
Word Processing

Introduction to Word Processing & Word Pad

Word processing is one of the most popular programs for any computer. Word processing has effectively replaced the typewriter in most office environments.

To understand how to use a basic word processor, we can look at the free word processor that comes with Windows XP (and Windows Vista). It is called “Word Pad”.

INSTRUCTIONS (Windows XP):

To Start Word Pad, click on the START button, then choose “Programs”, then choose “Accessories”, then finally choose “Word Pad”

Parts to the Word Pad Window
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Look at the different parts of the Word Pad window listed below:
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Title Bar

The name of the program (Word Pad), and the name of the current document is displayed here. If the document had just been made, but not saved, the title bar will say “document” (see picture).

Menu Bar

Everything that can be done in the program can be done through the menu bars. This is not always the fastest way to do something. For example, if you wanted to print this document, you would click on the word “File” in the Menu Bar, then a menu would pop up. You would choose “print” from the new menu.

Standard Toolbar

This is the quickest way to do something. Many of the most often-used commands are on the toolbar. For example, the button of the printer is here: 


This button allows you to QUICKLY print a document, simply by clicking on this button.


Three other popular buttons include: 






· New File (make a new blank page appear on the screen)

· Open File (open a file already on your disk)

· Save File (save a copy of your file to the disk)

· The UNDO button. VERY IMPORTANT!

Click this button to “undo” the last thing you did.

For example, if you accidentally deleted something, just hit this button.





Formatting Toolbar 




The formatting toolbar includes all of the most commonly used tools for formatting your text.

· Font Box – This is a list that you can bring down to choose the font style (the look of the letters).

· Size Box – This allows you to choose the size of the letters. A size of 12 is normal.

· Bold, Italic, and Underline – These buttons allow you to make words bold, italicized or underlined.

· Font Color – Allows you to choose from a list of colors for your text.

· Left/Center/Right Align – This allows you to select how a paragraph will be lined up on the page.

Entering and Editing Text
They key to entering and editing text is in looking at where the insertion point is. The insertion point is a blinking vertical bar that appears somewhere on the document on the screen. If you are familiar with a typewriter, think of the insertion point as the typewriter carriage.

To enter text into a word processor, you simply start typing. The letters will appear WHEREVER the insertion point is at. Using a word processor is similar to typing a page on a typewriter with a few minor exceptions:

· Never hit the ENTER key on the keyboard unless you are done with the paragraph, or you are entering a one-line item (like typing a list). 

You do not need (and should NOT) press the enter key at the end of every line. The word processor will automatically bring the insertion point back to the left side of the page for you. This is called word wrap.

· If the insertion point is in the middle of a sentence or word, you can insert a word inside of the line simply by typing. Stuff to the right of the insertion point will be “shoved” off to the right, and eventually down to the next line.

· Backspace key can be used if you want to erase something to the LEFT of the insertion point.

· Delete key can be used if you want to erase something to the RIGHT of the insertion point.

PRACTICE #1:

Type these words in Word Pad…

My name is Your Name goes here
This is my first try at writing a document with Microsoft’s Word Pad program. This program is a free part of Windows 95 and Windows 98.

It is important to remember to ONLY hit the enter key when you are done with a paragraph or you want to have a blank line. You do not need to press enter at the end of each line.


Moving the Insertion Point
One of the most important things you do while editing a document is to move the insertion point.

If you want to delete something, or add something, or change something, you must usually move the insertion point. There are two ways to move the insertion point around the document: “click” with the mouse, or use the arrow keys on the keyboard.

PRACTICE #2:

1. Point the mouse at your FIRST NAME and click the left mouse button. You will see the insertion point move to your first name. This is how you can use the mouse.

2. Now, use your ARROW KEYS to move the insertion point down to the beginning of the second paragraph (before the word “It”).

It is important to remember that if one of these methods is not working for you, you should try using the other. 

You should also be aware that an insertion point can NOT be placed where no text or blank lines (hitting ENTER repeatedly) have been entered. The insertion point can only go down to the last line of your writings, or as far right as the last word in the line.

Selecting Text

Another very important thing that you do when you edit a document is to “select” text. This means that you highlight it in preparation for some sort of change (like to make it larger or change its color).

Normally text is black-on-white on the screen. When you select text, it becomes inverted (white letters on a black background) or “highlighted”

There are two ways to select text. Use the mouse, or use the keyboard.

PRACTICE #3

Try using each method to select text in the exercise below.


Using the Mouse

1. Move the mouse pointer (which should look like an “I”) to the beginning of the word “important” in the last paragraph.

2. Press and hold the left mouse button. Move the mouse to the end of the text you want to select (it can even be several lines down!), then let go of the mouse button.

3. To de-select the text (remove the highlight), click anywhere ELSE on the page.

Using the Keyboard

1. Move the insertion point to the beginning of your name at the beginning of the document. 

2. Press and hold the SHIFT key (on the keyboard) then tap the arrow keys (several times) to gradually highlight more text.

3. When you have gotten to the end of the word, release the SHIFT key.

4. To de-select the text (remove the highlight), press any arrow key once.

Once you select text, you can do ANY sort of formatting to it you want. You can make it larger, change the color, underline it, or even delete it.

** USE CAUTION when something is highlighted. If you accidentally hit a letter while a selection is highlighted, the entire selection will disappear!!

Advanced Editing
You can do many things with a word processor. You can move entire lines or paragraphs down a page. You can split ONE paragraph into TWO paragraphs. You can get rid of blank lines between paragraphs, and more! Try these…

PRACTICE #4

Moving a Line Down

1. Move your insertion point just before the first letter of first paragraph (before the word “This”).

2. Press the ENTER key twice. Notice that the rest of the page is “moved” down.

Getting Rid of a Blank Line

1. Position your insertion point on the blank line between the first and second paragraphs (between “Windows 98” and “It is important”

2. Press the DELETE key twice. Notice that the blank lines disappear.

Splitting a Paragraph in Two

1. Move your insertion point to just before the word “You” in the LAST sentence of your document.

2. Press the ENTER key to move the last sentence DOWN one line. 

3. Press it AGAIN to move it down again.

Joining Two Paragraphs (or Lines) Together

1. Move your insertion point to just before the word “You” (if it is not already there).

2. Press the “Backspace” key on the keyboard to move it up one line.

3. Press the “Backspace” key again to rejoin the paragraphs.

Making a Word Underlined

1. Select your name at the beginning of the document.

2. Press the U button on the toolbar (the “Underline” button)

Other Exercises For You to Try

Exercise #1 (practice typing a letter)

Press the New button on the toolbar (on the far left that looks like a white page).

· On the next window, press the “OK” button.

· When the computer asks you if you want to save your document, press the “NO” button.

Type a small letter to a friend. You don’t have to be formal or include much information. Just start to get a feel for how a word processor acts.

The letter should be at least 5 lines long.

Exercise #2 (practice selecting, and formatting)

Using your “letter to a friend”, take at least four words in your letter and change them. Practice selecting and formatting. 

Add underlines

Add boldfacing

Add italics

Try changing the color of one or two words.

Try changing the size of some words.

Exercise #3 (practice printing)

Print out your letter. Use the PRINT button.

Title bar





Menu bar





Standard Toolbar





Ruler Bar





Formatting Toolbar





My name is Chris Wilson


This is my first try at writing a document with Microsoft’s Word Pad program. This program is a free part of Windows 95 and Windows 98.





It is important to remember to ONLY hit the enter key when you are done with a paragraph or you want to have a blank line. You do not need to press enter at the end of each line.
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