MASTERING  WORD – AN INTERACTIVE, CRITICAL THINKING APPROACH
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   SKILL SET FOR MASTERING WORD  PROF.  AUCIELLO

(CHECK OFF SKILLS AS THEY ARE ACQUIRED)

	
	SKILL

	
	CHANGE THE DEFAULT FONT

	
	CREATE A TABLE

	
	USE POINTER TO RESIZE TABLES

	
	FILE:  OPEN NEW DOCUMENT

	
	SAVE DOC BY  ICON AND FILE MENU

	
	SAVE DOC BY SHORTCUT KEY 

	
	OPEN EXISTING DOCUMENT

	
	SAVE DOCUMENT BY ICON AND BY FILE MENU

	
	SAVE DOC IN DIFFERENT FORMAT (HTML, TEXT)  “SAVE AS”

	
	SET UP MARGINS

	
	USE LANDSCAPE MODE

	
	NUMBER LINES (AS IN LEGAL DOC)

	
	PRINT PREVIEW (ICON AND FROM MENU)

	
	PRINT PREVIEW BY SHORTCUT KEY

	
	PRINT THE TABLE OF FUNCTION KEYS – MAJOR IMPORTANT

(LEARN FUNCTION KEYS WITH  ALT, CTRL COMBINATIONS)

	
	2 WAYS TO EMAIL A DOCUMENT( ‘SEND TO ‘  / USING EMAIL AND ATTACHING IT)

	
	FAX A DOCUMENT

	
	UNDERSTAND THAT “PROPERTIES” DISPLAYS THE PROPERTIES SHEET FOR THE ACTIVE DOCUMENT.

	
	EDIT:   SHORTCUT KEY TO UNDO ACTION.

	
	DIFFERENCE BETWEEN CUTTING AND COPYING.

	
	PASTING

	
	SELECT-ALL

	
	HOW TO REPLACE CHARACTERS.

	
	REPLACE PARAGRAPH MARKS WITH  NULLS (ASK ABOUT THIS)

	
	GOTO (JUMP TO ANOTHER PAGE)

SHORTCUT KEY =

	
	UNDERSTAND NORMAL VIEW

	
	ONLINE LAYOUT  (TRY IT)

	
	PAGE LAYOUT

	
	TOOLBARS:   HOW TO SHOW AND HIDE

	
	SHORTCUT KEYS TO SHOW AND HIDE

	
	USE OF DOCUMENT MAP

	
	CREATE HEADER AND FOOTER.

	
	CREATE LETTERHEAD.

	
	INSERT GRAPHICS INTO LETTERHEAD.

	
	INSERT MENU:   INSERT BREAK (CREATE PAGE BREAK)

	
	USING CTRL-ENTER TO CREATE PAGE BREAK.

	
	FORMATS FOR DATE AND TIME.

	
	INSERT DATE LIKE THIS:  Saturday, July 22, 2000

	
	USE  SHIFT + <F1> KEY TO GET HELP.

	
	UNDERSTAND ‘AUTOTEXT’ AS ‘BOILERPLATE’ AND SHORTCUT TEXT.

	
	USE HELP KEY FOR INFORMATION ON AUTOTEXT AND ALL TOPICS.

	
	TOOLS: AUTOCORRECT OPTIONS (KNOW HOW TO CHANGE)

	
	UNDERSTAND ‘FIELDS’ AS ‘PLACEHOLDERS’ FOR DATA.   A FIELD IS AN AREA INTO WHICH CAN PLACE VARIABLE NAMES, AS IN  A DEAR CUSTOMER LETTER WHERE YOUR NAME IS INSERTED IN PLACE OF CUSTOMER.

	
	INSERT SYMBOL:  TO INSERT  UNICODE CHARACTER.

BUILT UP FROM THE 256 CHARACTER ASCII SET, UNICODE INCLUDES THOUSANDS OF INTERNATIONAL,  SCIENTIFIC, ENGINEERING, AND GRAPHIC CHARACTERS.

	
	HOW TO DELETE BLOCK.

	
	HOW TO INSERT AN   Ñ   (and ANY INTERNATIONAL CHARACTER)   

	
	HOW TO INSERT A  ‘COPYRIGHT’ SYMBOL.

	
	HOW TO USE THE ALTERNATE KEY TO INSERT INTERNATIONAL CHARACTERS.  (NUM LOCK OFF
)

	
	READ ABOUT ‘FOOTNOTE,  COMMENT,  CAPTION’  

	
	READ ‘INDEX AND TABLES’  

	
	INSERT PICTURES:  KNOW HOW TO INSERT PICTURES FROM FILES,  CLIPART, WORDART,  AUTOSHAPES (CHECK THIS OUT),  AND CHARTS (E.G., EXCEL).

	
	MAKE A TEXT BOX.

	
	INSERT A DOCUMENT  INTO AN EXISTING DOCUMENT.

	
	TOOLS:  AUTO-SAVING (BACKING UP) A FILE EVERY N MINUTES.   TOOLS – [image: image1.png]Shuitind



OPTIONS – SAVE – AUTORECOVERY-SAVE.

	
	

	

	
	INSERT OBJECT:   YOU CAN INSERT A MEDIA CLIP OR A MUSIC FILE (MIDI).   TRY THIS.  IT CAN BE DONE IN ON WORD 2000 WORKSTATIONS IN K-304.   (I CLICKED ON THE ICON, THEN LOADED AND PLAYED BACH’S BRANDENBURG CONCERTO #3.  NO KIDDING.  TALK ABOUT HOW INTERESTING WORD IS ....

	
	INSERT OBJECT:  MEDIA CLIP.  I JUST INSERTED AND PLAYED A 2.5 MB FILE OF THE SPACE SHUTTLE LANDING, USING MICROSOFT MEDIA PLAYER.  (CHECK OUT REAL PLAYER). 



	
	INSERT OBJECT:   USE  SOUND RECORDER TO PLAY A  .WAV  (SOUND) FILE.

	
	INSERT – OBJECT – HYPERLINK:  PUTS A WEB ADDRESS (http://auciello.tripod.com) in the docuument.   Clicking on address links to URL.   Alternatively you can just type in url  and WORD converts it to a hyperlink. 

	
	FORMAT – FONT – FONT – FONT STYLE – SIZE – COLOR.   GO FOR A COLORED FONT LIKE THIS.

	
	DEFAULT FONT:  MAKE IT YOUR DEFAULT FONT.  FIGURE THIS OUT.

	
	FORMAT-PARAGRAPH:   READ THIS.   FIGURE OUT WHAT WIDOWS/ORPHANS CONTROL IS.

	
	TIME TO TALK ABOUT ‘TEMPLATES’:  THIS IS A ‘STYLE SHEET’ THAT YOU CAN SET.  SETTINGS THAT YOU MAKE ARE SAVED IN ‘NORMAL.DOT’  (NORMAL TEMPLATE).  SO YOU CAN MAKE OTHER TEMPLATES FOR OTHER STYLES.  AND NORMAL.DOT WHICH IS THE DEFAULT WILL AUTOMATICALLY OPEN, AND PROVIDE THE ENVIRONMENTAL SETTINGS FOR YOU DOCUMENT.  RIGHT NOW, I HAVE BLUE FONT, AND I TURNED OFF TOOLS-AUTOCORRECT-AUTOFORMAT-AUTOMATIC NUMBERED LISTS (I LIKE TO NUMBER MY OWN LISTS).

1

2

(LIKE THIS, WHERE I CAN CONTROL THE NUMBERING.)

	
	FORMAT- COLUMNS:   THINK ABOUT NEWSPAPER COLUMNS.

	
	FORMAT-TABS:  SET TABS

	
	TEXT

	
	FORMAT-TEXT:  NOTE CAN CHANGE TEXT DIRECTION.

	
	CHANGE CASE:  READ THIS.

	
	FORMAT-AUTOFORMAT:  CAN CHANGE DOCUMENT SETTINGS (LIKE ‘TEMPLATE’).  REDUNDANT WITH TOOLS-AUTOCORRECT-AUTOFORMAT.

	
	FORMAT-STYLE GALLERY:  LET’S YOU PREVIEW A DOCUMENT USING DIFFERENT TEMPLATES.

	
	FORMAT-STYLE:  LET’S YOU APPLY DIFFERENT FONT STYLES AND PREVIEW THEM.    CAREFULLY READ THE DESCRIPTION OF THE SETTINGS – GOOD INFORMATION.

	
	BACKGROUND:  I  JUST CHANGED THE BACKGROUND COLOR TO YELLOW.

	
	TOOLS-SPELLING AND GRAMMAR:  RUN SPELLCHECK.  UNDERSTAND ITS  LIMITS.   

	
	TOOLS-LANGUAGE-THESAURUS:  A DICTIONARY OF SYNONYMS – EXTREMELY POWERFUL WRITING TOOL.

	
	WORD COUNT:  USEFUL WHEN LIMITED SPECIFIED NUMBER OF  WORDS.

	
	AUTOSUMMARY:   ALLOWS AN ABSTRACT OR EXECUTIVE SUMMARY OF DOCUMENT.

	
	TOOLS-AUTOCORRECT:  HAS AUTOCORRECT,  AUTOFORMAT AS YOU TYPE,  AUTOTEXT,   AND AUTOFORMAT TABS.    TRY THESE OPTIONS OUT.

	
	TRACKING CHANGES:   KEEPS LOG OF CHANGES.

	
	MERGE DOCUMENTS:   MERGES TRACKED CHANGES FROM THE ACTIVE DOCUMENT INTO A SPECIFIED DOCUMENT.  (ADVANCED FEATURE)

	
	PROTECT DOCUMENT:  ALLOWS PASSWORD PROTECTION FOR DOCUMENT.

	
	MAIL MERGE:  GIVEN TWO FILES:   A MAIN DOCUMENT WITH PLACES FOR NAMES AND ADDRESSES,  AND A NAME-AND-ADDRESS FILE,  IT SLAPS A N-&--A ON EACH DOCUMENT, AND CREATES BULK MAILING.

	
	ENVELOPES AND LABELS:  ALLOWS PRINTER TO HANDLES THESE SPECIAL FORMS.

	
	MACROS:   ENABLES RECORDING OF KEYSTROKES, AND USING VISUAL BASIC, IT ALLOWS PROGRAMMING.  SEE LESSON ON MACROS UNDER CIS 701 (auciello.tripod.com)

	
	TEMPLATES AND ADD-INS:   ALLOWS UPDATING, CHANGING, AND LOADING OF DIFFERENT TEMPLATES.

	
	CUSTOMIZING:  ENABLES  CREATING CUSTOM TOOLBARS.

	
	OPTIONS:  MASTER WINDOW WITH TABS THAT ALLOWS CHANGING OF ENVIRONMENT SETTINGS.
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