
Orientation to 

Word 

Processing

Î Use the hyperlinks on the left to move from slide to slide or click 

the Slide Show icon at the bottom right of the screen to see the 

show full screen. Click to advance.

Î To receive credit for this orientation, read through all slides. 

Follow the directions in the last slide when you are finished.

By Arlene Zimmerly, Coauthor, 

Gregg College Keyboarding & 

Document Processing

Word 2007

Word 2003



Practice Exercises and Document 

Processing Jobs

ÁMicrosoft Word is needed to complete practice 
exercises beginning with Lesson 21 and document 
processing jobs beginning with Lesson 25. 

Á In GDP, click Options, Settings, to verify that the path to 
Word is set correctly.  Also verify that Use Proofreading 
Vieweris checked,and click Save.

ÁHave your textbook and Word Manual available.

Note : The practice exercises for Lessons 21-24 include a generic orientation to the 
basic features of Word. If you use Word 2003 and are already familiar with these 
Word features, you may skip the practice exercises for Lessons 21-24 and instead 
refer to the Word manual for specific steps. Word 2007 users should complete the 
practice exercises.



Microsoft Word Manual

· Word manual format

· GDP Default Settings 
(Word 2007 only)

· Start Word in GDP

· Choose commands 

· Open a file

· Quit Word in GDP

· Navigate in a file

· Save and close a file

Review these Word features on pages 1-40 of the Word manual. 

· Create a new file

· Select text

· Bold text

· Undo/redo

· Use Word Help

· Preview pages

· Check spelling/grammar

· Show formatting

· Print a file



Lesson 26
You will not complete Lesson 26 until later in the semester. It is 

used in this presentation as an example because it includes a 

typical practice exercise and document processing job. You can 

open GDP and complete this practice exercise now or just read 

along and complete it another time.



Lesson 26-H: Alignment/Font Size

ÁFrom the GDP menu, click 26-H, Word Processing: 
Alignment and Font Size.

ÁRead the introductory screen and click Next.



Create Practice 26

ÁClick Create practice-26 to launch Word and begin the 
practice exercise.

Å Because a file for Practice-26 is 
automatically generated by 
GDP as a starting point for the 
exercise,  both the Create and 
Edit buttons are active. 

Å Always click Create to begin a 
practice exercise for the first 
time.

Click Createto 

begin.
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ÁWhen practice-26.doc opens in Word, review 
the Word features as called out in the next few 
slides. 

ÁOpen your Word manual to Lessons 21-24, 
òOrientation to Word Processing,ó if you need 
help.

ÁIf you are using Word 2007, review the 
resources on the next slide. The graphic user 
interface in Word 2007 is vastly different from 
the Word 2003 interface.

Review Lessons 21-24



·Word 2007 Commands in GDP: a compilation of 

Word 2007 commands in the Word 2007 Manual to 

prepare you for the transition to Word 2007.

Word 2007 Resources

·Microsoftõs Word 2007 Guide: 

Word 2003 to Word 2007 

interactive command 

reference guide (for download

or online): visual, interactive 

reference guide helps you find 

your favorite Microsoft Office 

Word 2003 commands in the 

new 2007 interface.

http://gdpkeyboarding.com/Word07FilesZimmerly/Word_2007_Commands_in_GDP.doc
http://www.microsoft.com/downloads/details.aspx?FamilyId=9044790B-4E24-4277-B714-66D7B18D0AA1&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyId=9044790B-4E24-4277-B714-66D7B18D0AA1&displaylang=en
http://officebeta.iponet.net/en-us/word/HA100744321033.aspx?
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Word 2007 Screen

Title bar

Tab

Dialog Box Launcher

Formatting toolbar

Ruler

Scroll box

Scroll bar

View shortcut buttons
Status bar

Zoom slider

Selection 

bar area

Quick Access Toolbar

Microsoft Office Button

View Ruler

Word 2007
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Word 2003 Screen

8

Title bar

Menu bar
Standard toolbar

Formatting toolbar

Ruler

Scroll box

Scroll bar

TaskbarStatus bar
Start button

Selection 

bar area

Word 2003
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Word 2007 Navigating/Selecting
Drop-down menu

Pause mouse over button to 

view Keyboard shortcut key

Selecting: 

Word (double-click)
Line (selection bar)

Sentence (Ctrl + click)
Paragraph (triple-click)

Document (Ctrl + A)

Navigating: 

Page Up
Page Down

Home
Ctrl + Home

End
Ctrl + End

Group

Ribbon

Word 2007



ü#ýü#ý

Word 2003 Navigating/Selecting

Navigating: 

Page Up
Page Down

Home
Ctrl + Home

End
Ctrl + End

Drop-down menu

Keyboard shortcut key

Selecting: 

Word (double-click)
Line (selection bar)

Sentence (Ctrl + click)
Paragraph (triple-click)

Document (Ctrl + A)

Toolbar button

Word 2003
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Word 2007: Show/Hide, Spelling, 

Help
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Keyword(s) in help box

Help buttonShow/Hideformatting

Check spelling

Word 2007
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Word 2003: Show/Hide, Spelling, 

Help

Keyword(s) in help box

Tile help windows

Show/Hideformatting

Check spelling

Word 2003


