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Tech Tuesdays

* April 2 -Your Google Account
* April 9 -Your Microsoft Account
Time: 3:00 - 4:30 pm
Description: Learn how to sign-up for Microsoft
and Google accounts and the services
included. Sign up foran account.

Course Schedule

Dates and Titles Times
April 5 - Email Basics Fridays,
April 12 - File Management 2:00 - 3:30 pm

April 19 - Staying Safe Online
April 26 - Settings




Objectives

* Openand save a document.

* Basic formatting

* Create bulleted and numbered lists.
* Layout and margins

* Spell check and grammar review
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Microsoft Office

Word - create documents such as letters,
resumes, and essays.

Excel - create spreadsheets to organize numbers
forahome orbusiness.

PowerPoint - create slideshows using text and
images.

Create a Word Document




Open Word

Apps
S wore 20 g
° WordPad
Start i . :
Menu O Slide Ask Copilot (1)

- : - | |Search
-== |/O ffype here to s & | O word -Bar

You can open Word from the Start Menu or Search Bar.
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Open a Blank Document

- [Click on blank document.

Blank docurmnt

I%JickAccess Toolbar |

o

Note: Layouts for Microsoft Excel
and PowerPoint are the same.

Layout




Layout

Fie [N 'nset  Design  loyout  References  Maiings  Review  View  FoxitRd
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* * *

The ribbon is separated into blocks.

Here we have the Clipboard, Font, and Paragraph.
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\Home

Fie [ et Desion  Layout  References  Mailngs  Review  View  FoxitRel
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Ciipboard ® Font ® Paragraph n

The Home tab is where you will find the most used
features.

From Home you can: copy and paste, change the size
and look of fonts, and create lists.

Home - features

Fie [ 't Desgn  Lojout  References  Mailngs  Review  View  FoxitRe
o

) Arial [ | A A Aa- | &
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Clipboard 3 Font & Paragraph ®

* Font *

i P * Font Paragraph
. Cut * Fontsize * Bullets

* Bold ¢ Numbering
* ltalicize ¢ Alignment
¢ Underline

* Copy
* Paste




Insert

@ AutoSave @ o) [H

% Documentl - Word

File  Home Insert Draw Design Layout References Maiings Review View

== @ i > &> d]] i
B DY @ B =
Cover Blank Page Table Pictures Shapes lcons 3D SmartArt Chart Screenshot
e i e Models ~ e

Page~ Page Break
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Use Insert when you want to insert itemsinto your
document.

Examples include pictures, tables, blank pages,
headers, and footers.
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S Documentl

Fle  Home Insert Draw Design Layout Ref

OB 5 E

Margins Orientation Size Colum Line Murnbers v
- - ¥ % Hyphenation -

Page Setup [

In layout, you can change the orientation of your
document between portrait and landscape.

You can also choose different margins.

Review

Fle Home Insem Draw Design Layout References  Mailings Rmm«
e quage

ch o}
ax

Translate

Wi

Editor Spelling and Thesaurus Werd

Grammar

fnﬂnr\g

Review is where you can checkyour spellingand

grammar.
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Sample Paragraph

Please type the sample text handout into a Word document.

Do not correct any mistakes.

Changing Text

To make change to your text you need to select it.

Hold down your left mouse button and dragacrossthe
text to select it. It should appear in grey like this:

March 28, 2024 €&

Finding Information Online

To find information online you will use a web browser. Aweb
browser is a tool or application that helps you explore the
internet. Common web browsers include:

Changing Text

While onthe Home tab click B to make the text bold.

Aptos (Body) . March 28, 2024 «

Bru-w
f Finding Information Online
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Font Size

I'd like to make the title, Finding Information Online, bigger.

# @ Writing Sample @

e Home Insert

, it meene mes we. Let'sincrease the font size
O Blv F s Eeay v 20 V_t028-

I'd also like to v oa B[I]U ‘
make it stand out. -

o Finding Information Online
Let's italicize it.

Alignment

Let's center Finding Information Online.

E=vHv &~

365 Alignment

=z Finding Information Online -

: To find information online you will use a web browser. Aweb
browser is a tool or application that helps you explore the

March 28, 2024

internet. Common web browsers include:

Bulleted Lists

I'd like to make my list of browsers a bulleted list.
First, highlight all the items youwant in the list.

Google Chrome

‘ Microsoft Edge

Firefox

Safari




Bulleted Lists

On the Ribbon, find the icon below for bulleted lists:

Clickthe icon ‘

tomake alist - ﬁ@ e el
bulleted.

nal Bullets [Cirl+)  pic
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Bulleted Lists

Your bulleted list should look like this:

> |

¢ Google Chrome
¢ Microsoft Edge
s Firefox

e Safari

Insert a Picture

I'd like to add a picture to my document. Put your cursor at
the end of "Finding Information Online".
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Finding Information Online\ @

This iswhere the picture will go.
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Insert a Picture

Clickonthe Insert tab. Then click Picture.

» Insert  Layout  Referenc
el Picture -

et Mirracaft 2AE arrannt

Insert a Picture

Choose Search on the Web.

[ Picture v 7 Drawing

Insert Picture From  yszap

EZ This Device

P Mobile Davice

OneDrive

Stock Images

& B b

Search on Web

Insert a Picture

Search for "Finding Online Pictures

Information Online." & | O Finding information online

Powered by |3 Bing
Choose the first
picture.

Y Creative Commons only

ClickInsert.




Layout

" &
Maybe you want to iﬂ Writing_Sample <&
change the orientation

of your document. Home  Insert  layout

To change it from vargins v [‘f'} Orientation v |

Portrait to Landscape

clickon the Layout tab,  Allow acce [ Portrait E

» [7 Llandscape

Choose Layout.
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Margins e e

It

You can also change the ' M;;“
Margins from Layout. » 0 i s

|. Office 2003 Detault
Top: Bott

T custom Margins
|71l Define custom mangins

Review

To review your spelling and grammar, click on the Review
tab. Then click on Spelling and Grammar.

AutoSave (@ of) Document] - War.
File  Home  Insert  Draw  Design  Layout  References  Mailings  ReMew
v [ = ) £H [
> B = A 53 At
Editor Spelling and Thesaurus Word | Read Check Translate Language New
Grammar ~ Count Aloud Accessibility ~ - - Comment

Proofing Speech | Accessibility Language |
L I W

10



Review

To review your spelling and grammar, click on the Review
tab. Then click on Spelling and Grammar.

AutoSave (@ off) DA ] Document] - War
File  Home Inset Draw  Design  layout  References  Mailings  ReWew
abc - = ) y ek 7 T
> B A [k 5% A E
Editor Spelling and Thesaurus Word |  Read Check Translate Language New
Grammar - Count | Aloud | Accessibility ~ - Comment

Proofing Speech Accessibility Language '
.  ooewwswwaw
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Spelling

Incorrect spelling will appear with a red line underneath.

March 28, 2024
Clickingthe L , ,
Finding Info tion Online

misspelled

word provides To find infomation online you will use a we
list of Drows quing n that helps

alls intern | s ers include:

tions.
suggestions GoOgl information

Micro ignore il

Grammar

Grammar suggestions will appear with a blue underline.

earch results. Across the top of
Clickthe underlined |:>

word(s) for suggestions. ¢

dissimilar categories

gnore @ £ dito
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Saving
To Save your document, click on File - Save.
®
@ AutoSave (@ off) ) Gl vome

[ New
I::>m\e Home Insert Draw
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~ & Open
Eﬁ Aptos (Body)
paftg 3 B LU~ Get Add-ins
Clipboard s
Info
|:> Save
.
Location

Choose This PC under other locations.

Save As

Recent

Naming

Choose the Folder you want to save the document in.

1 5 Documents

[My document

Word Document (*.docx)

Name your document and click Save.

2 save
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Northstar Digital Literacy

ESSENTIAL COMPUTER SKILLS

6

@i E
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Next Class

Email Basics
Date: Thursday, April 5
Time:2:00-3:00 pm

* Web browsers @
* Searching N74

. Ta b JEFFERSON COUNTY
LIBRARY
* Bookmarks DISTRICT
Questions?

If you have questions about the topics coveredin this
presentation contact the Jefferson County Library
District to schedule a One-on-One tech help
appointment.

360-385-6544 ’V—‘@

information@jclibrary.info JEFFERSON COUNTY
LIBRARY
DISTRICT
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