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Class 1: Word Basics

e Pre-test over Word Basics

e Opening an existing document and modifying as needed

e Saving document in personal folder

e Finishing document: spelling & grammar checking, B&W printing

e Saving work on both lab computers and personal flash media (if have)
e Navigating a Long Document: using and developing

Word/Vista Review:

e (reate a New Folder for yourself on the Desktop

e Locate your folder on the desktop

e Move all items in older folder into new folder

e Delete Old Folder

¢ Open class Folder

e Copy Word_Cl folder into your new folder

e C(Close all folders

e Launch Word from the Start Menu

e Open DDPoems that should be in your new folder, if not find it in the Class Folder in the
Worda folder.

e SaveAs with a New name in your folder, Name this file: DDMap

Navigate a Long Document

With this document open, select the View Tab/Ribbon to become active.

o
/ Home Insert Page Layout

Full Screen Web Outline Drat

Print
Layout | Reading Layout

Document Views Show/Hide Zoom

E 1---1--~9--<|---1_--r|---:---x---3-<-|<--.:---xr--5---|

Refere Review View

V| Ruler Document Map

= 30

New Arrange Split
Window  All

Gridlines Thumbnails

il Poems of Danske Dandridge
] The Yellowbird

3 Upon the unmown grass atnoon

Look for the center set of potions: Show/Hide for the various options of:
e Ruler

e Gridlines
e Document
e Thumbnail
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Click on the small box in front of each option to turn them On & Off .
Turn on each of the options, then turn them off.

Notice that when you turn on the Document Map — your document moves to the right and a scrollable

panel appears on the left with text.

Click on one of the items in the Document Map list and you actual page moves to that location in the

document. Move up and down in your document using the Document Map.

" DDPoems - Microsoft Wor
| —
' Home Insert Page Layout References Mailings Review ’ View |
= ‘ = | V| Ruler V| Document Map Q 8 |l One Page = E
| = | Gridlines | Thumbnails % = 20 (33 Two Pages E
Print |Full Screen Web Outline Draft 0 Zoom 100% _ New  Arrg
{Layout | Reading Layout | | Message Bar g Page Width | Window A
Document Views Show/Hide Zoom

DocumentMap ~

The Yellowbird
And cheerful souls I love that find =]
And may not He who made me find

)

And let that elfin whom I hold most d
Then, while I sleep, the very tender
Silence

And bring a boon

Or lift us, lift our souls to that bright
Lap us in light and cooling fleece, anc
Grant us the pleasant langour that be
Loneliness

But when the last petal had faded ar
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The Yellowbird

Upon the unmown grass at noon
Ilay as in a dreamy swoon,

gafgle‘;(,?fdﬁ\e ripened sun Allina lovely rhapSOdY’
And from each dainty golden cup And SRS pictures in the sky.
Thus the slow changing soul that kee: The little clouds above me spread
e — Put out white fingers overhead,
Upon the dlustered Yarrow And hand in hand a space would run
_?_zvt & ; B Before they melted into one.
at sees the rosy finger of the Daw:
Grief rustied by me like the frightenes The Honeysuckle t°1_d the breeze
And had I companied with pinched De_ The very sweetest thing she knew,
And this he whispered to the trees,
When you select the Thumbnail Option = b| = || ] Ruter | Document
on the View Tab, the 'Document Map i = = Fl Gridlines Thumbnail
is replaced by small pictures of each of Print |Full Screen Web Outline Draft | )
the pages of the document. 'Layout | Reading Layout LI Message Bar
. . Document Views ] Show/Hide
Again you can move up and down in the e e
document, page by page, simply by Thumbnails 7 :x [g“ - & S
selecting one of the Thumbnails. 1=
You can remove the Document
Map/Thumbnail panel by either un-
clicking them in the View Tab or Poems of
selecting the X (close) box on the panel. The Yellow
Upon the un
Ilayasinad
Allin alovel
And seeing
The little clo
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Creating a Document Map
Remove the Document Map Information in the existing document by first selecting all (Control + A)

Once full document is selected, under the Home Tab, in the Styles grouping, hold down the More Option
(= ) and select Clear Formatting.

hilings Review View
~I[@y) 3=~ 3= - = |[2= ==|(A ][ @ - 44 Find
A |'_i| ok = ieToad | ==—H,d||,£| AaBbCcL AaBbCcL AaBbCc AaBbCcl AaBbCcDc AaBbCcD: & e
- — S — “ac
P~ AN == TN I T NoSpaci.. Headingl Heading 2 Heading3 Heading 4 Change
A 1 l_ = == orma o Spaci eading eading eading eading etviees || Iy sele
i Paragraph | pasoccoc AQB| AaBbecl 4aBbCeL daBbCCL 4aBbcl 5 g
1 t:} ) L . 2| Heading 5 Title Subtitte  Subtle Em.. Emphasis IntenseE... 7=
AaBbCcl 4aBbCcL A4aBbCcl AABBCC] AABBCC AABBCC
Strong Quote Intense Q... Subtle Ref... IntenseR.. BookTitle
AaBbCcL
T List Para... v
The Yellowbird Save Selection as a New Quick Style...
Upon the unmown grass at no¢ %} Clear Formatting
I]ayasm a dreamy swoon, 4, Apply Styles...
Allina 10V€1Y rhapsody, Clear Formatting
Wm' Clear all the formatting from the
The little clouds above me spread selection, leaving only the plain
Put out white fingers overhead, text.
And hand in hand a space would run o
% P F1 fi help.
Before they melted into one, ) Press B for moes et
The Honeysuckle told the breeze
The very sweetest thing she knew,
And this he whispered to the trees,

Then to my side the wanton flew,

| With enorfive waft stole gentlv he

Be sure to turn the Document Map on, and look at it. It should be completely empty, offering no
navigation of the document.
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—/ | Home | Insert Page Layout References Mailings Review View
|

*—

| *_a] * Times New Roman 1 - lA‘ Av"_ﬁl
=3

Pajte ¥ B I ',H - abe X, X'VA;a'Ila?yv e 'gﬂ

Paragraph F]
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Clipboard Font
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Double-click to hide white space]
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| The Yellowbird
: Upon the unmown grass atnoon
Ilay asin a dreamy swoon,
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The Document Map is created automatically by Word as long as you work with the Heading Styles of
the Style Grouping.

Move to the top of the DDMap document. (Control + Home) is a quick way to do this.
Select the first line: The Yellowbird.

This is the title of the first poem. With this text selected, select the Heading 2 style. Notice that both the
text is modified to show the style change, but the text: The Yellowbird, is now also in the Document
Map. Below is a complete listing of the text that should be your final Dcoument Map.

Sl AATa I TOTIT TUTOgTOPTT

Document Map ~

]
0

[=] Poems of Danske Dandridge

-
Dreams
Silence
Loneliness =
Golden-Rod
The Rosy Yarrow
= Joy
I
1I.
IIL. i
n Iv. A Poems of Danske Dandridge
on i :
Hop‘-; The Yellowbird
Glamour-Land -
Fairy Fare £ Upon the unmown grass atnoon
The White Rose - Ilay asin a dreamy swoon,
Are You Glad?

i Allin a lovely rhapsody,
< And seeing pictures in the sky.
; The little clouds above me spread

I Put out white fingers overhead,

~ And hand in hand a space would nm|
A Before theymelted into one.

The Honeysuckle told the breeze
The very sweetest thing she knew,
And this he whispered to the trees,

The numerical indents under Joy are the four stanzas, each with a Heading 3 Style.

Once you have all poem titles in the Heading 2 style and the stanzas of Joy in a Heading 3 style, return
to the top of the document, position the cursor in front of The and type: Poems of Danske Dandridge, then
hit the Enter key.

Now select this new line and make it a Heading 1 style. Your Document Map should look the same as
the one above at this point.

Once again move up and down in the document using the Document Map.

Be sure to keep saving your work.
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