) D~ Q@ =

| learn word.

symbol || @am very hap_py_

You can also use a shortcut:

- Select the text that you want to copy and press the Ctrl and C
keys at the same time.

- Place the cursor wherever you want to paste the text and press

at the same time the Ctrl and V keys.
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To insert an image

You can put an image in your text.

You can search for images saved on your computer or you can
search for images on the internet.

To put an image in your text:

- Click the Insert tab.

- Select the Pictures symbol.

- Select the option that you want.

AutoSave Document3 - W
File Home Insert Design Layout References Mailings Review
L . Lo
B0 A T O B il a
Cover Blank Page Table Pictures Shapes Icons SmartArt Chart Screenshot
Pagev Page Break = | - = Modelsv v
Pages Tables Insert Picture From strations
L ’)_| ' | . 1 ' 3 ' 1
- . FS This Device...
Pictures .
Symbol Fal Stock Images... < OptlonS
F& Online Pictures...

09

You can also put Shapes and Icons. o
apes lcons

v

23



AutoSave (@ of) D20 =

File Home Insert Design Layout References Mailings Review View Help

BD= B NOS 0 B il o [ e

Cover Blank Page Table Pictures| Shapes| Icons SmartArt Chart Screenshot | Add from 9|
- oM
= Models Files ~

Pagev Page Break = =

Pages Tables Recently Used Shapes
- e A EN\NOOOA L LD 86
] e\ { I %

Shapes | = lcons
NANNLLL22 2N\GY

Symbol | s symbol

OooDoanonooo

Content

Basic Shapes

Oaed s

Orientation of the document:

You can put the sheet where you write horizontally (landscape)

or vertically (portrait).

To choose the orientation of the document:
- Click the Layout tab.
- Select the Orientation symbol.

- Choose the option that you want.

AutoSave Document3 - Word

File Home Insert Design Layout ferences Mailings Review View
X < ? Layout tab

@ I.—ND ]E +=! Breaks v Indent Spacing

1- - = Alr=
- Line Numbers v 2= Left 0 1 =Bef Opt
Mar@s Orientation] Size Columns Za_ ) - € o v [¥= il
> > = v bc Hyphenation ¥ SeRight 0cm . 3= After 8pt

Orientation ; - -
b | N U Portrait . , X . g.p ' . 4
symbo - <——— Options
Landscape

d
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To archive documents

To save a document
When you finish the document, you have to save it.

You can save your new document on your computer in 2 ways:

1. Click the Save icon of the quick access bar. B

2. Go to the File tab, and click on the save option,

or in the save as option.

AutoSave > O pti O n S é

File Home Insert Design Layout References Mailings Review

BN = H NDY O Bl o

Table Pictures Shapes Icons 3D SmartArt Chart Screenshot
o < < Models v o

lllustrations . ‘ ‘ Save

2 . 1 . 3

Save as

| File tab

If you choose the save as option: -

Click Browse, to look for the folder where you want to save the

document.

- Name the document. For example: "l learn Word".
- Select the folder where you want to save the document.

- Click the save button.
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Save As

@ Recent

Save as ——

< Browse

To print a document

You can print your document to have the document on paper.
To print your document:

- Choose the File tab.

- Click the Print tab, and again click in the Print Icon.

Pick up your paper from the printer.

AutoSave (@ of) Dv ) =

File tab

Print

S le—= Print Icon

Printer

HP Deskjet F4500 series
-
SO Ready

Printer Properties

Save As .
Settings
Guardar como |— Print All Pages
Adobe PDF The whole thing
Print tab

Print One Sided .
Only print on one side of th...

D] Collated

123 123 123

D Portrait Orientation

D A4210x 297 mm
21emx 29,7 cm

@ Normal Margins
Top: 2,5 cm Bottom: 2,5 cm..
1Page Per Sheet

Page Setup




To open a saved document

To open a document you have saved:

[S—
- Click the File Explorer Icon on the Toolbar. s 1
File Explorer
Icon
A window will open where the folders appear. " = S
Pin to Quick C;;y Paste
Clipboard
— « 1 & > Thi
v o Quick access
Bl Desktop »
Choose the folder > & Downlosds
|% Documents »
»=| Pictures -
D Music
. Screenshots
. Screenshots
B Videos

> 4@ OneDrive

> Bl This PC

- Select the folder where you have the file saved.

- Click the file you want to open and get to work.
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To close Word and exit

You can exit Word after saving a file,

and you can still use the computer to do other things,
like to search for information on the internet.

Or, you can just close the computer.

To close Word after saving a file:

- Click on the symbol Close in the upper right corner. X
To close your computer:
- Click the Start button.
- Select the Power icon. Q)
- Select the Shut Down option.
Sleep
Hibernate Shut down

[} Filel Shut down

option

£03 Settj Restart

Power icon ) Power

§= All apps

Start button
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