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How to open and save a new document?

To save a New document:

Go to “File” (at the top of your screen) and select “S ave As”. A new 
window will pop up:

• Click on the arrow for a drop down to appear

• Select “My documents”

• A list of folders and document will appear, scroll through it and you 
will find the folder you created for yourself

• Double click on your folder

• Enter a name for your document in the “File Name” box  and click on 
“Save”.

Drop down arrow
My Documents

Enter a name for your file

To open a New document:
• Click on the        icon or on this      icon if yo u are already in Word
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How to look for information on the internet?

• To get onto the internet, you must click on the ico n          .
In the address box, enter www.google.com (or www.yahooligans.com ) and click on “go”. 

Once in Google, enter the words of what you are loo king for, e.g. David Gray, puppies, 
Manchester United… and click on the                             icon.

How to Copy and Paste text onto Word?

•Select all the text you want to copy (you can selec t text by left clicking on your mouse and 
scrolling down) then right click the button on your  mouse and select “Copy” (or go to “Edit”
and “Copy)” . Go to your word document and right clic k the button on your mouse again but 
this time select “Paste” (or go to “Edit” and “Paste”); all the text you selected will appear on 
your sheet
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How to format text?
• You must first select the text you wish to format ( by left clicking your mouse and scrolling down). In  word, 

at the top of your screen you will see the followin g toolbar:

• The Paint Brush allows you to copy the layout of already formatted text. For example, if you want title 2 to 
be the same as title 1 below, select the first titl e, click on the Paint Brush icon and select the tit le you want 
to make the same.

• The Font Type changes the way the text appears a little like diff erent types of hand writings
• The Font Size displays text very small if you pick a small number  and very big if you pick a large number
• The Font Style will show the text as Bold (very thick letters) if you press on , in Italics (letters tilted to 

the right) if you press on         or Underlined if you press on         .
• The Text Position will place the selected text to the left        , c entre       or right       of the page. The text 

can also be spread evenly across the page by select ing the      button.
• The Text Colour can be changed by clicking on the        icon. The default colour is black but it can be 

changed by clicking on the down arrow; a selection of colours will be displayed.
Should you want more, click on “More Colours”.

Paint Brush Font Type Font Size Font Style Text Positio n Text colour

+: + =

Highlight the text you want 
to change the colour of, 
then click here



5

How to use Word Art?
• To use Word Art, click on the        icon (or go to  Insert, Picture, WordArt). A pop up 

such as the one shown here will appear, showing you  the different looks available. 
• Select the one you like and press OK.
• Enter the text that you want and click on OK. 

How to insert a picture from a file?
• First of all, make sure that the picture you want t o insert is saved in your folder. Click on “Insert” , select 

“Picture” and “From File”; a pop up will appear. Sel ect “My documents” then double click on your folder.  From 
that folder select the picture you want to insert a nd press “Insert”.

• For advise on how to save a picture from the intern et, see the Internet course. To insert a picture fr om ClipArt 
(Insert, Picture, ClipArt), see the Introduction co urse.

Click on the picture you want to insert

Click on “Insert” and you picture will appear on Wor d
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How to change the page to Landscape?

• Changing the page from Portrait to Landscape simply  means to turn it from a vertical position to a hor izontal 
one. This is done so that the content of your page fits better. To turn your page, go to “File”, “Page  Setup” as 
shown below left. A pop up will appear; in the orie ntation section, click on the landscape icon and “O K” (as 
shown below right). Your pages will have turned. Yo u can check by clicking on the        icon which zo oms out to 
give you an overview of the whole page. Press           when you have finished checking.

How can I learn to type well?

• The best way to learn to type is to use all ten fin gers, but it takes time and practise to learn. We r ecommend 
that you practise for 15 minutes once to twice a we ek on the suggested typing course below (see Intern et 
course for advise on logging on!).

www.goodtyping.com
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How can I insert page numbers?

How can I spell check my document?
• Spell checking your document is very easy. Go to “T ools” and “Spelling and Grammar”

A pop up appears such as the one below: 

• To inset the page numbers to your word document, go  to “Insert” and select “Page Numbers”
A pop up such as the one illustrated below will app ear. Select where you want the page 
numbers to appear on your page and click on “OK”.

Lets you choose where the page numbers 
appear; at the top or bottom of the page, on the 
left, middle or right.

Choose the correct word from the list 
below and then click on change

If the word is not incorrect, you click 
“ignore Once” so that the spell 
checker does not change your word

Once the spell check is done, the 
following message appears:


