Making my first Word document

Instructions:

Type all items first without formatting. 

Follow instructions in parenthesis; do not type material in parenthesis)

Start a new document

(Insert Date using Insert menu)

(Type your name here)

This is my first attempt at typing a document. In this exercise, I will do the following: 
Save the document (Do it now) Use the default name or name it as you wish.

Type all of this material

Look at page layout (File, Page Setup)

Look at font format, make changes as desired

Spell check when done

Make corrections

Print preview

Save

Align Text; Left, Center, Right, Full

Center text vertically; page setup, layout

Save

Reformat text

Reformat a paragraph. In order to do this it is necessary to select the paragraph to format. Use this paragraph to do this exercise. Use the mouse to select the paragraph first. Then click the Format Menu, Paragraph. Adjust the indentation, left, right and special and the before and after spacing and see the results of your changes.

Insert symbols using the Insert, Symbols menu and using the windows Character map

Create a list. We will do this by selecting a number of single line items above and making a bulleted list using the icon in the toolbar and the insert menu. Then we will select the list and justify center and right. We will use both bullets and numbers.

We will then learn about printing using the icon, keyboard and menu commands. We will study the printing dialog box to determine what options are available to us. We will try print preview and spell check before printing.

Try Cut, Copy and Paste and Drag and Drop practicing on this document.

Look at the tools menu and study spelling, grammar, & thesaurus.

Change this document to an outline and return to normal view

Divide this document into 2 pages using the Insert, Break menu

Now it is time to add a header and footer to put a heading on the document. 

Move the second line (Your name) into the header using Cut & Paste and place page numbering in the footer. (View, Header & Footer)

Save

Print preview

Look at Printing options for multiple page documents

Try macros & templates.

Look at some formatting common to newsletters; 

i.e. columns; inserting graphics, WordArt, Etc.

Insert a Table and place some material in it

Do a mail merge. Use this letter as a form and create a database of some people you know and do a mail merge to this list.

Try some of these other subjects: envelopes & labels and wizards & templates.
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