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I'C ﬂ‘?gﬁ To quote Microsoft marketing... “What do you want to do today?”

A Document is a file for keeping your stuff. Pending on what that stuff is -

@We use different applications...

The Major Microsoft Applications

' WORD: For text documents like
ﬂ"‘ letters and stories.

l EXCEL.: For calculating figures. It is
E good for many things like
== Budgets, Cash Books and Statistics.
= POWERPOINT: For creating
||I éil slideshows. Good for showing
holiday snaps, homework projects and
‘ business presentations.
PUBLISHER: A Desktop Publishing
ﬁ program. Good for Newsletters,
td Party Invitations and small text books
| (like this one).
D “ OUTLOOK: For email and social
contacts - including an address book and

a calendar.

I
The icons change from version to version but
the functions stay the same.

To create a document...

1. Find the icon for the
application that you
need. (Either onthe |
Desktop or in the Start e-
Menu)

2. Click the icon (Double =—{:=
Click on the Desktop - [
or Single Click in a N 5
menu) .

@ It is that easy!
You will see a new,

blank document on your
screen. T T
Start typing :-)
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Leam 1o | B TC 8% ICU‘I] I S ll Save a File

@One of the most important things to do - is to SAVE YOUR WORK.

The quickest way to save a

file is to use the [CRTL]+[S]

keyboard shortcut.

@AII short cuts are done by
holding down the first key

and tapping the second once.

Another method Is to
click once on the
“Save File” icon. It

IS a picture of

a floppy disk -

Of course you
You will see a file dialogue the can always find ==
first time you save a document. the Save option | 3> o i
in the File it —
This tells the computer what Menu 2 o
you want to call your document
and where you want to keep it. ware v
EE j ;: .‘.EZiEW Ctrl+p
Save in: [ InFormation v @-@ | Q X Ci £ - Tools~ i::;:FGEﬂmr
e T |- e ot
My Recent ) vacabulary.dac D\EICom! i, {Information \Security doc
Docurnents D:\WZICom, .\ lution Guide.doc
- The name of ==
N the file goes here.
y
My Documents
oL
My Compukter
“:}) File: narne:! Basic Skills.d
My Mebwork, B I 2 =
Places Save as Bype! | wiord Document (%, doc) Cancel
Click the Save
button to save
your file.
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Lean 1 | BL IT 8% mm Print

OHow to get your stuff onto paper...
Of course you

The easiest way to print is to | |You will see a print dialogue can always find [FEE=mE

i Ele | Edit  Wiew Insert Format Tooks  Table

use the [CRTL]+[P] - this tells the computer the Print option §3
keyboard shortcut. which printer to use, what :\%26 File CE
@AII short cuts are done by | [Pages and how many to print. i : pe
holding down the first key
and tapping the second once. o

[
open... Chel+0r

| Ml Ll

Chrl+5

L e

tinter name: |y ——r———— 1 -
4l L Color LaserJet 2820 PCL & v. Properties. .. Jaws PDF Creator 5
Printing options [ Prirtt ko file Serd To 3

| Preview Praperties
u | 1 DNELComl, . \hssignmentssoftware.doc
2 De\NZICam,. . \InformationtSecurity.dac
= One page per 3 D:\NZTComi, . \Ergo Solution Guide, doc
A n Ot h e r m et h O d I S to sheet T : 4 D:\NZICom, . \Ergonomics Assignment doc
| T T———- 7 o
it

click once on the 5 G S

.- — (® Landscape
S0UrCE! | autamatically Select v Slenco

“Print” icon. Itis a

e —  (#) Show papet after printin
*) all pages Number of copies: [ = ® show pap p g
- ) Current page : — (0 Show how to insert paper
T i A1 [ S [ B
pICtu re Of a () Pages: JJJJ;H
Entet numbers of ranges separated by 2-sided printing options
commas, for example 1,3,5-12. I 3 1
| Single-sided |

printer -

This button will send your file — . "
directly to the default printer Lo e

without asking for any options Cl i:k the Print
Button to Print.
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(oo rc | B IT 398X lC”'l] I o [] Open

@How to get into a document that is already saved on your computer.

If you already have the ap-
plication open then you can
use the [CRTL]+[O]
@ keyboard shortcut.

All short cuts are done by
holding down the first key

and tapping the second once.

Another method is to
click once on the
“Open”icon. Itis a

picture of a

folder - =

Lo

Of course you
- - i E§ pocument - Microsoft Word
You will see an open file| |¢an always find
) i the Open option |4 :
dialogue - this tells t_he in the File o [ i
computer where to find Menu 4
- 1 Fil
the file you want to use. o
- &y i ..
Laok in: 3 Informat v @ 3@ X o B Tods - ]WZPD Crester !
-
- e
Dracumen ] ocabulary, doc DHANZICom, . | fion G
@ CIICk the Flle [:\ NNNNNN i, \Ergonomics Assigrment. doc
peskizp to select it for use.
e © Click the Open
- Button to Open.
9 P
My Compuker
MY.:'{_WAD* File: name: “
Places Files of bype: | Al Word Documents (*.dac; *.daok; *.hkm; *.html; *.url; * +

@You can open a file directly from the Windows Explorer ... =
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O The My Documents folder is where we generally keep all of

our files or documents...
& Example Q|E”E

File Edit Yiew Favorites Tools  Help :,
- . = b | e - -'t'_i
@ Back. ~,_.rj Iﬁh 7 Search ‘[L Folders |k‘;i Falder Svnic
Address |',fi} D:\Example v| 0
__F_u:ulu:lers ® e '.E, s 4 Party Invite. pub
@ Elesktl:up ~ "’J Keep my stuff here —=i= L I';Lc}r(%snft Cffice Publisher Doc...
H L My Documents (B
= r} My Computer [r-_,Tl:, \—“" My Home Budget,xls: = B o holiday slideshow ppt
# 31 Floppy (8 =1 | Microsaft OFfice Excel Warksh.., 554 Micrasoft Office PowerPoint Pr...
# e Local Disk (C:) oill | 2kE | Z7 KB
[+ == Data (D :
@ L? D'-.-'D-I-i-'[\.ﬁ.li Drive (R} I!T;‘. l“ & Letker ko my mokther, doc LT learnit. jpg
- VB === | Micrasoft Office Waord Docurment 70 x 100
= f} Contral Panel — | OKE IPES Trucas
3 I i — = o . . . =57
(& My Sharing Folders u learnit. jpg - Windows Picture and Fax Viewer |_- ||I:I|r5_(|

# I3 shared Documents
= &3 Gordon's Documents
F ) _Development
H ) _pam
F () AsUS
# I3 Charackers

& u_i'l Downloads We dOUbIe ﬁ."&
S e clicked on :
W e “learnit.jpg” and \?j .

F 1) ITwWarx

= () Kcomm Windows ran the
2 'g e Viewer Application
|33 My Received Files
[# @ My Videos |
B my videos v | QO H ey 2P v XaHE @
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m IT W22 (The Internet Browser

@ The place to go for information, contacts, business and
enjoyment.

There are various internet browser
applications - Internet Explorer is

the default in Microsoft Windows. |The Internet Explorer Menu |
Windows

Bar

Example Addresses... / istory /

e Www.google.com \ / / )
e WWW.MSN.com \F@ aaaaa TV -olaan-Us w
e WWW.ash.co.nz “
e WWW.TVNZ.CO.NZ -m M - Address Bar
e WWW.CNN.cOMm Type”‘e
_ address of the
e WWW.MmIcrosoft.com website you want
e whitianga.itworx.co.nz to visit here.
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m Searching the Internet

The Google Website |
(A very good Search Engine) @xig‘;”ygﬁ“.iﬂg“?é‘ave

3 Google - Microsoft Internet Explorer it to your “FaVOI"iteS”
| fos tho with [CTRL]+[D] or
Qe - 0 1] 2] G Do sty ceowie @450 the Favorites Menu.

Address @ http: i v, google. co.nz

File  Edit  Wiew  Fawori

Search Types You can then go back to

(Hyperlinks) GO Ugle that page at any time by

New Zealand Selecting it from the

The Search 'Field' b iosee Croume News more, | FAVOTites Menu.
(Type your question here) e

- - Pref
Google Search ” I'm Feeling Lucky ] Language Tools

Seargy, ® the web O pages from Mew Fealand

Search Buttons

Advertising Programs - Business Solutions - About Google - Go to

Selection Google.com
(The world or NZ) Make Google Your Homepage!

2004 Google - Searching 4,285,199 774 web pages

&) # Internet
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