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I
Insertin g You are going to use a document named Practice1 to learn to insert
Text text.

1. Word should be started.

2. The Word window should be maximized and
Normal chosen on the View menu.

3. As mentioned in Lesson 2, you should take time to
verify that the appropriate Word options for this
course are set. They are listed in the preface,
Setting Up Word to Work with This Course, pages Xiii -
xv. If you are sure that no one has changed them
since you set them, you can proceed with this
lesson.

4. FHom now on, when we ask you to choose an item on
a menu, we will assume that you will click the menu
name and then click the item.

On the File menu, choose Open.

5. If LS Word2003 Student Fles is displayed in the
Look in box, proceed to the next step.
If not, click in the Look in box, click the item with C:
and click the Open button. Then click AL.S Word2003
Student Hles and click the Open button.

6. Find Practice 1 in the list.

7. Ether click Practice 1 and click the Open button or
merely double-click Practice 1.

Practice1is opened.

8. Verify that there are paragraph marks between
paragraphs and little dots between words. If you do not
see any, the Show/ Hide paragraph button is off.

If the symbols are not on, click on the
Show/ Hide Paragraph button
near the end of the Standard toolbar.

i

The Show /Hide paragraph button should be a
different shade, and you should now be able to see
the dots and paragraph marks.

Inserting To insert text, you have to click an insertion point to the left of the
Words character that will follow the insert. (Note: Do not use the INSERT
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key to insert text. As you will learn shortly, it might do something

else.)

You are going to begin by inserting words. When inserting words,
do not forget to end with a space.

1.

Position the I-beam to the left of the first character
of any word.

Click to get an insertion point.

Since the I-beam is no longer needed, move it
away so you can see the insertion point.

Be sure the insertion point is to the left of a character
and not a space.

Weleomyeto-hdicrosoft-
processingpro grams-fo
Corporation,which1sl:

If it is to the left of a space as in the following

example, tap the RIGHT ARROW key to position
@inserﬁon point on the other side of the space.

me-to-Mlicrosoft
processiné-programs-fo
Corporation,-which-is-1:

Type tickets and then tap the spacebar.

Notice how text is pushed to the right as your type.
Also notice how the lines following your insert
might wrap around at new places to adjust to the
insert.

You are going to insert traveler’s checks somewhere.

Position the I-beam to the left of the first character
of any word.

Click an insertion point and move the I-beam
away.

Type traveler’s checks and then a space.

Insert the following words at different locations,
each followed by a space:
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passport
guide book
three pieces of luggage

When inserting a sentence, position the I-beam to the left of the
sentence that will follow it and click an insertion point. End the
sentence with a period and a space. (Some typing styles require
two spaces between sentences.)

1. Position the I-beam to the left of the first character
of any sentence.

2. Cick an insertion point and move the I-beam
away.

3.  Type: This will be my first trip out of the country.
(Do not forget to type a period and a space.)

4. Insert the following sentences, each at a different
location. Do not be concerned that you are making
a mess of the document.

The travel agent arranged for me to stay at a bed and
breakfast place.

T'hope the proprietors speak a little English.

I am looking forward to experiencing life in a foreign
country.

Note: As mentioned earlier, if wavy red lines appear
under some of the text that you typed, Word is
indicating that these words are misspelled. Green
wavy lines indicate grammar errors. Do not worry
about them. You will learn more about the spelling
and grammar features later.
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Deleting
Text

You are going to delete single characters using the DELETE and
BACKSPACE keys. The DELETE key deletes the character after the
insertion point. The BACKSPACE key deletes the one before it.

1.
2.

Position the I-beam in the middle of any word.

Click an insertion point and move the I-beam
away.

Tap the DELETE key.

The next character is deleted and the text to the right
moves into place. If a character is a space or a
paragraph mark, it is deleted just like a letter of the
alphabet.

Hold down the DELETE key and watch a lot of
characters being deleted.

Tap the BACKSPACE key to delete the previous
character.

Hold down the BACKSPACE key and watch a lot of
characters being deleted.

Tip: CTRL/DELETE will delete the entire word to
the right of the insertion point. CTRL/BACKSPACE
will delete the entire word to the left of the insertion
point.

Deleting and
Inserting
Spaces

Often, it does not occur to newcomers that a single space can be
deleted and inserted.

Click an insertion point to the left of the space
between any two words.

Tap the DELETE key to delete the space.
Now put the space back.
Tap the spacebar once.

The insertion point now comes after the space, so you
could use the BACKSPACE key to delete it.

Tap the BACKSPACE key to delete the space.
Tap the spacebar once to insert the space.

Spend a few moments inserting and deleting until
you are reasonably comfortable with the functions.
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If you accidentally combine two paragraphs, do not
worry about it. This subject is covered in Lesson 5.

Overtypin Word lets you type over old text with new text by double-clickin,
youtyp y &
Text the OVR button on the Status bar. The OVR butLton toggles the

12
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feature on and off. For some releases of Word 2003, the INSERT
key does the same thing, but we strongly advise you to avoid that.
If you accidentally hit the INSERT key and text is being typed over
old text, tap the INSERT key again — it's a toggle.

If you wish, experiment with the overtype feature by
double-clicking the OVR button. When finished, double-click it
again to turn the feature off. It is off when OVR is dimmed on the
Status bar.

Tip: The Edit tab of the Options dialog box has an
Overtypemodeoption. Selecting this item turns on
overtype mode and is equivalent to double-clicking
the OVR button.

Selectin g The I-beam has two functions. First, it lets you click an insertion

Text point, and second, it lets you select (i.e., highlight) text by dragging
over it. Once text is selected, it can be deleted, moved, copied and
formatted in many ways. For example, if you want to delete a large
chunk of text, it would be inefficient to use the DELETE or
BACKSPACE key to delete one character at a time. Instead, select
the text by dragging over it with the I-beam and then tap the
DELETE or BACKSPACE key to delete it.

1. You are going to close Practice 1 without saving the
changes and then open it again so you will have a fresh

copy.
On the File menu, choose Close.

2. When an alert box appears asking if you want to
save changes, click the No button.

3. Cdlick the File menu.

As mentioned in Lesson 2, the last files that were
opened are listed at the bottom of this menu. They
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have not necessarily been opened in the current
session.

4. Click Practice 1.
A fresh copy of Practice 1 has been opened.

You are going to select some characters and then delete them.
1. Position the I-beam anywhere on the first line of
text.

2. Hold down the mouse button, drag to the right
over a few words and release.

Notice that the words are selected (i.e., highlighted).

I - A A

TWelcome-to IRt W g opular-and-versatile-word-
processing-programs-for-the-personal- computer.- ord dg-arproduct of Microsoft-
Corporation,-whicheis: 1ocated -in-Redmond, Washington

1
If more than one line of text is selected as in the
example below, do not worry. You merely moved
(the mouse down a bit.
5 g [ 11 ) 1 2 1 3 4 1 g 1 &

opular-and-versatile-word:
product of Microsoft-

Corporatlon ~which-is-located-in-Redmond, - Washington
1

3. You can use either the DELETE or BACKSPACE key to
delete selected text.

Tap the BACKSPACE key to delete the selected text.
Notice that the selected text is deleted.
4. You can also select backwards.

Position the I-beam toward the end of the first
line.

5. Hold down the mouse button, drag to the left over
a few characters, and release.

Notice the selected text.

6. Thistime, you will use the DELETE key to delete the
selected text.
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Tap the DELETE key.

7. If you change your mind about selecting text, you can
remove the highlight by clicking anywhere.

Drag over a few words, release, and then click.

Notice that the highlight is removed.

8. If you go too far, you can always reverse direction to
remove the highlight, providing you have not released
the mouse button.

Drag to the right a little way and then, without
releasing the mouse button, drag back to the left
to remove the highlight.

9. You may have noticed that as you drag right and left,
entire words are selected, not individual characters. To
select individual characters, hold down the ALT key as
you drag.

Hold down the ALT key (do this first) and then drag
either right or left.

Notice how Cha;acters are highlighted.

/3|4|50

o dows,-one- of the-mostp opular-and-versatile-word-

Welcome-toDdicy ;
processing-programs-for-the-personal-computer - Word-is-a-product-ofMicrosoft:
Corporation,-which-is-located-in-Redmond, Washington Y

You have been selecting text character by character. You can also
select it line by line.

1. Position the I-beam anywhere on the first line.

2. Drag down a few lines and notice the text being
selected line by line.

Lg'"I"‘1"'I"'2"'I'"3"'I"'4"'I"‘5"-|---a-

Welcome-to-Microsoft-Word-for

- d-
g th pability-and-Word-is-no -exception. Itrallows -youto type-a:

paragraph-without-tapping-the-enter-key-at-the -end-ofeach-line

1

Venesh ortlvaynpoanllhe Jearninepanyen, Jther-tunctions ot this -word-processing-program. -
For-exzample,-you-wil-learn-how te -save -and-open-a-document-and -how-to 1nsert-and-
delete-text - As-youbecome-more-and-more-c omfortable-with-Word, wou’ - disco ver-many-
ways-to-make it-an-inte gral-part- of-vour-work-routine

3. Cick anywhere to remove the highlight.
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4. Thistime you will select backwards and then reverse
direction to remove some of the highlight.

Position the I-beam somewhere on the last line.

5. Drag up afew lines and then, without releasing,
drag down and watch how the highlight is
removed.

6. Cick to remove all of the highlight.

|
Replacing
Text

A fast way to replace text is to select it and start typing. The
moment you start typing, the selected text will be deleted. You may
have already seen this on the Save As dialog box when you were
replacing a file name.

1. Drag over three words to select them.

2.  With the words selected, type: This text is replacing
the three words.

Notice that the moment you typed, the selected text
was deleted.

Note: If the selection was not replaced, choose
Optionson the Tools menu, click the Edit tab, and
verify that the Typing replaces sdection item is
selected. If this option is not selected, Word simply
inserts the typed text.

3. Select four words and type an x.
Notice that the four words are replaced with an x.

Tip: Remember, if you highlight a lot of text and
then accidentally tap the spacebar or another key,
your entire selection will be replaced. Fortunately,
Word’s Undo feature (Lesson 7) can often restore the
text. Also, there is an alert box that warns you when
a significant amount of text is selected and
something is typed.



40

Microsoft Word 2003 - Beginning and Beyond

Exercise: You are going to edit a document named Word Processing Feer.

Editing a
Document

2.

5.

1.

On the File menu, choose Open.

Verify that FLS Word2003 Student Flesis displayed
in the Look in box.

In the list box, double-click on Word Processing Fear
(you will probably need to scroll the list box).

The document on your screen is the same as the
three paragraphs on the next page. Do not be
concerned if the lines on your screen end at
different places than they do here.

Make the indicated changes using the techniques
that you have learned in this lesson. If some of the
text is not showing, use the up and down scroll
arrows to bring it into view.

Note: You may or may not know the traditional
editing mark for deleting text, which is this: 9/
It is used in these lessons.

Remember: The lines on your screen probably end
at different places than they do here. Do not be
concerned.

When finished, choose Save on the File menu to
save the changes.
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More and more, people are conquering their fear of the personal
computer in general, and word processing in particular. In the
firstayears of word process1ng,+rew—lmewn—fa—mr1-raﬂ-y—as—W—Pg,Jthe
new technology was considered a threat by many workers. Long
time typists were afraid for their jobs, but'the popular myth that=-
“old dogs can’t learn new tricksy is no more true for people than
it is for dogs. Courses such as the one you are now taking allow
novice word processors to learn

ithout pressure and to
experience the amazing things that can be done without retyping

a word. . | t aqanTa
Acoounting Departne
Namagementpersonnel who trust only in pencil, paper and'theif~
ownath-skils, find monthly reports more accurate and more
timely when aided by a word processing system. d
behotdzrthe computer only makes errors if th
incorrectly.

For those who conside%exploration of#ﬁew technology an

adventure rather than something to be feared, the rewards are
great: pride of accomplishment, easing of ofterPtedious asks,

—

Exercise: You are going to edit a document named Express.
More .

Editing 1. On the File menu, choose Open.

2. Find Expressin the Look in list box and click on it.

3. Click the Open button.

4. Make the indicated changes. Again, if some of the

text is not showing, use the up and down scroll
arrows to bring it into view.
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in resumes, letterheadsMand business cards. We also handle many

other printing jobs such as flyers, brochures, and invitations.

ses the most ?popular ord processing programs

and printing equipment to ensure top quality results. Customers
may choose from a variety of typefaces, graphic designs and
arge’jobs can be completed within a 24shour time

period and/satisfaction is always guaranteed.

typeahypheonvethespace

EXPRESS RESUME is located at 1234 Main Street, between 1st

and 2nd Streets? icH 2" We are open from 8:30
A.M. to 5:30 P.M., Monday® through Saturday. -On Sundays,we¥
are-areopen—fromnoonunti-5:00-PR1. Pick-up and delivery services

are free. Please call us at 555-1234 for further information.

Makeall uppercase

5. On the File menu, choose Save to save your
changes.

6. You are going to use the Print Preview feature to view
your document as it will look when printed.

On the File menu, choose Print Preview.

Notice the document as it will look when printed.

7. Click the Close button to return to the normal
editing screen.

This is the end of Lesson 3. As we stated before, always feel free to
review a lesson and alter the documents used in that lesson any
way you want. They will not be used again.

You are going to close all open documents and exit Word.

1. Hrst, just for your curiosity, you are going to see what
documents are open.

Click the Window menu.
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Notice the open documents. The three you opened
during this lesson are Practice 1, Word Processing
Fear, and Express.

2. You are going to close every open document. You will
not be asked if you want to save changes to Word
Processing Fear or Express because you have already
saved the changes. You will be asked if you want to
save changes to Practice 1 and any other open
documents for which changes have not been saved.
When this happens, click the No button.

Click the big Close button to the right of the Title
bar.

Word closes the document and displays the next
document.

3.  Keep clicking the Close button for each open
document. If asked to save the changes, click the
No button. When all documents are closed, Word is
exited and the screen returns to the desktop.

Remember: The Exit command on the File menu
also closes all documents. You are prompted to save
changes.

End of Lesson 3



