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What is your name?
Country of origin?

Students
Introduction

Occupation?
What do you expect to learn?
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Learning Outcomes — Day 1

e |dentify the main components of the user interface.
e Define the elements to Microsoft Word software

e Navigate Microsoft Word backstage, in through different layout
views, while utilizing the clipboard

e (Create a new document, save and open an existing document
e Explain print preview and insertion points
e Search documents using the Search, Find & Replace options



Button is at the bottom left corner of your screen

If you wish to rename yourself, right-click on your
name (or picture) and click “Rename.” A window will
pop up allowing you to change your name.




Buttons are at the bottom left corner of your screen
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How to use Zoom: MUTE & VIDEO

Microphone and Camera

ON
Click on the button to |
mute/unmute or start/stop video. ! ~ B -
Mute Stop Video
Microphone and Camera
A red line crossing through the (0]
microphone or camera, means g
that it is muted or off. £ ~ Wl ~
Unmute Start Video

Important: Please mute yourself when you are not speaking, otherwise
VoS Wl ay Al a aVallE WY ” L\I\ "\L\’f\ +I‘\ “'\f\ llllllll “\’\I" ﬂﬂﬂﬂﬂﬂﬂ f\, “““““



Button is at the bottom middle section of your screen
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How to use Zoom: CHAT

Q Zoom Group Chat

Use the chat function to:

® Ask & answer questions

Chat with the group

® Private message with other
participants or message your
instructor for tech support




Button is at the bottom middle section of your screen
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How to use Zoom: PARTICIPANTS

o Participants (1)

‘ Rachel Westman (Host, me)

Use the participants function to
quickly respond to questions from
the speaker/host with non-verbal
feedback

O © © © o ¢

yes no go slower go faster more clear all

Mute All Unmute All More v
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How to use Zoom: VIDEO LAYOUT

There are 3 video layouts located
at the top right corner of your
screen:

® (Active) Speaker View

® Gallery View

® F[loating thumbnail window
(when you minimize ZOOM)

2 ’ | @  cc]
+] l. Ll ~ ).
nvite anage olls are a 0
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How to use Zoom: VIDEO LAYOUT

Select the Speaker View when
the instructor is teaching.
mm Speaker View | i Gallery View
Select the Gallery view for Q&A
and when participating in
discussions.



TECHMB::: Understand word processing software

What is word processing software?

What is the importance of learning the basics in
entering and navigating the workforce?
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A word processing program
Is software that allows you
to enter, edit, and format text
and graphics

Format the
sizeand _ |
. . appearance
* The files you create using =
Word are called documents
« Plan a document before you s <
create it
 The purpose of and audience
for a document determine its ——

design

What is a word processor?

Add headers _ |
to every page

Insert |
graphics

> Quest Specialty Travel Marketing Report

+——»QST Client Survey Results

In an offort to develop an economic profile of Quest
Specialty Travel dients, the morketing department
hired the market research firm Tokeshita Consultants,
Inc. to create and administer o survey of the QST client
baze. A secondary goal of the survey was to identify
the areas in which QST con improve its tour offerings in
coch reglan. Over 8,600 people completed the survey,
which was distributed by e-mail ond mailed to
averyone who has purchosed @ QST tour in the past

five years. Surveys were akso completed by people
/ who visited the QST Web site but have not purchased
@ QST tour, Forty-two percent of the survey recipients
responded 10 the survey.

and e-moil during My ond June 2016, The survey was
also ovailable on the Wab site, end wes
completed by over 1,800 non- The table below

Soptember 2016
-

Client Profile

A typical QST dlient is @ 42-year-old prefessional with

on annual household income of $84,000. He or she

works in the city, owns a home in an urban or suburbon

area, and has no children fliving ot home.

* 73% groduated from college.
.;;:wﬁ!ﬂdﬂul——”""—
« <507, am more than $60,000 per year.

o B% earn more than $200,000 per year.

*  45% ore employed as professionals.
®  29% ore refired.

Travel Preferences
domestic

report they enjoy
travel, but they prefer on organized four when
traveling abrocd. Most cted guide expertise as the
primary reason for selecting @ QST four.

Preferred Destination
&

Client Satisfaction
Onthe whele, QST clients gave the quality of QST teurs
@ favorable review. Clients rated the expertise and

professionalism of the guides as excellent, the range of

— Add lines

| Add bullets
to lists

t— Create charts

Align text in

tours o3 very good, and the end food
served os excellent. Equally favorable rafings were
given fo the soles staff and the ottractiveness of QST
printed materials. Clients did express interest in o
wider selection of tours in South East Asio, partialarly
Laos, Cambodio, and Viemam, os well os more
European offerings. The respomse time for tour

shows the distribution of respondents by teliyery mode
and by sex.
Survey Delivery Mode Male  Female
E-mail to clients 6,657 7,801
Mail 1o clients 1,567 1,238
> | Waeb site clionts 563 442
Web site non-chents 898 987
Other 365 122
Total 10,050 10,590
Grand Total 20,640

ardered from the Web site could alzo be
improved

» 1 —

evenly

Add page
— numbers in
footers




TECHMB & Install Microsoft Word

« Visit https://www.office.com/ to install Office (which includes Word).

* You will need a license to use Office, which can either be purchased
or attained for free through your school email. Your employer may
also be willing to purchase Office for you.

* Find Office for free for students at the following link:
https://www.microsoft.com/en-ca/education/products/office



https://www.office.com/
https://www.microsoft.com/en-ca/education/products/office

TECHMB& Open Microsoft Word

* Hitthe Windows key (HH) or click the Start button and type “word”,
then hit Enter or click on the program

o . You can also use Word in a browser by logging in at office.com
* Click the type of document you would like to create—there are many

templates s
lates o Velsoft Training
Wor B Ll
Suggested searches:  Letters Resume Fax labels Cards Calendar Bank . Switchaccount
Recent
< Aa Title
9 Heading
|
. Take a
tour EEEEEE
We Word ¥ Singlespaced (blank) lon design (blank) k -
nnnnnnnnnnnnnnn 9
Title Title a
1 Heome

Report design (blank) Blog post




TECHMB::: Use a document template

A template helps you create a formatted document quickly
o . A template is a formatted document that contains placeholder text

* You replace the placeholder text with your own text and save the file
with a new filename

 Word includes templates for resumes, letters, reports, brochures,
and other types of documents

v
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Use a document template

Wt

Click to open an

existing document New
‘ Search for a template
/ p
Types of templates 6 Title o
. available with an
Internet connection T
= ake a
i tour
Click to create a new |
blank document coma o Werd —
. Title “U(’
EEEEEn EEEEEn

g e

My denbapeng

{

o S Dnare

? - x
Y o b

Your templates may differ




TECHMB& Create and save a file

To store a document permanently, you must save it as a file

 When you save a file you give it a name, called a filename, and
indicate the location to store the file

* Saving a file allows you to close the file and open it later for editing
or printing




TECHMB& Create and save a file: The File tab

Save to your
© Save As .
OneDrive account
Gﬁ Home
1" [ Documents
Recent |
Bl € = [Ivoce #1 My 1 May 15 ,l
= Open Personal [Word Document (*.docX) v‘ W\
. OneDrive - Personal :
Info ‘ D New Folder ‘
S Dinerloction: e Choose the file format here.
E@ This PC For example, you can choose
Save As
@ g 2 ) to save as a pdf rather than a
a Flace 9
Save as Adobe (] Arcais Word Document (.docx) file
PDF
[~ Browse
Print / E] Custom Office Templates 8/14/2020 12:36 PM
Click here to browse Click here to save to
your files and choose your computer or

a save location alternate storage device



TECHMB Save As vs. Save

Save As:
@ - Save new version of the
current file with new name
o You can choose where to
save the file

® * Original file remains intact

Save (ctrl + s):

Save changes to a file that has
already been saved previously
(overwrites original)

If you create a new file and try to
“Save” you will be asked to “Save
As” so you can name the file and

choose where to save it



TECHMB ::32 Using “Browse” in Open and Save As

If you click “Browse” in either Open (ctrl + O)
or Save As menus, a file browser will open

“Open’ file browser

* T b v Ofce » UmtA

Organce »
) A Newe
L Bromher
b C98 downboes

Q7 0Nt A

Available files
in this folder

Your location may vary  Open button list arrow

Open button

\lmﬁu
Toss ~ TN Open

“Save as” file browser

T b= Ofue » U
- \
il

MNerwe

o wnns Your location
may vary
Save as type
e New filename list arrow

[ NPT v < / >
Fie name  OF A-Budget for Corporate Meeting -
Seve aitype  Bacel Werkhook
Tog .

Loy Baisbe™ Redeyy

[T Sove Thambned



TECHMB&' Exploring Word

The Word program window opens and displays a

P blank document in Print Layout view

[LIEERCE es—— e -8 X
FILE tab A.b e e e e s e “— Title bar . S . . ) . .,
e CE ) W etV bl el o e froirig—glpwngoere ““f "\ B oy You can adjust the "View
< = ; : - ; Microsoft -
. Ribbon |- Quick Access / T Office Word to change how the
toolbar Group Horizontal ruler Help button o
beam sinter = document is displayed on
-beam pointer |
" Insertion point \ .
Seroll bok your screen.
Document _|—» . .
‘ window ¢ Print View (default)
Vertical ___ "\ *  Read mode
ruler Vertical
Scroll arrow ~_ scroll bar * Web Layout

Status
bar w

. View buttons Zoom slider  Zoom level




TECHMB& Mouse pointers in word

. * The insertion point indicates where text appears when you type
* The mouse pointer changes shape depending on its location in
O the Word program window

* Each pointer is used for a different purpose

Tk




TECHMB& Mouse pointers in word

‘ I-beam pointer

Click and Type
rointers, including
eft-align and
center-align

. Selection pointer

Right-pointing
arrow pointer

‘ Hand pointer

Hide white
space pointer

Show white
space pointer

pointer

57

oA

r

0 G

+|+

use to

Move the insertion point in a document or to select text

Move the insertion point to a blank area of a document in Print Layout or

Web Layout view; double-clicking with a Click and Type pointer automatically applies the
paragraph formatting (alignment and indentation) required to position text or a graphic
at that location in the document

Click a button or other element of the Word program window; appears when you point to
elements of the Word program window

Select a line or lines of text; appears when you point to the left edge of a line of text in the
document window

Open a hyperlink; appears when you point to a hyperlink in a task pane or when you press
[Ctrl] and point to a hyperlink in a document

Hide the white space in the top and bottom margins of a document in Print Layout view

Show the white space in the top and bottom margins of a document in Print Layout view



TECHMB& Exploring Word

* At the top is the Ribbon—you can click on the tabs ("Home”, “Insert”,
O etc.) to switch to different Ribbons
* Each Ribbon contains different buttons and menus related to editing

and formatting documents

File Insert Design Layout References Mailings
P ~ - = =t These are your commands
X Cut Calibn (Body n A A A B s=vi=shi=e ¢ 9
P: 3 Copy ay .
aste . 2 A~ . - = - O
. *FomatPainter B T U e X: X' A A B H -




TECHMB& Exploring Word

* The title bar at the very top center displays the document names

O * |nthe File tab, you can manage and share documents:
» Create, open, save, and print a document

 Share a document

- * Rulers show margin, tab, and indent settings

FILE tab ", - - . AC = Title bar
— s A 4 -e s OO ey A aln db
"- » A » g -~ '
Ribbon Quick Access / T

toolbar Group Horizontal ruler




TECHMB& Exploring Word

* Status bar shows page information, the location of the insertion
o point, and the on/off status of several Word features

* Status bar includes:
. * View buttons

« /oom level button and Zoom slider

® * Page number and which page you're on

Vertical

ruler Vertical

scroll bar

Zoom slider  Zoom leve

iew buttons




Quest-Specialty Travel§
|

TECHMB:::  Select text

You can select text to delete, edit, format, or copy/cutit. .. . =5

o March 11, 20104

© Marketing Meetrgd

Here are some methods for selecting text: -
to select use the pointer to
. Any amount of text Drag over the text
A word Double-click the word
A line of text Move the pointer to the left of the line, then dlick
A sentence Press and hold [Ctrl], then click the sentence
‘ A paragraph Triple-click the paragraph or double-click with the pointer to the left of the paragraph
A large block of text Click at the beginning of the selection, press and hold [Shift], then click at the end of the
selection
Multiple nonconsecutive selections Select the first selection, then press and hold [Ctrl] as you select each additional selection
An entire document Triple-click with the pointer to the left of any text; press [Ctr][A]; or click the Select button

in the Editing group on the HOME tab, and then click Select All




TECHMB::: Copy and paste: Activity

* Begin a new document by typing in a blank
O document in the document window
* Try using the Cut and Copy functions: select
O some text and either right-click or use Ctrl + C
(copy) or Ctrl + X (cut)
* Paste by using Ctrl + V or right-clicking. There
are special paste options you might find useful
* You can copy text from anywhere, such as a web

browser or a different document

The right-click
menu in Word:

N A.Jv

F)

Calibri (Body) ~ |11 ~
B I U?3¥- A~

i =,

1— =
v :— « Styles



TECHMB:::  The Clipboard

AutoSave

File Home Insert

e

The Clipboard:

o « Stores up to 24 items Paste
v <§Format Painter
« (Can store text and/or images < Clipboard 5D
O * |tems can be cut or copied from any Office program

* |tems on the Office Clipboard can be viewed: under the Home
O tab click the little arrow next to “Clipboard”
* The last item collected is stored on both the Office Clipboard
and the system Clipboard




TECHMB& Copying items between documents

* Open both Word documents
O « Cut or copy text from one document

*  Switch to the other document
O * Paste the text into the second document

* Use “Arrange All” or “View Side by Side” in the Window group on the
o View tab to display both documents at the same time

View Help Acrobat
' [E] One Page +I j E ks
- Multiple Pages ] |}
00% . ] New Arrange Split

«- Page Width Window Al

. Zoom

s s
Window




Paste options

Paste options allow you to change the formatting pasted text.
For example, you can “keep text only” or “keep source formatting”

TECHMB 3tz

Paste options button after
you have pasted text:

Paste options in the
right-click menu:
Calibri Bod v[11 /A" A" *3 <§ Ay~ i
=S| | *  Paste options allow you to change the formatting pasted text.
Paste Options:
ardrn

. B I U¥-~ A":
Set Default Paste...

F‘D Paste Options:

LB RA

=q Paragraph...
/® Search
Synonyms >
5% Translate
@ Link
ﬂ New Comment




TECHMB

Keyboard shortcuts

Besides copy, cut, and paste, there are several useful keyboard

shortcuts that work in many different text fields and applications

Ctrl + X to cut text to the Clipboard

Ctrl + C to copy text to the Clipboard

Ctrl + V to paste text from the Clipboard

Ctrl + A to select all text in the document

Ctrl + S to save the document (or Save As if the document is

being saved for the first time)



TECHMB:: Undo and Redo

O Woops! Say you accidentally deleted all the text in your document
or copied text into the wrong place.

* Use Undo (Ctrl + Z) to revert your last action

® * Use Redo (Ctrl +Y) if you mistakenly Undo something
. AutoSave E| z) v Q’ v

File Home Insert Draw Design Layout

ﬁ E‘D Calibri Body) ~| 11 ~ A",

Paste
v 5 Format Painter

. Clipboard (5] Font

B I U~ a x, X A
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formatting options

The mini toolbar for selected text

The mini toolbar includes frequently used text and paragraph

Try selecting some text to make the mini toolbar appear

. B HS O:- Documentl - Microsoft Word
HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  ADD-INS
4 % [CalioiBod <[l | A A Aa- B E.EEe =i A9
D gy &= i @ody) ~| N @ == z AaBbCCDC AaBbCcDc AaB|
Paste ¢ BIU-dxx,x A-Z-A-B=== & 7 Normal = TNo Spac.. Headi
Clipboard Font = Parag Styles

Three Rings for the Elven-kings under the
Seven for the Dwarf-lords in halls of stone,
Nine for Mortal Men, doomed to die,

One for the Dark Lord on his dark throne

Calibri (Body) ~|11 ~| A" A" &

B I UW-~A-~:i=-~i=-~ Styles

s
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Iu-
[
Iz
o
=2

Calibri (Body) ~

=
—_—

@ @ B

The mini toolbar for selected text

L3

use to
Change the font of text

Change the font size of text
Make text larger
Make text smaller

Copy the formats applied to selected
text to other text

Apply a style to text

Calibri (Body) ~(11 ~| A" A" o Ag-
E
B I U%~-A-~:-~ic

. St','ic:

button
B

L}

M
B2
A

use to
Apply bold to text

Italicize text

Underline text

Apply colored highlighting to text
Change the color of text

Apply bullets to paragraphs

Apply numbering to paragraphs



TECHMB& Navigate a document

 There are many ways to zoom in or out
® * Enlarge document for a close-up view
* Reduce document for an overview of the layout
* Use tools in the zoom group on the View tab, or the zoom slider

on the bottom right. You can also ctrl + scroll-up to zoom in and

ctrl + scroll-down to zoom out

AutoSave Document1 - Word

File Home Insert Draw Design Layout References Mailings Review Vlew Help Acrop
l:_|—|| [=] Outline l | IE Ruler C)\ I—_B| E] One Page
- E] Draft S <])) e Gridlines EE Multiple Pages
Read | Print Focus Immersive | |Vertical| Side - Zoom 100%
Mode |Layout Layout Reader to Side Navigation Pane L1 Page Width

Views Immersive Page Movement Show



TECHMB& Find and replace text

* Use Ctrl + F or View tab > Show > Navigation Pane to search your

document for text

* You can use the Replace function (Home tab > Editing > Replace) to

have Word search the document for text and replace it with any text

Replace only exact
matches of upper- Replace witn
case and lowercase
‘ characters e ) Concet Find words that
Search Optioms i sound like the Find
fowey |0 I what text
Findonly | e I Metch peefy

> 7 g whole mords oedy | Mageh sutfe

complete words use wascan
/ e Enghsh) | ignore punctuation charactery
I3 ¥l yord forms Inghsh) | ignore yhvte space characters

Use wildcards (*) /
in a search string nepce

Find and replace

. B all forms of a word
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In the navigation pane you can click on headers to navigate through the

The navigation pane

document, similar to a table of contents. You can also search for text

B HS O: WO B-Lecture PR.gexs - Wond T® - 5 X
HOME INSERT DESGN PAGE LAYOUT FEFEFENCES MALINGS. FEVIEW ViEW Your Name 08 - n
> % C . P - Nres -
ﬂ(::' Catioe Ju AN A W ELEL. @ oS AaBbC AmBbced AQD assbccr actnceo asmen — | ,:'
g ASSDOD] AsRCDX =i .
e e romnpuntey BT M wmx x B-¥- A EF3 W O TNowsal | THoSpac. Heading Heafing2  Take Sutatie  SubticEm_  Emphame % Setet=
Crorord fort . Peagoon Sopes o -
- L} 1 s .
Navigation vX L
. Macheon \ Navigation Bridget Surette to Speak in QST’s Travel Lecture Series
. pane
rewst )=

MEADNGS

SAN DIEGO — The inagural event in Quest Specialty Travel's new Travel Lecture Series willl festure
acclaimed Canadian travel writer Bridget Surette, author of more than fifteen books and innumerable

- . seal'Ch travel essays. Surette will present slides and speak on her recent adventures rafting the headwaters of
N 15 the B3t event in & Moy ’
Mancheon seces that wil besnse the Amazon River in Peru.
presmtsion by o noted text box
The event will be held October 12 at 12:30 p.m. in the historic Globe Theatre on F Street in San Diego’s
Gaslamp Quarter. San Diego Union-Tribune travel editor Grant Hatton will introduce the speaker.
. . h u This is the first event in a monthly series that will festure a presentation by & noted
USt Snows ea(:h international travel expert. Each will showcase a different comer of the world, giving viewers
match and its a glimpse into the heart of

surrounding text

ic locales. Our speaker list for the 2016 Travel Lecture season includes

, African wildlife biclogist Erica Stone, travel filen producer Nancy Bellman,
s Newby, adventurer Jennifer Chi, filmmaker Marta Santiago, and travel writer
schedule is available on the QST Web site at www.questspecialtytravel com.

bers and S8 for bers. A one-year membership 1o the series is $10
individual or $15 for two people residing ot the same address, Tickets can be purchased st QST or
at www . questspecialtytravel.com/events.mml, Ticket prices inchude hunch,

Found text is
highlighted and
selected




TECHMB& Spelling and grammar checker

* Flags possible mistakes (misspelled words, grammar errors) and

suggests corrections
* Not all flagged errors are incorrect (e.g., names)

* Click Ignore All or Ignore Once so Word does not flag the word

® * You still need to proofread your documents carefully for errors

. This is a speling error.

This is a grammar error
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Spelling and grammar checker

@ HS WO B-Lectuse PR.decx - Ward T ® - & x
HOME  INSERT  DESGN  PAGELAYOUT  REFERENCES  MALNGS  REVEW  ViEw Word identified Vour Name 36 + [}
T ABC o O S — 0§ igentitie o
v B[O 3§ R 00 " 7 Saeves | asmisspelled < Leaves all occurrences of
o T e || TS et o I N et Chanegen+ [ Revingtunn < . the word unchanged
Paorin Langusje Commerts Tracking Changes Compare Poteat ~
. &l : : : R Ignores this Spelling l - x
ccurrence of the word inagural

Quest Specialty Travel Press neiease

340 West Market Street o San Diego, CA 92101 @ Tel: 619-555-1223 @ Fax: 619-555-0937 @ wr B e & . —’—__,
Suggested correction —

For Immediate Reldease

Changes the

619-555-1223

Bridget Sufette to Speak in QST's Travel Lecture Series

SAN DIEGO ~ The event in Quest Specialty Travel's new Travel Lecture Series will feature

acclaimed Canadian travel writer Bridget Surette, author of more than fifteen books and innumerable

travel essays. Surette will present slides and speak on her recent adventures rafting the headwaters of
- the Amazon River in Peru,

The event will be hedd October 12 at 12:30 p.m. in the historic Globe Theatre on F Street in San Diego's
Gaslamp Quarter, San Diego Union- Tribune travel editor Grant Hatton will introduce the speaker,

September 19, 2016 e misspelled word to ————————3= 0w Cunsess
— Word identified the selected suggestion 4
Your Mam as misspelled inaugur

Click to hear the
word pronounced

lgnare Ignore M1 hat

Adds the word to the
Word dictionary

« fint
Wond currently doednot have & dctonary
nitabied for [nghuh fUnted Stated). To see
delrmtone

Get 2 Dctiorary

Changes all occurrences
of the misspelled word to
the suggested correction

(agnh (Uraed e
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AutoSave i & Document1 - Word £ Search
Home Insert Draw Design Layout References Mailings Review View Help Acrobat
= A)) [b, ek A7|. [} Japanese Consistency Checker +:] w S =l
= [
123 ax
esaurus Word Read Check Translate Language New
Count Aloud | Accessibility v \7 v Comment
Proofing Speech | Accessibility Language Comments

Spelling and grammer checker

This is a speling error

This is a speling error

-

Show
Comments

|j2, B Simple Markup |~

[®) Show Markup ~
Track —
| | Changes~ [E]Reviewing Pane ~

Tracking 5

[2 Previous
B Next

Accept Reject

Changes

Al
14 Share 2 Comments
EH [a| £ | G
Compare Restrict Hide Resume
N/ Editing Ink ~ Assistant
Compare Protect Ink Resume
Editor A
[ 2 Remaining - Spelling { >
Spelling

Not in Dictionary
This is a speling error
<)

Suggestions

spelling
meaning, bringing, predicting

spieling

Read Aloud

jabbering, pitching, pratt

spilling

falling, dropping, drippin

AdETS AutoCorrect
Ignore Once

Ignore All

Add to Dictionary

English (United States)
{é} Settings



TECHMB& Spelling and grammer checker

Right click a spelling or grammar error to see

suggestions for correcting it

eak our efforts to establish long, trusting relationships. Our body language
credibility to what we say, or it can contradict our words. Understanding
as well as being able to read the signals that your clients send, is an

ughout our lives. What is your bc * * " tyou? Find out
rapport
‘ report
raptor
ou will be able to: rapports
of body language to improve co Ignore All
t of space in a conversation Add to Dictionary
ies of body language from arang ‘ace, hands,
‘ e ) Hyperlink
tching techniques to build r: 7 New Comment

‘idence
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Questions? 33




