
Computer  Applications 
─────────────────────── 

Word  Processing 



Word  Processing 
• Create – edit – save – print document 

• Create 
Single and multiple-page documents 

Title page – Contents – Body – Reference 

• Edit 
Decide margins – header/footer – page numbers 

Center title – align text – line spacing – page break 

Format bulleted / numbered lists – use Spell check 

• Save 
Flash drive – hard drive – cloud service 

Word.docx – PDF file – plain text 
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Online  Curriculum 
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Online  Curriculum 
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Online  Handouts 
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Computer  Applications 
─────────────────────── 

Word  Processing 



Open  Word 
• Start Menu – select Microsoft Word 
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Ribbon 
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1. Tabs 

2. Groups 

3. Commands 
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Quick  Access  Toolbar 
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1. Customized shortcuts to your 

frequently-used commands 

2. Optional toolbar – not needed 

3. Home tab can be used instead 
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Tabs 
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1. Tabs are activity areas 

2. Most used commands at left 

to increase production - Home 

3. Least used toward right 

http://webclass.org/


Commands 
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1. Box or menu displayed 

2. Most used commands at left 

3. Least used commands at right 

4. Home tab commands used 98% 
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Computer  Applications 
─────────────────────── 

Quick  Access 
Toolbar 



Open  Word 
• Start Menu – select Microsoft Word 
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Quick  Access  Toolbar 

Left-click on 

small arrow 
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Quick  Access  Toolbar 

More Commands 
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Quick  Access  Toolbar 

Use pull-down menu 

Select  All Commands 
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Quick  Access  Toolbar 

See next slide for 

commands to add 
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New  

Open   Close 

Save   Save As 

Print Preview   Line spacing 

Spelling   Margins 

    Print ─ File Print 

    

Quick  Access  Toolbar 
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Open  Document 



Open  Word 
• Start Menu – select Microsoft Word 
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New  Document 
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Open  Previous  Document 
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File > Open > select Recent Document 
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Open  Previous  Document 
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Click Open folder icon on 
Quick Access Toolbar 
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Computer  Applications 
─────────────────────── 

Edit  Document 



Open  Word 
• Start Menu – select Microsoft Word 
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Align  Text  Left 
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Also called 

left justify 
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Align  Text  Center 
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Also called 

center  or 

center align 
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Align  Text  Right 
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Also called 

right align or 

right justify 
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Align  Text  Justified 
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Also called justify 

margins – even left 

and right margins 
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Font  Type 
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Font type 

font type 

font type 

Best choices are Arial – Calibri – Verdana 
Default – Calibri 
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Font  Size 
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Font size 

font size 

font size 

Best choices are sizes 10-11-12 
Default – Calibri 12 pt 
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Font  Color 
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font color 

font color 

Font color 

Best choices are black – gray 
Default – Calibri 12 pt  Black 
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Line – Paragraph  Spacing 
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Margins 
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Page  Numbers 
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• Top of page (upper right corner) 

• Bottom of page (lower right corner) 
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Show – Hide  Option 

Mr. Nelson – Computer Applications and Keyboarding – http://webclass.org 

 

36 

Notice the symbol ∙ between each word and  ∙ ∙  following a period at 

the end of a sentence.  Each ∙ represents pressing the space bar. 
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Spell  Check 
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Tab  Stops 
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Tab stops preset 

for every 5 spaces 

by default 
5-space 

paragraph 

indention 
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Tab  Stops 
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7-space 

paragraph 

indention 

On Ruler line: 
• Left-click at desired location 

for tab stop 

• “L” will appear indicating a 

tab stop 

• Press Tab key – cursor will 

stop at tab for typing data 
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View – Print  Layout 
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Default 
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View – Ruler 
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View – Outline 
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View – Draft 
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Computer  Applications 
─────────────────────── 

Save  Document 



Save  using  OneDrive 
• Select File – Save As 
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• Select File – Save As      Quick-Access Toolbar 

Save  using  OneDrive 
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Save  using  OneDrive 

Mr. Nelson – Computer Applications and Keyboarding – http://webclass.org 

 

47 

Create filename 
• Your initials 

• Hyphen (-) 

• Lab lesson number 
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Save  using  OneDrive 
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Create filename 
• Your initials 

• Hyphen (-) 

• Lab lesson number 
 

http://webclass.org/


Computer  Applications 
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Word  Processing 


