	1.1
	Course Material
	Online Access
	Course material is available at http://www.haslington.org/u3a. To view, simply click the link to open in Internet Explorer.

To download or print out, right-click>Save target as… then save to your computer. Or right-click>Print target.

	1.2
	School Network drives (S)
	Shared or common
	Shared area

	
	
	Private
	Home area, also titled My Documents

	2.1
	Starting Word (4 Ways)
	-Start Menu;

-All Progs;

-Desk. Icon;

-Open a doc.
	To create a shortcut (or desktop icon): Start>All Programmes>Word – right click and select shortcut. Drag to desktop.

	2.2
	Window Elements
	Title bar
	- Shows name once document is saved
- On rhs Minimise, Maximise & Close buttons.

	
	
	Menu Bar
	- Most useful. Easy to find things e.g. Menu>Edit>Copy.
- Document close button rhs.

	
	
	Toolbars
	Standard and Formatting normally shown. Others available and all can be customised. All can be moved. Also can be positioned near bottom of window or above menu bar.
Click on down arrow and select “Show Buttons on One Row” 

	
	
	Ruler
	Helps set margins & tabs etc. (To be covered later)

	
	
	Scroll Bars and browse buttons
	Quick navigation

	
	
	View Buttons
	Very important – also available in Menu>View. See details below.

	
	
	Status Bar
	Not a yuppie hangout! Page; Section; Page/of; Cursor Info.

	
	
	Writing Area
	More on typing etc. later

	2.3
	Opening a Document
	2 ways
	- Open Word then Menu>File>Open

- D/Click on file in filer window (e.g. in My Documents)

	2.4
	Views
	Normal
	

	
	
	Web Layout
	

	
	
	Print Layout
	

	
	
	Reading Layout
	

	
	
	Outline
	

	
	
	Full Screen
	Menu>View>Full Screen

	
	
	Zoom
	Menu>View>Zoom or Standard Toolbar Icon.
Two most useful are Page Width & Whole Page.

	3.1
	New Document
	2 Ways
	- New Blank Document icon
- Or preferred way: Menu>File>New then open the appropriate template (which may or may not be blank)

	3.2
	Selecting Text
	4 Page Instruction
	Review “Selecting Blocks of Text & Graphics” http://www.haslington.org/wp-content/uploads/2009/09/Selecting-Text.doc 

	3.3
	Moving Selected Text
	Exercise
	- The quick brown fox… Make into 6 sentence paragraph by copy & paste. Then into 3 paragraphs
- Put one sentence into alphabetical, then move sentences and paragraphs etc.

	3.4
	Show/Hide non printing characters
	
	Backward ‘P’ icon – used to show or hide the non-printing characters (Return, Tab, Space and Soft Return)

	3.5
	Formatting - Font
	Exercise
	Open “The Ten Commandments of Word”. Select all (Ctrl+A). Menu>Format>Font explore top half of dialogue box (only Font Tab). Change all to Comic Sans MS.
Select main heading. Change font to Arial/18pt/Bold.
Select first sub-heading. Change font to Arial/12/Bold/Underline.

	3.6
	Formatting - Font
	Exercise
	Select first main paragraph. Menu>Format>Paragraph explore dialogue box (only Indents & Spacing Tab). Try various alignments. Indent font by 1cm

	3.7
	Getting Help
	3 Ways
	Menu>Help; Type here (on Menu bar); the dreaded Office Assistant.


