MODULE 5 WORD
0O4a Text Basics

O4a Text Basics

Introduction

If you’re new to Microsoft Word, you’ll need to learn the basics of working with
text so you can type, reorganize and edit text. Basic tasks include the ability to
add, delete, and move text, as well as the ability to find and replace specific
words or phrases.

Play the video by clicking the link below:
© Text Basics

Exercise O4a
Using the sample as a guide, follow the directions below
to complete the exercise.

1 Open Word 2013 by clicking the @ Word Icon on the Task Bar.

J From the Word start screen, click the Blank Document Icon to open
a new document.

Blank document

[J The insertion point is the blinking verticle line in your document.
It indicates where you can enter text on the page.

When a blank document opens, the insertion point is located in
the top left corner of the page. If you wish, you can begin typing from this location.
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Type a few words in the document.
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] Click File
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1 Click Close. Do not save the file.

Account

Options

] Open the following document: Word 04a Template TEXT BASICS. Keep this document
(instructions) and Word 04a Template TEXT BASICS open in the same screen (REMINDER:
steps to keep 2 documents open in same screen covered in Word Exercise 1c)

[] Save the document by clicking File.
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] Click Save As.

[1 Save the document in your Documents folder.
Click the folder to open it.

Documents %

Desktop

smputer

Browse

[ Name your file by typing in the File Name box:

File name:| Word 04a YourFirstMamelastInitial TEXT BASICS

Save as type:|| Word Document

Authors: Add an author Tags: Add a tag

Word 04a YourFirstNameLastlnitial TEXT BASICS
Save as type: Word Document

Read the instructions below to practice navigating through your document:
] Click anywhere on the document to activate the window.

[1 A quick way to scroll up and down in your document:
is to Roll the wheel on your mouse.

Rolling forward moves the page up
Rolling backward moves the page down.

[1 A quick way to zoom in and out of your document:
Hold down the Ctrl key + roll the wheel on your mouse.

Rolling forward zooms in, rolling backward zooms out.

O Take the time to practice this a few times.
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[J Another way to zoom in and out of your screen using the zoom slider or the
plus and minus symbols on the bottom right corner of the document window.

0 Take the time to practice this a few times.

Oodod

Essential Skills

READING
Re=azding is the ability to resd and

and schedule, rez=arch, and make
decisions.

camprehend written information that may RAL
be found in s=veral workplace documents. g ' CGM!:ENIEF::ID:_ ;
Z These documents may include: instructions, = Dmm!’:l thn = Eaﬂ ! ':? I:
- emails and memes, health and safety cnnverselwr.t o :rs.- prav _"" an . N
- manuals, policies, and reporss. This skill i exchanging information and ideas. This skill
- used to scan documents for information i"CI"'df!; =_=H"5 guestions, g'r.'ir.\u;.di rectians,
- and overall meaning, evaluate the ocoardinating work tasks, explaining, and
- infarmation, and int=grate information persuading.
N from multiple sources. WORKING WITH OTHERS
- DOCUMENT USE ‘Working With Others is the ahility to b=ad,
m Document Use is the ability to find and us= cu:!all;dinhate. c:rrh?ul I:!TID":" :url; xﬁ:'-hies
- infarmation written in a document, as well WItrkqt =re ::s Ifld usEEw E" "Tu ik
- as input information as needed. Examples wark as n:Em“Errn: : team::rjnlnt i -
- of documents you may use in the workplace Ia p:rm:: a5 .=‘I_m Fupsrvizan o
N are: graphics, labels, lists, spreadsheets, eadership activites.
=+ farmsz, graphsz, 5i51"=_- maps. EaUEes. DIGITAL TECHNOLOGY
N schedules, schematics, and technical Digital Technology is the ability to use
- drawings. infarmation and communication
N MUMERACY technology. This skill includes computer use
B Mumizracy is the akility to use numbers and for the w:rkp I?_“ Dnr ph:r:unal tai‘:' a-s.::ell
w think mathematically. This skill includes the e
ability to measure and make calculations, 3 ms Ehs m;',. |n|:bub= WD, pr\ucde:slng.l.
C astimate figures, work with money, analyze Fpreacshests, web browsing. and smail
- numerical trends, and create schedules and COMTINUOUS LEARMING
N budgets. Cantinugus Learning is the ability to
L] WRITING develop and apply strategies that suppart

Writing iz the ability to use clear and
cancise language to create messages. This
alse includes nor-paper-based writing such
as typing an a computer. Writing ckills sre

learning, as well as the ability to adapt to
change. This skill is used when you learn
fram regular work and co-warkers, as well
as when you receive training on-site/off-site

Lo used to organize, record, and dacument fram the warkplace

infarmation. as well 35 to persuade,
request, and justify.

THINKING Minus Plus
Thinking is the ability to problem-solve, plan

and organize, find information, analyze (Zoom OUt) Slider (Zoom In)

- situations, memarize, and make decisions.
Z This skill is used in the pracess ta salve ! I

problems, plan and crganize your workday

-————+ =%

PAGEL1 OF1 385 WORDS

Add spaces in between text:

Click the insertion point (cursor) in between the words DOCUMENT and USE.
Press the spacebar to add a space.

DOCUMENTUSE

Document Use is the ability to find and use
information written in a document, as well

Add spacebar spaces where needed for the remaining titles on the page:
ORAL COMMUNICATION

WORKING WITH OTHERS

DIGITAL TECHNOLOGY

CONTINUOUS LEARNING
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Pressing enter on your keyboard will move your cursor to the next paragraph line.

1 Inthe Paragraph titled: READING, click before the word This and press the enter key

once.

Note: Put your insertion point (cursor) after the spacebar space, otherwise the spacebar
space will move to the new paragraph line and the text will not line up on the left side.

First paragraph example:

policies.(spacebar space) /This skill is used to scan documents

[1 Add a new paragraph line in the text where indicated by a black bar

READING

Reading is the ability to read and comprehend
written information that may be found in
several workplace documents. These
documents magy include: instructions, emails
and memﬁlth and safety manuals,
policies, reports. Health and safety
policies.'his skill is used to scan documents
for information and overall meaning, evaluate

the information, and integrate information
from multiple sources.

DOCUMENT USE

Document Use is the ability to findfand use
information written in a docu t, as well as
input information as needed. Fxamples of
documents you may use in the workplace are:
graphics, labels, lists, spreadsheets, forms,
graphs, signs, maps, gauges, schedules,
schematics, and technical drawings.

NUMERACY

Numeracy is the abilit se numbers and
think mathematically.JThis skill includes the
ahility to measure and make calculations,
estimate figures, work with money, analyze
numerical trends, and create schedules and
budgets.

WRITING

Writing is the ability to use clear and concise
language to create messagef. This also
includes non-paper-bas riting such as
typing on a computer. ing skills are used
to organize, record, and document
information, as well as to persuade, request,
and justify.

THINKING

Thinkigg is the ability to problem-solve, plan
andéirganize, find information, analyze
tions, memorize, and make decisions.
his skill is used in the process to solve
problems, plan and organize your workday
and schedule, research, and make decisions.

ORAL COMMUNICATI

Oral Communication is tﬁlitv to converse
with others — providin exchanging
information and ideas.i[his skill includes
asking questions, giving directions,
coordinating work tasks, explaining, and
persuading.

WORKING WITH OTHERS

Working Wit Others is the ability to lead,
coordina r collaborate work activities with
Dthers.l is skill is used when you work as a
member of a team or jointly with a person, as
well as in supervisory or leadership activities.

DIGITAL TECHNOLOGY

Technology is the ability to use
mation and communication technology.
s skill includes computer use for the
workplace or personal tasks, as well as
operating a smartphone or cash register.
Examples may include word processing,
spreadsheets, web browsing, and email.

CONTINUOUS LEARNING

Continuous Learning is the ability to devel
and apply strategies that support learnipg, as
well as the ability to adapt to change

skill is used when you learn from regular work

and co-workers, as well as when you receive
training on-site/off-site from the workplace.
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[ Goto Page 2 in the document. You can do this a few ways:

a. Scroll down the page using the wheel on your mouse.
b. Move the scroll bar on the right side of the document window.

c. Click the page number on the bottom left corner of the document
window. Click the thumbnail to go to that page. Click the X on
the top of the pane to close it.

E| H ©- O @ 5 W-ex04a Template Original TEXT BASICS (Save as Template for Students on T drive)... 2 EH - 0O X
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‘Essential Skills
READING

Rezding is the abilfty to read and comprehend
written information that may be found in
several workplace documents. Thess
dacuments may include: instructicns, emails
and memas, heakth and safety manuals,
palicies, and reparts. Health and safety
palicies. This skill is used ta scan documents
for infarmation and overall meaning, =valuate
the infarmatian, and integrate information
from multiple sources,

DOCUMEMTUSE

Document Use is the akility to find and us=
information written in a document, as well as
input infarmaticn as nezded. Examples of
dacuments you may use in the workplace are:
graphics, labels, lists, spreadsheets, forms,
graphs, signs, maps, gauges, schedules,
schematics, and technical drawings.

NUMERACY

Humeracy is the ability 13 use numbers and
think mathematically. This skill includes the
ability to measure and maks caloulations,
astimate figures, work with money, analyze
numerical trends, and create schedules and
budgats.

WRITING

‘Writing iz the ability to use clear and concize
langusge to creats messages. This also
includes non-paper-based writing uch ac
typing on & computer. Writing skills are used
to prganize, record, and document
information, as well as to persuade, reguest,
and justify.

Click page number to
open the Navigation
Pane. Click again to
close.

Scroll Bar

THINKING

Thinking iz the ability to problem-sclve, plan
and organize, find infarmation, analyze
situations, memarize, and make decizians.
This skill is used iin the process to solwe
problems, plan and organize your workday
and schedule, research, and make decisions.

ORAL COMMURNICATION

Tral Communication is the ability to converse
with athers — providing and exchanging
information and ideas. This skill includes

asking questions, giving directions,
caordinating work tasks, explzining, and
persuading.

WORKINGWITHOTHERS

‘Working With Others is the ahility to lzad,
coordinate, or collaborate work activities with
athers. This skill is used when you wark as a
member of a team or jeintly with & persan, as
well 33 in supervisory ar leadership activities.

DIGITALTECHNOLOGY

Digital Technelogy is the ability to use
information and communication tachnology.
Thisz skill includes computer use for the
warkplace or persanal tazks, as well 2z
aparating = smartphone ar cash register,
Examples may include word pracessing,
spreadshests, web browsing, and email.

CONTINUOUSLEARNING

Cantinuous Learning is the akility to develop
and apply strategies that support learning, as
well 35 the ability ta adapt to change. This
skill iz usad when you lzarn from regular wark
and co-workers, a3 well as when you receive
training on-site/cff-sit from the workplace.
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Delete Text using the Backspace key:

] Click your cursor between the M and E.
To delete text to the left of the insertion point,
press the backspace key on your keyboard.

ONE-DAY ESSENTIAL SKILLS
ASSESSMIVIENT

Delete Text using the Delete key:
[1 Place your cursor before the letter s

] Press the delete key on your keyboard to delete a letter to
the right of the insertion point.

The one-day essential skills assessment
might be for you if you have a clear
career goal but feel you need to
strengthen your eslssential skills in
some areas such as numeracy (math)

Next, you will practice the different options available to select text:
] Click your cursor at the beginning of paragraph, next to the word The.

ONE-DAY ESSENTIAL SKILLS
ASSESSMENT

hhe one-day essential skills assessment
might be for you if you have a clear
career goal but feel you need to
strengthen your essential skills in some
areas such as numeracy (math) or the
document use. Iff you have| been out of
work for a while and have not studied
in a long long time, this assessment
might be right for you.
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[J Practice each of the options below a couple of times to get familiar with the different
ways to select text. When your text is selected, you will see a gray box covering the text.

Hold down the Shift key press the left or right arrow key selects a character

press several times selects several characters
Hold down the Shift key press the up or down arrow key selects a line

press several times selects several lines
Hold down the Shift + Ctrl keys press the left or right arrow key selects a word

press several times selects several words
Hold down the Shift + Ctrl keys press the up or down arrow key selects a paragraph

press several times selects several paragraphs
Hold the the Ctrl key press the A key once selects entire document

Click + hold down your mouse  drag it over the text and release selects where you drag

Double click a word quickly --- selects a word

Triple click a word quickly --- Selects a paragraph

You will now continue to edit the document:
[J Use one of the text selection options you practiced above to select the word the

ONE-DAY ESSENTIAL SKILLS
ASSESSMENT

The one-day essential skills assessment
might be for you if you have a clear
career goal but feel you need to
strengthen your essential skills in some
areas such as numeracy (math) or the
document use. Iff you have been out of
work for a while and have not studied
in a long long time, this assessment
might be right for you.

L1 Press the delete key on your keyboard to delete the word.

0 Delete all the orange coloured text on page 2 using any
of the text selection methods you prefer.
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[ Goto Page 3 in the document.

Copying and Moving Text:

Word allows you to copy text that is already in your document and paste
it to other areas of the document, which can save you time. If there is
text that you wish to move from one area of the document to another,
you can cut and paste or drag and drop the text.

Copying text creates a duplicate of the text.

[] Select the text five-day.

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
based Essential Skills assessment
process where you will identify a clear

, career goal and the steps you need to
The “Career Launcher’ Assessment take to reach it. Your Essential Skills

";”Eht be for ‘!’D'"; if "!’J’E d'-_’”ht gaue abl levels are then measured against the
clear career goal and have had trouble goal. ESM will help you identify the

e Aimm m Fm e v v ke Bm mBmen Gem Tl ia

] Click the Copy command on the Home Tab.
You can also right-click the selected text and select Copy from the drop down menu.

B HS 00 Q-

FILE HOME INSERT I

okl
D ;; Calibri (Body) - |11.5 -

Paste %BIHTE@EJ@J

Clipboard = Font

] Place the cursor (insertion point) between The and ‘Career Launcher’.

o

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
based Essential Skills assessment
process where you will identify a clear
career goal and the steps you need to
The[Career Launcher’ Assessment take to reach it. Your Essential Skills

”:[g t be for 'I'C'L: if \';E do”: ga\re abl levals are then measured against the
clear career goal and have had trouble goal. ESM will help you identify the

finding a job V,‘:'U_Wa”t to stay_in. Th,i_f‘ Essential Skills you have already
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[1 Click the Paste command on the Home Tab.
You can also right-click the selected text and select Paste.

-

@ Hd S O &

FILE HOME IMNSERT DESIGM

ﬁ - -

[I/S Calibri (Body) - /14 - A A
F‘ﬂf v | B I U-~-akx, x |-
Clipboard s Font

1 The text will appear.

The Career Launcher’
AssE s ight be for you if you

don’t have a clear career goal and have
had trouble finding a job you want to
stay in. This program may help you if
you haven't had any formal job

[J To cut and paste text:

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
based Essential Skills assessment
process where you will identify a clear
career goal and the steps you need to
take to reach it. Your Essential Skills
levels are then measured against the
goal. ESM will help you identify the
Essential Skills you have already

developed and demonstrate how you
ol o T ST

wen Fhara in tha carnoe vens

Select the text you wish to cut — select the text as shown below.

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
hased Essential Skills assessment
process where you will identify a clear
career goal and the steps you need to
take to reach it. Your Essential Skills
levels are then measured against the
goal. Throughout the process of
huilding your portfolio of skills, you will
also complete Essential Skills
assessments in Reading, Document
Use, Writing, and Numeracy (math).
ESM will help you identify the Essential
Skills you have already developed and
demonstrate how you could use them
in the career you have chosen.
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[1 Click the Cut command on the Home Tab.
You can also right-click the selected text and select Cut.

B H® 00 R -

FILE HOME INSERT DESIGM PAGE

alle
B J Cut Calibri (Body) |14 -~
g B Cop
aste - =
- ¥ Format Painter B I U ~-abex x
Clipboard T Fant

[1 Place your insertion point (cursor) at the end of the paragraph.

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
based Essential Skills assessment
process where you will identify a clear
career goal and the steps you need to
take to reach it. Your Essential Skills
levels are then measured against the
goal. ESM will help you identify the
Essential Skills you have already
developed ang demonstrate how you
could usg#iem in the career you have
chosen.

1 Inthe Home tab, click the Paste command. The text will appear.

HOW WILL YOU BE
ASSESSED?

Career Launcher is a five-day portfolio-
based Essential Skills assessment
process where you will identify a clear
career goal and the steps you need to
take to reach it. Your Essential Skills
levels are then measured against the
goal. ESM will help you identify the
Essential Skills you have already
developed and demonstrate how you
could use them in the career you have
‘ chosen.l hroughout the process of
building your portfolio of skills, you will
also complete Essential Skills
assessments in Reading, Document
Use, Writing, and Numeracy (math).
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You can access the cut, copy and paste commands by using
the keyboard shortcuts:

Press Ctrl+X to cut, Ctrl+C to copy, and Ctrl+V to paste.

Paste offers various options.These options determine
how the text will be formatted:

a. Keep Source Formatting
b. Merge Formatting
c. Keep Text Only

You can hover the mouse on each icon to see what it will look like
before you click it. Most times, you will use the first paste option (a.)

B Hd S O &

-

FILE HOME IMSERT DESIG
& s

D Calibri (Body) -111.5 - A
Paste

v | B I U -abex ¥

b

Paste Options:
g‘ i, e (I S |

= L LA

Haste special...

Font

Set Default Paste...

Drag and Dropping text:

Dragging and dropping text allows you to use the mouse to move text.
[] Select the text you wish to move — select the word WITH.
FIVE-DAY ‘CAREER
LAUNCHER' WITH
ASSESSMENT PORTFOLIO

L1 Click, hold down the mouse and drag the text between the, words

Assessment and Portfolio. The cursor will have a rectangle [} under it
to indicate that you are moving text. L

FIVE-DAY ‘CAREER
LAUNCHER’ WITH

ASSESSME NTEORTFOLIO
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[J Release the mouse button, and the text will appear.

FIVE-DAY ‘CAREER
LAUNCHER’ ASSESSMENT
WITH PORTFOLIO

[ Goto Page 4 in the document. Select all the text on the page.

Find and Replace Text:
When you're working with longer documents, list of names or dates, it can
be difficult and time consuming to locate specific words and phrases.

Word can automatically search your document using the Find feature, and it
allows you to quickly change words or phrases using Replace.

In our example, we will use the Find command to locate all the participants
scheduled to start on Mar 27.

[ From the Home tab, click the Find command. If your document window

is narrow you will have to click the button labelled Editing to get to the
Find command.

e) - Word FE - 8x
W Kelli Rey ~
AaBbCcDe Aa Bt . : ;I;pdlace
BODY1l.. THEADZ2Z |+ [+ Select~
Styles M= Editing &

The Navigation pane will appear on the left side of the screen.
Type the text you wish to find in the field at the top of the Navigation pane.
In our example, we will find Mar 27.

L] Type Mar 27 in the box.

Navigation s
Mar 27 o
7 results afr

HEADINGS PAGES RESULTS

ESM Digital Technology
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If the text is found in the document, it will be highlighted in yellow,
and a preview of the results appear in the Navigation pane.

[1 Clicking on each result in the Navigation pane will highlight that instance in grey.

I."é"-l--'l"-I--'Z--LI"-3--'I-

Na‘u’lgatlon T - Mrs. Jacque Mclaren Mar 27
: Mr. Antonia Arnett Mar 9
B T . Mrs. Eleanora Fryer Mar 9
7 results 1~ - Ms. Ji Franceschi Mar 27
Mrs. Elias Biscoe Apr 11
HEADIMGS PAGES RESULTS - Mrs. Shara Trieu Mar &
i Mrs. Venus Wardlaw Mar 6
Mrs. Jacque Mclaren Mar 27 Each . Mrs. Genesis Hansen Mar §
Result Mrs. Velma Eades Mar 27
Ms. Ji Franceschi Mar 27 - Mrs. Kayleen Dorton Apr 11
: Mrs. Ayanna Whitty Mar 9
Mrs. Velma Eades Mar 27 - Mr. Chin Koenen Apr 11
- Ms. Jolene Smithen Apr 11
Mam Levell Mar 27
am Levell Mar 27 N Mr. Scottie Osteen Apr 11
- Mrs. Leaan Jefferis Mar 9
Mr. Isidra Ballew Mar 27 « Ms. Armida Rosado Apr 11
: Mr. Garry Mcelligott Apr 11
Mrs. Jani Lanasa Mar 27 - Mrs. Olive Preece Apr 11
; Mr. Irwin Bartolomeo Mar 9
Mr. Toney Elem Mar 27 o Kayce Weimar Apr 11
; Ms. Nada Timm Mar &
Mrs. Cristine Mcelyea Mar 9
- Mr. Isidra Ballew Mar 27
- Mrs. Jani Lanasa Mar 27
- Mr. Toney Elem Mar 27
. Ms. Latonya Patman Mar 9
[ ] When you are finished, click the X to close the Navigation pane.
The yellow highlighting will disappear.
. . L élll b3
Navlgatlon v - Mrs. Jacque Mclaren Mar 27
Mr. Antonia Arnett Mar 9
Mar 77 P e - e

You can also access the Find command by pressing Ctrl + F on your

keyboard.

Find and Replace:

At times, you may discover that you’ve made a mistake repeatedly throughout
your document (such as misspelling a person’s name), or that you need to
exchange a particular word or phrase for another. You can use Word’s Find
and Replace feature to quickly make revisions.

ESM Digital Technology
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In our example, we’ll use Find and Replace to change the title Mrs. to Ms. on
page 4 only.

L] Click your cursor at the beginning of the text on page 4 and select the text on
the entire page.

1 From the Home tab, click the Replace command.

rive) - Ward B o= B e
e Kelli Rey -
Find -
AaBbCeDe  AaBbC a
= ||| Zac Replace
THNo Spac.. Headingl |+ [+ Select~

The Find and Replace dialog box will appear.

[1 Type the text you wish to find:
Find what: Mrs.

[1 Type the text you wish to replace it with
Replace with: Ms.

-

Find and Replace ? Y

Replace | GoTo

Findwhat  |Mrs. [~]

Replace with: |Ms. IZ|

Replace l [ Replaceglll [ Find MNext ] [ Cancel ]

L1 Click Find Next
Word will find the first instance of the text and highlight it in gray.

[J Review the text to make sure you want to replace it.
You can find each instance and replace it individually by clicking Replace.

In this document, we want to replace all of the Mrs. with Ms.
so we would click Replace All.

ESM Digital Technology
Page | 15



MODULE 5 WORD
04a Text Basics

] A pop out window will show how many replacements were made.
Click No — you do not want to search from the beginning of the document.

r N

Micrasoft Word P

We made 18 replacements.

Do you want to continue searching from the beginning?

fes ] [ Mo

Use find and replace to change the following words on page 4

[l Find what: Mar
Replace with: March

1 Find what: Apr
Replace with: April

0 Email your assignment to your instructor.

ESM Digital Technology
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In our example, we’ll use
Find and Replace to
change the title Mrs. to
Ms. on page 4 only.

Click your cursor at the beginning of the text on page 4 and select the text on
the entire page.

From the Home tab, click the Replace command.

rive) - Word T EH -0 X%
o Kelli Rey ~
Find -
AaBbceDe AgBbhCe ap_n
- [l| 5ac Replace
ThoSpac.. Headingl |< R c et -

The Find and Replace dialog box will appear.

Type the text you wish to find:
Find what: Mrs.

Type the text you wish to replace it with
Replace with: Ms.

Find and Replace ? B9

Replace GoTo

Find what:  |Mrs. [+]

Replace with: |Ms. E

Beplace l ’ Replaceglll [ Find Mext ] [ Cancel ]

Click Find Next

Word will find the first instance of the text and highlight it in gray.
Review the text to make sure you want to replace it.

You can find each instance and replace it individually by clicking Replace.

In this document, we want to replace all of the Mrs. with Ms.
so we would click Replace All.

ESM Digital Technology
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] A pop out window will show how many replacements were made.
Click No — you do not want to search from the beginning of the document.

r N

Micrasoft Word P

We made 18 replacements.

Do you want to continue searching from the beginning?

fes ] [ Mo

Use find and replace to change the following words on page 4

[l Find what: Mar
Replace with: March

1 Find what: Apr
Replace with: April

0 Email your assignment to your instructor.
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