p
Section 5: Learn More About Microsoft Word

\

\

Create a Folder
Highlight/ Select Text
Cut, Copy, Paste
Format Text

Insert a Picture

: Highlight/ Select-

i choose

76



Create a Folder

The way to organize our files is by using folders. These are like folders in
your physical file cabinet.

Folders can contain files or other folders (called subfolders). Folders and

files can be moved around, reorganized in your storage space and also
thrown out.

You can make folders in different places on the computer. If you are saving
to the hard drive, you can put your folder on the desktop.
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Create a Folder

1. Go to the desktop.

View
Sort By
Refresh

2. Right-click.

Paste

3. Choose New.

Paste Shertcut

Undo Copy Ctrl+Z

MVIDIA Control Panel

4. Choose Folder.
Folder
Shertcut

Mew

=

. |

B Personalize

4. Type a name for your folder.

Bitmap Image

Contact

Microsoft Office Word Document
Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
Text Document

Microsoft Office Excel Worksheet
Compressed (zipped) Folder

Briefcase
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Create a Folder

Internet
Explorer

e
(

~ . E-mail
L) Microsoft Office Outlook

Internet
Internet Explorer

— Documents
dr Welcome Center
Pictures

m Windows Media Player

Eﬁ Windows Photo Gallery

By
A Windows Anytime Upgrade
= =

Music

Games

Recent tems

88 Windows Live Messenger Download

ﬂ;;!\ Windows Calendar

g Windows Meeting Space

Computer
Network
Connect To

: / Calculator Control Panel

=
|!fr-.._.|5 Microsoft Office Werd 2007 Default Programs

» All Programs Help and Support

— p—p—

|Sfm1 Search ~ : o (] "

[ — 1]
I [By 6 section 5 revised - ...

3. Click on yourd
or flash drive.

You can also save to a disk or flash

button.

2. Click on Computer.

drive.

1. Go to the desktop and click on the Start

QQ ‘;-; » Computer »

= RECOVERY (D)

&< DVD/CD-RW Drive (E)) Audio CD
s Local Disk (F:)

CD Drive (H:) U3 System

@ Removable Disk (I)

2 Network

- Removable Disk (£}

-

|\ marketing

| _tech manual

/ ., JESSICA-PC Workgroup: LVN)
']
IEL&\

Processor: AMD Athlon(tm) 64 X2 Dual Core Processor 4000+
Memory: 2.00 GB
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Favorite Links Name Type B Total Size Free Space
E Documente Hard Disk Drives (3) A
B Fictures _ 05 _ RECOVERY (D)
B Music 168 GB free of 222 GB S 579 GB free o939 GB
More » Local Disk (F:)
-
|
Folders ~ | S 109 GE free ot 111 GE
B Desitop * | Devices with Removable Storage (3) o
I Adrin DVD/CD-RW Drive () Aud —~
|\ Public .Y 3? e () Audie CD Drive (H:) U3 System
iyt \) 0bytesfree of 5.57 MB
1% Computer ‘(,/ 0 bytes free of 0 bytes ~ WIS s ek L
& o5
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Create a Folder

4. Click on Organize.

5. Choose New Folder.

6. Type a name for your
folder.

MNew Folder

Cut

Copy
Paste
Undo

Redo
Select All

Layout
Folder and 5earch Options

Delete
Rename
Remove Properties

Properties

Close

Control Panel

£ Recycle Bin

Marme
, Documents
| GBCS
J Ivnj
J njall
| photos
) tavi invite_files

- 20080106014026C36F...

k= Jessica_sig_2
LaunchU3

] resume

] resume

@] sweet_pea_postcard

@tavi invite

T tavia invite

Date maodified

4/17/2007 4:10 PM
4/14/2007 9:35 PM
3/25/200912:32 PM
9/30/2008 2:36 PM
3/21/2008 4:06 PM
7/16/2008 9:07 PM
1/16/2008 12:18 PM
3/6/2009 10:34 PM
9/19,/2006 6:00 PM
2/11,/2008 9:01 AM
9/22/2008 10:36 AM
2/6/2008 10:12 AM
7/16/2008 9:07 PM
7/16/2008 8:02 PM

Type

File Folder

File Folder

File Folder

File Folder

File Folder

File Folder

Adobe Acrobat D...
JPEG Image
Application
Micrasoft Office ...
Microsoft Office ..
Microsoft Office P...
HTML Dacurment
Adobe Acrobat D...

Size

iﬂ_ v Computer » Removable Disk ) »

68 KB
21 KB
1,088 KB
25KB
13 KB
103 KB
20 KB
55 KB
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Highlight/Select Text

Use your mouse to select words that you want to make changes to.

[To select text, click in front of the first word.

Hold down on the mouse button and drag the mouse across the words you want to select.

It may be difficult at first to use your mouse to highlight. Here is another way
to do it.

1. Click at the beginning of the text you want to select.

2. Hold the Shiftkey down. While you are holding it, click at the end of the
last word you want to highlight.
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Cut, Copy, and Paste

This is how you can move writing from one part of the document to another.
Or, you can copy text and put it somewhere else in the document.

You can also use this to move information from one document to another.
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Cut, Copy, and Paste

To move text around a Word document:

1. Select (highlight) the text that you want to move.

@ = 1 ] Documentl - Microsoft Word =
_Im Insert Page Layout References Mailings Review View @

== = = e " 4 Find -
Eﬁ ;;Eomw Times NewRoman - (36 - [A° T[] [ - = - - 3 =447 |AaBbCcDc | AaBbCcDe AaBbCi AaBbCc AaB 4aBbec - M o ::nace
Fasic o Format Painter [B £ U -abe x, x Aa~|# - M === §| EC RN THaormal | TMo Spaci. Headingl  Heading 2 Title Subtitle - Change -
Clipboard {Fi

| Styles ~ h Select -
Font Fl Paragraph Fl Styles Fl Editing

How to make pasta

Fill a pot with water

Put pasta 1n the pot

Boil the water
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Cut, Copy, and Paste

The Clipboard is an area used to hold information
that you are moving around.

2. Click on Cut.

@ Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View @
& Cut . e s = im i— [z s=|(A - % 34 Find ~
&3 Copy M E |A A | |'— = ae ||g-_ g__=| ‘AaBchD(' AaBbCcDe AaBbCi AaBbCc Aa]j AaBbCc. 2 Replace
- waec
Pavste :jFulmat — | B 7 U - x, X h‘”ay ™ A s = = §| é - K TMormal | TMo Spaci.. Headingl  Heading 2 Title Subtitle = ‘;:;al::s!?f h Select -
Clipboard {Fi Font F Paragraph Fl Styles Fl Editing

How to make pasta

Fill a pot with water

Put pasta 1n the pot

Boil the water

Literacy Volunteers of New JerseyLog On and Learn: Learn More About Word 84



Cut, Copy, and Paste

4 N

When you click
on Cut, the words
you selected will
disappear.

They are now on
the clipboard.

- /
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