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By

· Cheryl Malsom

WORD is the word processing program for Microsoft.
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To get into WORD:
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START
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PROGRAMS
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MICROSOFT WORD

You are now in WORD.  To make the toolbar easier to use:
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Click next to NORMAL, hold, and drag down
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Click and hold next to NORMAL again and drag left

I also like to have the DRAW toolbar showing.
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VIEW
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TOOLBARS
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DRAW (toolbar will appear at the bottom of the screen)


[image: image25.png]icrosoft Word 171 x]
View Insert Format Tooks Tble indow belp ]
HBEaR¥|iBad|a-

Ties New Raman = 10

Document!

Youarenowin'WORD.~Tomake-the'toolbar-easier-to-use: 1
ClicknexttoNORMAL, hold,-and-drag-downT
Click-and-hold nexttoNORMAL-again-and-drag-leftT
T-also-like'torhave'the DRAW toolbarshowing. T

VIEWT

TOOLBARST

DRAW:(toolbarwill-appear-at-the bottom-of the'screen)T

1
1
1
1

lelof»]«

[oawe Iy G | aoshepes- N \OO B 4B - L-A-==50 4.
[Page 1 Sect U1 JA78 s a1 [fec [n o [ [Enaishs | OF |

SR Start| & ]Home Page - i | [ Mictosoh Power. | 25 K88 - Window.| [ Documenti - GNHBAE 213





[image: image26.png]Ele Edt Vew Insert Format Tooks Table Window Help

I
I
]

DEEERY sR@aS o--- @B
"

jormal © Times NewRaman 10

B D @Ry | tTB<d v B0 H B 0 - Q)
| Normal = TmesNewRoman = 10 < | B Z U | = SEEEO-2-A
. 1 1
1 ange fontsin- ine:
1 e caiony | [ Bllese
B 1 changebullet
1 shape: goin
1 FORMAT]
H . s s
1
1
- 1
To make s WORD ART-crestiony s s
Clickonthebiue A inthe botiomfootoa S
: Choose-s designand OKY
Typeingourier younan]
Yo may change thetertfontandsze OKY
- 1
1
1 A
ot Tt | AL 9 4 & B a2 05 -
| »
lomn- b & asshoes- N NOOCE R >-L-4A =S=E0@.

[Paez  sect 2 |mas il a1 [ [ B b feaen@s | DK |

5tant| 1 Hame Page .| [ Mo Paver. | £5K87 -window. [ Dowamontt

ENHABNSE 302PM












[image: image10.png]ocument] - Microsoft Word 171 x]
| Ele Edt vew Insert Fomet Took Table Window Help ]
DBE(ERY¥|[izad - QBORES R g
| Normal Tines NowRomen 10+ | B Z
Colorchangel
Bckground]
Linef
Fon]
1
1
- 1
1
1
: 5
| o
Jomw- b G| aoshopes- N\ NOOE [ &-£-A- sma.

[Paez  sect el i a1 [ [ B b e @s [ DX |

5tant| 1 Hame Page .| [ Mo Paver. | £5K87 -window. [ Dowamontt [ENHBAS 2sarn







To make a WORD ART creation:
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Click on the blue A in the bottom toolbar
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Choose a design and OK
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Type in your text you want
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You may change the text font and size OK
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This is the toolbar to edit your word art.

You an add pictures to a document by click on the little man in the bottom toolbar or
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INSERT
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PICTURE

[image: image18.png]



You may choose a picture from the pictures provided or one of your own you have saved

[image: image19.png]





This is the toolbar to edit a picture: 





To move your picture around: choose one of the options in using text with your pictures.  The little squares around your picture need to be white.  Click on your picture and the picture toolbar will come up

To save your WORD document:
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FILE 
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SAVE AS
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Choose a file you want to save it in 
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SAVE

After you save the first time and want to save again just click on the picture of the computer disk at the top, left of the screen.
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Text �box





Word Art





Clip art





Color change


Background


Line


Font








Line patterns





Shading





Drawing lines





Shapes 





Drawing 





Rotate picture





Change fonts in text





Change font size





Line justification





Bullets: to change bullet shape: go in FORMAT





Change the look of your picture





Crop your picture





Using text with your picture.





Format your picture





Transparent color








