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Adjusting Mouse

* Mouse —Pointer Tab
— Button Tab +Size of the Pointer
« Double Click Speed — -
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Review Windows Explorer

* Right Click on Start Button

+ Create Directory - Folder
Class6

« Folders
— My Documents
— Program Files
* Creating Folders
* Renaming Files or Folders
* Copying Files or Folders
— Copy a Picture From CD to
Their Directory
— Copy a Picture to Their
Floppy Disk
* Moving Files or Folders




www.reliable-computer.com

e Senior Training
— Links to Web Sites
— Photo Gallery
— Training Report

« OnOur Favorites = {
« Our Web Site = - nﬁ"
» Sponsored by i

— South Boston Citizens
Association

« Slides on Site in PDR
Format
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View Menu

* Tool Bar

— Check
« Standard
« Formatting
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Edit Your Document

Cursor and Mouse Position
Insert Text
Cursor Point
« Control Insert or Overtype
« By toggling Insert Key
« Status shown on Status
Button
- OVR
— Mouse showing or not L) e
— Hard Return
 End of paragraph
— Soft Return
* Word Wrap
— Type Your Name
Insert Date




Format

* Format Character
* Format Tool Bar

Insert Format Tools Table

Break. ..
Insert Menu I Page Mumbers. ..
Date and Time. ..
AutoText 3
Field...
Symbal...
iﬁ Comment

e Text Box

Footnote, .
Capkion. ..
Cross-teference. ..

Index and Tables. ..

Pickure 3

Texk Box

File...

Object. .
Bookmark...

% Hypetlink... Ctrl+kK

Insert Picture

o Edit
— Insert Picture
— From File
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Insert Picture

« Photo or Graphic

— JPEG or GIF s ——

— Drop Down List . ity RS S
— My Documents | .=~
Class5 0
Size Picture Wit
Sizing Handle

Text Box

* Text Box
e Can Move
* Over Picture

« Top of Document |
& Home

« Enter Twice
 Left Align
e Type Dear

* Header & Footer
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Header and Footer

Insert Autotext
— Page
Author, Page #, Date

Confidental Page#,
Date

Created By
Created On

File Name

File Name and Path
Last Printed

Last Saved by
Page x of Y
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Header and Footer

Icons

Insert Page Number
Format Page Number
Insert Date

Insert Time

Page Setup
Show/Hide Text

Switch Between
Header and Footer

Show Previous
Show Next
Close Header

— Laboure Center
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* Margins Tab

Page Setup
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Save and Open Your Document

« File Menu
— New

— Open
— Save
— Save As
- Standard Tool Bar ¢
— New
— Open
— Save
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Open Existing File

 File Menu
— Open LSk b e e LMMM il
« Drop Down List Arrow l,‘_, e =] m| @eie = mlenl] 2
« Icons .
— Folder Arrow

» Upone level
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File Menu

— Saves
* Floppy Disk Icon
e CtI+S




Save As

File Menu
— Saves As I S MmN LT
e« Ctl+ A o ERCT—- = [ |

* Folder Arrow
— Up one level

¢ Look in favorite

¢ Create new folder
— My Documents

— Separate Directory i
or Folder

1

sjof@s)s
P w0 W W Wi G @

stat] Boooro | St i slbcane oo 2P

Mail Merge

« Mail merge is a software function describing the
production of multiple (and potentially large
numbers of) documents from a single template
form and a structured data source.

» This helps to create personalized letters and
pre-addressed envelopes or mailing labels for
mass mailings from a word processing
document which contains fixed text, which will
be the same in each output document, and
variables, which act as placeholders that are
replaced by text from the data source

Printing Labels in Word

* On the Tools menu,
point to Letters and

Mailings, and then o Dt ot
click Mail Merge Bt T o [T e ke o
Wizard D Egn &Y ¥ b, 7
LE -
[ Ay
T i Mg... 14l
ot o Dl

(i ok W,




Steps 1 & 2

rMail Merge

Select documeant type
ihat Bvpe of document ars you
warking

Directory

Labels
Brint adrrass lahels For A oronon
Failing

vk, ML Lo Lo e
Step 1 of &
= Mext: Starting document

MMail Merae - >

melecr srarning docimenr
: Ao o want o seE U wour
= Use the current document
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Start From sxisting document
Use the current docunment
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Fore and wse tho Mol Moras wisard
L S E TS SR nFarmatian.
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@ Provieus: Sclock document brpe

Steps 3 & 4

< ~
Select vecipients
= 1= A eisking lisr
Select From Outlook contacts
Twpe & new list

=

Use an existing

Surrenthy, vour reciplonts are
elected Fr

[Shest1$] in “Addes.
E@ Select A differanr sk

Sample. s

' Edit recipient lict.

Step 3 of &
B Mext: Write your letter
<= Prewvious: Starting document

Mail Merae - >

Arrange your labels
IF you have not already done o,
155 Gt pour labol Using the First

Sl on the shast
add recipient information to
Lr label, Shick & location in the
first 13061, and then click one of the
oris Lt
=71 address black. ..
[=7] Greeting lins.

Eloctronic postage.

Postal bar cade. .

rMare wems.

oy have Finished arranging
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Update all labels

Step 4 of &
B Mok Preview vour labels
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Freview your labels

wou can alse changs wour recipiont
list:
= Edit recipiant b

Sdd personal comments

sStep 5 of &
& Blewt: Complete the merge
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Timot et S

Steps 5 &6

- Mail Merae -~ >

Complete the merge

Ahels, click
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* What type of
document are working
on?

» Check Labels

» Gotostep 2

 Click Next: Starting
Document.

* Click Label Options to
check type of label

Step 1

Label Options

Printer iformation
" Dok matrix
@ Laser and ik et

Tray: [Defaul tray (Aukomatically Sele

Lael information

Labelproducts:  [avery standard x

Product number

Labsl information

Type: Address
Heighti 1"
Widkhy 263
5150 - Address Pagesize;  Letter (8% x111n)

Dot | Newlabel. [ Cancel

« Gotostep 3

» Click Next Select
Receipts Hil

¢ Click Select a 3
Different List el

* Click on Data Sou| |

and Click OK =
¢ Click OK to
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Step 4

« Goto Step 4

« Click Next: Arrange Your Labels
* Click Address Block

Match list if necessary

Insert Address Block

Specify address elements
¥ Insert recipient's name in this format: | P corsgncs i iy Bekest vseition

Joshus Randsl . |
Joshua Q. Randal Jr. [{owionclifarmation a
Mr. Josh Randall Jr, Podde Norm
Mr, Josh Q. Randall Ir. S
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et infuraton Mol Verge mpects e enthe it
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 Click update all labels
e Goto Step 5

Updacs ail labsels
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Step52of2

o Tk Tale i i3
HERSN SRT L UBS v ABORR@ @ -
BOd D e SR%E 6 e1 s #

e —1 o
. q
—
Y Batt 1
orend 14 0225
1 1
1 1
1 1

Step61of2

SRR (i AETTHREE= L e 14 LB P
Laad ILTAD e

Merae to New Document

Merge recards
“ul

T Comert record

 Fam: T
Cancel |

Step 6 2 of 2

11



Save Labels

¢ Save labels

Save Template

e Save Label Template

Mail Merge
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