Word for Beginners II
Review

basic vocab: font

actions: click, double-click, select

locations: menu, scrollbar, toolbar

Saving often is important.
Save vs. Save As

Some New Things and Things We Didn't Get To

Vocab

cut, copy, paste

formatting, font, paragraph, bold, italic, ¶

toolbars, scroll bars, bullets, borders

normal view, page view, print preview
Tips

Working with Word generally involves two steps: selection and action

There are many ways of doing the same things: control keys, toolbar buttons, menus

UNDO is your friend: Edit > Undo

¶ can show you where the hidden characters are

More Fancy Formatting

Font Formatting: font face, font spacing, special features

Line Formatting: left, right, center, justify, bullets, numbers, indent, "outdents"

Paragraph Formatting: line height, indentation, tabs, tricks

don't forget drop-in time Tuesdays 2:30-5


