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Word Basics

Learn document creation and formatting in
Microsoft Word 2016.
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TUTORIALS
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By the end of class, students will:

* Be familiar with the Word 2016 interface.
* Be able to create and save a document.
 Be able to export a document to PDF.

 Know some basic formatting.
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Click on icon to open Word

? - O X
WO rd Search for online templates O Sign in to get the most out of Office
Suggested searches:  Business  Cards  Flyers Learn more
Letters  Education  Resumes and Cover Letters
Recent Holiday
Today |
InstructorNotes
Desktop » Kindra's Stuff » Com.
Word 2010 - Basic Exerdi...
Z » Computer Clas: Take atour

NANOWRIMO
Desktop = Kindra's Stuff » NaNo..,

NaNoWriMo_Events _)
Desktop » Kindra's Stuff

emergency call sheet und.. Blank document Welcome to Word 2016
X » Kindea

Yesterday
n Word 2010 - Basic Aa

Z: » Computer Classes » Word...

(@# Open Other Documents
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Quick Access Toolbar

Document2 - Word

Home Insert Design Layout References Mailings Review i ¥ Tell me what you want to do Sign in Q_ Share

T .. T ——— | P Find ~
[ o, ||Calibri Body) ~|11 ~| A" A" | Aa~ | Re = -i=-%z- &322 T |apncend] asbeene AaBbC :
. o ~ 23 Replace
Ribbon Pate o BT U-axx,x A-¥-A-B=== -8 -5 [ INomal |TNoSpac. Headingl 5| N oo\
- o 2 - S
Clipboard Font (7] Paragraph (] Styles F} Editing ~

__Document
pane




Layout

Insert Design

~- A A Aa~

s, W

N Calibri (Body) ~ |11
Paste‘. B I U-vaex, x> A-~3¥.
Clipboard Font

Insertion Point —
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Document2 - Word .’\ PUBLIC LIBRARY
References Mailings Review View eacidj
b |i=. == == 8| 0 | y AP Find ~ CONNECT
@ | = = |2 AaBbCcDc: AaBbCeDe AaBhC( 8. peolace TO CURIOSITY
....... = bt ok - .
ArEB===1=- D Ey T Normal | TNoSpac.. Headingl ||| | cojarye www.poudrelibraries.org
Paragraph ra Styles 1 Editing ~

Blinkingline. Letters will appear here when you type.

Try it out!
Type a few sentences to start your document.



Backstage View

Info

»

Protect

Check for
bssues ~

Manage

Document *

Document ~

IrstructerNotes - Word

InstructorNotes
Desktop » Kindra's Stuff » Computer Classes » WordBasics

Protect Document
Conttrol what types of changes people can make to this document.

Inspect Document
Before publisiieg ths fille, be aware that £ containg:
' Document propesties and author’s name

Manage Document
Check in, check out, and recover unsaved changes.
) There are no ursaved changes.

Properties -
Size

Pages

Words

Total Ediing Time
Tithe

Tags

Comments

Related Dates
Last Modified
Crested

Last Printed

Related People
Author

Last Modied By

12768

176
45 Minutes
Add & tithe

Add 3 tag

Add comments

Todsy, 253 PM
Today, 251 PM

®

lf % MRefDesk

Add an ssthor

A MRefDesk

/

Related Documents

Open File Location

Show All Properties
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Clickingon

"File" will bring
you to the

Backstage View.
Find options for
printing, saving,
and more here.



Saving Documents o
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Info

Save InstructorNotes
Desktop » Kindra's Stuff » Computer Classes » WordBasics
chan ges\> Protect Document Properties -
.4’ Control what types of changes people can make to this document. Size 12.7KB
Protect
Document ~ kages 1
Words 176
Total Editing Time 46 Minutes
1 Title Add a title
. Inspect Document '
@ e EAe . A Tags Add atag
I rst a Ve Before publishing this file, be aware that it contains: e . A .
Check for Document properties and author's name omments fad comments
Issues ~
K b d Related Dates
ey oa r Last Modified Today, 2:58 PM
Shortc ut ’_lj Manage Document Created Today, 2:51 PM
Becultue Q Check in, check out, and recover unsaved changes. Last Printed
) Manage ¥ There are no unsaved changes.
Ct rI + S = S ave Options Document ~
Related People
Author

. MRefDesk

Add an author
Last Modified By "

M| MRefDesk

Try it OUt! Related Documents
Click on Save As, name your document and save it T Bl
to the Desktop.

Show All Properties




PDF Files

PDFs are useful for file sharing because

they are:
* Locked for editing
* Otherusers who open the document will
not be able to make changes to it.
e Easy to email
* Exporting to PDF reduces the file's size
making it compatible with email size
requirements.
* Easy toview
* Free PDFviewers, including most web
browsers, make the files easy to open
without proprietary software.
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For more information on PDFs, visit GCF Learn Free's page "What is a PDF File?"
https://edu.gcfglobal.org/en/basic-computer-skills/what-is-a-pdf-file/1/



https://edu.gcfglobal.org/en/basic-computer-skills/what-is-a-pdf-file/1/
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Document? - Word

Export

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

I—‘ﬁ Create PDF/XPS Document

Content can't be easily changed

pﬁ' Change File Type Free viewers are available on the web
fe
Create
PDF/XPS

Account

Options

Try it out!
Click on Export to access the option to create a PDF. Export
your file to a PDF and save it to your Desktop.
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InstructorNotes - Word - (| x

Insert Design Layout References Mailings Review i Q ne what you want to do... Sign in Q,, Share

oy X = o
s : A x - | 2o | R = .
0 - Calibri (Body) ~ |11 A A Aa- fo i= AaBbCcDc AaBbCcDe AaBbCe

Paste « B I U~abex x* A~ WA B TNormal T NoSpac.. Heading1

-

Clipboard Font (e Paragraph P Styles

e Word Basics (Slide 1)
o Introduction/greeting
e Course Learning Outcomes (Slide 2)
o These are our goals for the class. There is some flexibility in this material so please ask

questions as we go. If you need me to repeat anything, please ask me to. If | am not
speaking loud enough or if | am speaking too fast, let me know that as well.
o So, what is Word? Microsoft Word 2016 is a word processing application that allows you

to create a variety of documents, including letters, resumes, invitations, and more.

Keyboard Shortcut
Ctrl + A = Select All
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InstructorNotes - Word = O

Layout References Mailings Review View Q Tell me what you want to do... Sign in ,Q,, Share
ibri . M| R - | o = .. =52 8 ‘ -] PFind ~
alibri (Body) 1 A A Aa @ = ez = €= 3= Zl L[| AaBbCcDc AaBbCcDe¢ Aa Bbc( . egc Replace
- Z v 3y, eEEsE== =, v By i =
I U ~abe X, X AR A = === = Q ‘ TNormal T NoSpac.. Headingl = [} Shlacks
Font [+ Paragraph P Styles [ Editing ~

Keyboard Shortcuts
Ctrl + C=Copy Ctrl +X=Cut Ctrl + P = Paste

e Word Basics (Slide 1)
o Introduction/greeting
e Course Learning Outcomes (Slide 2)

o These are our goals for the class. There is some flexibility in this material so please ask
questions as we go. If you need me to repeat anything, please ask me to. If | am not
speaking loud enough or if | am speaking too fast, let me know that as well.

o So, what is Word? Microsoft Word 2016 is a word processing application that allows you
to create a variety of documents, including letters, resumes, invitations, and more.

Try it out!
Copy and paste text from the River's Mouth Blog into your
document.
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Formatting Text

InstructorNotes - Word

insert Design Laycut References Mailings Review View
o ibri R - . - (== 1-] | PFind -
B Ko atir Body) ~|11 < A A | Aa- | PN - 55, (== |8l @ AaBbCcDc AaBbCcDe AaBbC
B v EQC Replace
Paste B I U-~-aex, x* A-~3. A - ==r=lliit=c - TNormal TNoSpac.. Headingl =+ N Select >
v L 2
Clipboard Font (7 Paragraph P Styles ] Editing

e Word Basics (Slide 1)
o Introduction/greeting
e Course Learning Outcomes (Slide 2)

o These are our goals for the class. There is some flexibility in this material so please ask
questions as we go. If you need me to repeat anything, please ask me to. If | am not
speaking loud enough or if | am speaking too fast, let me know that as well.

o So, what is Word? Microsoft Word 2016 is a word processing application that allows you
to create a variety of documents, including letters, resumes, invitations, and more.

Keyboard Shortcuts
Ctrl + B=Bold Ctrl +1=1/talics Ctrl + U= Underline
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Read.

Dream.

Dream.

Before S h a re | After
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InstructorNotes - Word

Insert Design Layout Refererces Mailings Review
o — S e e e P Find ~
0 g‘> Calibri (Body) ~|11 ~ A" A |Aa- e B=w:= - 5=+ €32 | 7| T Mepbcede AaBbCeDe AaBbC« ab
El v | Zac Replace
Paste — z valr WA, EE=E= 1=, v By J i -
= ¢ B I U~abex x AR 4 B= == | = K./ WNormal T No Spac... Heading1 % ¥ Select~
Clipboard Font Paragraph g Styles ] Editing ~

Word Basics (Slide 1)
o Introduction/greeting

Course Learning OQutcomes (Slide 2)
These are our goals for the class. There is some flexibility in this material so please ask

questions as we go. If you need me to repeat anything, please ask me to. If | am not
speaking loud enough or if | am speaking too fast, let me know that as well.
So, what is Word? Microsoft Word 2016 is a word processing application that allows you

Try it out!

Select the text in your document and try aligning it to
the right or center. Then, change the line spacing.

o
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Bulleted List
Numbered List
Store List 4
3= A Agenda
= Il Al . Milk
1. Welcome
[ ] EEEE
Q e 2. Introductions
v b = « Bread
- . 3. lcebreaker
* Spinach )
e Tomatoes 4, Presentation
Fa 5. Closing

«  (Quinoa

Try it out!
Use the numbered or bulleted list options. Try
changing the style of bullets or numbers.



Let's

Louise Penny’s Chief Inspector Gamache Series

still Life (2005)
Dead Cold {2006) aka A Fatal Grace

The Cruellest Month (2007) aka The Cruelest Month

The Murder Stone (2008) aka A Rule Against Murder
The Brutal Telling (2009)
Bury Your Dead (2010)

A Trick of the Light (2011)
The Beautiful Mystery (2012)
How the Light Gets In (2013)
The Long Way Home (2014) Befo re
The Nature of the Beast (2015)
A Great Reckoning (2016)
Glass Houses (2017)

Kingdom of the Blind (2018)

A Better Man (2019)

All the Devils Are Here (2020)

The Madness of Crowds (2021)

Practice

Louise Penny’s Chief Inspector Gamache Series

1. Still Life (2005)

2. Dead Cold (2006) aka A Fatal Grace

3. The Cruellest Month (2007) aka The Cruelest Month
4. The Murder Stone (2008) aka A Rule Against Murder
5. The Brutal Telling (2009)

6. Bury Your Dead (2010)

7. ATrick of the Light (2011)

8. The Beautiful Mystery (2012)

9. How the Light Gets In (2013)

10. The Long Way Home (2014) Aft er
11. The Nature of the Beast (2015)

12. A Great Reckoning (2016)

13. Glass Houses (2017)

14. Kingdom of the Blind (2018)

15. A Better Man (2019)

16. All the Devils Are Here (2020)

17. The Madness of Crowds (2021)
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The Review tab has toolsto help with editing your document. Try out the
Spelling and Grammar feature to see suggestions for changes.

) BE - 0 x

Home Insert Design Layout References Mailings i Olenna Mason £, Share

ABC ] ABC Y ('ﬁ‘.--. + I:B‘
TR A =
Spelling & Thegaurus Word Smart = Translate Language New  Delete Previous MNext Show Block  Restrict

Grammar Count  Lookup = = Comment Comments Authors - Editing

E nofing Insights Language Comments Protect ~
Spelling v X

Resoucres

3 ] lgnaore lgnore All Add
Microsoft Word ot

Resources

Resource's

o Spelling and grammar check is complete. Recources’

Change Change All




Let's Practice

Menu

Enchilada Quinoa Bake
Penne Rosa
Colordo Burger

Vegetable Medley

Kid's Menu

Pizza

Mac n’ cheese

Chicken nuggets

Before

Menu

Enchilada Quinca Bake
Penne Rosa
Colorado Burger

Vegetable Medley

Kid's Menu

Pizza
Mac n' cheese

Chicken nuggets
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After
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The Library - Librarians, books, databases, computer classes
Poudrelibraries.org- Access to online tutorials and databases

GCFLearnFree.org - Free, high quality, innovative online learning for
technology including courses on web browsers and social media

TechBoomers - Online articles and courses for learning how to use
technology and apps

LearnMyWay.com - Step-by-step courses for building computer skills

LinkedIn Learning — Video courses including many different
computer programs and career skills

DigitalLearn.org- Free online technology courses including
introductory courses on YouTube and Google Maps
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Computer/Technology Class Evaluation 2021

Thank you for taking a Computer/Technology class from
Poudre River Public Library District.

Please help us by answering this 7 question survey.

* 1. Name of today's class:

* 2. How did you hear about today's class?

A
v

* https://www.surveymonkey.com/r/2
021PRPLD



https://www.surveymonkey.com/r/2021PRPLD

A\ POUDRE RIVER
Z= PUBLIC LIBRARY

DISTRICT

CONNECT
TO CURIOSITY

www.poudrelibraries.org



Text

A POUDRE RIVER
2= PUBLIC LIBRARY

DISTRICT

CANNECT
TO CURIOSITY

www.poudrelibraries.org




