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Section 2
Working with Files

Once afile has been saved to disk, you will need to open thefilein
order to make edits and changes to the file. In this section, you
will learn to open files, edit documents, save afile with anew
name, and work with multiple files open simultaneously.

Opening a
File

Opening afile can be accomplished by:

e Using the File Open menu option

e Clicking on the file name in the Recently Used Filelist at
the bottom of the File menu options

e Clicking on the file name in the Open section in the Task
Pane

e Clicking the Open button on the Standard tool bar

e Pressing <Ctrl> <O>from the keyboard

Start Microsoft Word.

Click the Open button on the Standard Toolbar.

Click onthe [My Documents] button in the Places Bar.
Double-click on the Student folder.

Double-click on the Class Files folder.

Select Word Processing Basics.

Click the [Open] button in the dialog box.

The Word Processing Basics file will be loaded into the
computer’s memory and the text will display on the screen.
8. Closethefile.
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Recently Used Files List

Point and click on the File option on the menu. At the bottom of
the pull-down menu, notice that up to nine file names are listed.
These are files which have recently been opened in Microsoft
Word. To theright of the document window, notice that the same
file names appear in the Task Pane beneath the heading Open.
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ocument? - Microsoft Word

Recently Used ——
Files List

File
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Edit  Wiew Insert Format  Tools  Table ‘Window  Help

New, .. Chrl+h

Chr+-0

Chrl+5
Save As...

Save as Web Page...

28

Search. ..
Versions. ..

Web Page Preview
Page Setup...

Print Prewview

M b

Prink. .. Chrl+P
Send To

Properties

1 .. \Beginning'word XP\33036eg Word. doc

2 L AWORD PROCESSING BASICS. doc

3 <L \Excel 2002 Advanced.doc

4 4. VAdy Excel 2002 Liz\AdvExcelD2, doc

5 C:\Dacuments and Settings.. 973262 .dac
..\The Bonapartes cover sheet.dac

..\The Bonapartes, long after Map...

&
7
g 1 TheBonapartes longafterMapoleo. ..
a

[}
[}
[}
A:\The Bonapartes, long after Mapaoleo. ..

Exit

»

New Document hd

Open a document
33036eg Word, doc
WORD PROCESSING BASICS.doc
Excel 2002 Advanced.doc
AdvExcell2 doc
973262.doc
The Bonapartes cower sheet.doc
The Bonapartes, long after Mapoleon,doc
TheBonapartes, longafterMapoleonl.doc
The Bonapartes, lang after Mapaleon.doc
= More documents...
New
[ Blank Dacurment
B Blark web Page
B Elank E-mail Message
New from existing document
@j Choose document,.,
New from template
Company Letterhead ARC. ot
Company Letterhead, dat
] General Templates. ..
%I Templates on my Web Sites. ..

L] ] Templates on Microsoft.com

5 Add Metwark Place. ..
%] Miceaen Fr \hdrwecd Halry
b

Recently Used File List in File menu and Task Pane

=

Click on File in the menu.

Select Word Processing Basics from the Recently Used Files

List.

The Word Processing Basics file appears in the window.

If recently used files do not appear at the bottom of your File
menu, take these steps to change your Options.

PONPRE

o

Click on the Tools menu option.

Choose Options...

Click on the General tab.

Verify that there is a checkmark before the option, Recently

used filelist:

In the entries text box, enter a number between 1 and 9.
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=

Options

Security l Spelling & Grammar ] Track Changes
User Information ] Compatibility l File Locations
Wiew General l Edit ] Print

General options
=
I EBlue background, white kext
[ Provide feedback with sound
I¥ Provide Feedback with animation
™ Confirm conversion ak Open
¥ Update aukomatic inks at Open
V¥ Mail as attachment
v Recently used file list: |9 EI: entties
[ Help For WordPerfect users
™ Mavigation keys for WordPerfect users
I Allow background open of web pages
v Autamatically create drawing canvas when inserting AutaShapes

Measurement units: Inches hd

[ Show pixels for HTML features

‘web Options. .. | E-mail Options. .. |

oK | Cancel |

6. Click [OK].

The next time you close afile, it will be added to the Recently
Used File List in both the Task Pane and the bottom of the File
menu. Thislist of fileswill carry over from one sessionin
Microsoft Word to another. 1t does not clear out when you close
Microsoft Word.
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Part One

A WD PE

8.
9.

Section 2
Summary Exercises

Open the file Mouse Driver from the Student folder.
Save as New Mouse Driver Fileinthe Class Filesfolder.
Position the cursor at the bottom of thefile.

Type the following text:

In 1987 when Microsoft introduced an operating
environment called Windows, the mouse was added to IBM
PC’sand compatibles. Themouseisa secondary input
device, which allows a user to point and click on pictures,
graphics, or menusto make selections on the Windows
desktop, or in Windows-based applications. Usersenjoyed
wor king with Windows and, as a result, learned to drive
the mouse. Userswho complete a Windows class or

I ntroduction to Computer s cour se must prove their
expertisewith amousein order to earn their mouse
driver’slicense.

Use atoolbar button to save the file with the new text.

In the first sentence of the new paragraph, select the word
introduced and replace with the word devel oped.

Delete the last sentence of the paragraph that begins with:

Per sonal computers have not always....

Using Undo, restore the deleted sentence.

Switch to Normal View.

10. Switch to Print Layout View.

11. Preview the document.

12. Close the preview window.
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Part Two

13.

1.

10.

Save and close thefile.

The recently used filelist is located at the bottom of the
menu.

- in a paragraph to select the entire

paragraph.

Inserting text in a Word document is accomplished by placing
the insertion point at the location where text is to be inserted
and typing it.

( True / Fdse)

To create a new document using atemplate or wizard, use the

menu to access the templates from the Task

Pane.

The View was designed so you can

preview what your document will ook like if viewed on-line
with a browser.

Usethe command to save a

file under anew name, in anew folder, in adifferent drive
destination or as a different file type.
An easy way to select an entire document isto press the

key andtheletter .
The feature called allows
you to select (highlight) a portion of text and type over it with

new text.
The four view buttons are located in the document window
above the

Use the document buttons on the to

switch between open documents.
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