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1 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.

To receive credit for this orientation, read through all slides.
Follow the directions in the last slide when you are finished.
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Practice - Exerecises and-Document
Processing-Jobs

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

A In GDP, clickOptionsSettinggo verify that the path to
Word is set correctly. Also verify thalse Proofreading
Viewers checkedand clickSave

A Have your textbook and Word Manual available.

Note : The practice exercises for Lessons 2124 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

Review these Word features on pd@esf the Word manual.

Word manual format

GDP Default Settings
(Word 2007 only)

Start Word in GDP
Choose commands
Open afile

Quit Word in GDP
Navigate in a file
Save and close a file

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.
used in this presentation as an example because it include
typical practice exercise and document processing job. Yol
open GDP and complete this practice exercise now or just
along and complete it another time.
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Lesson’2eH: Alignment/Font Size

A From the GDP menu, clicR6-H,Word Processing:
Alignment and Font Size

A Read the introductory screen and clitlext

A Warmup E




Create Practice 26

A Click Create practieb to launch Word and begin the
practice exercise.

MS Word Document Options ||

The document for this exercise already exists. Click Edit A Because a flle for Practm |S
practice-26 to revise the existing document, ar click Create .
automatically generated by

practice-26 to type the document again. (Choose Create

Note. Al arogtens wil belogty o s assignment GDP as a starting point for the
exercise, both the Create and
Edit buttons are active.

Create practice-26 X
\ H - -

Edit practice 26 N\ Always click Create to begin a
practice exercise for the first
time.

Help Cancel

Click Creatdo
begin.




Review lLkessons| 224

A When practice26.doc opens in Word, review
the Word features as called out in the next few
slides.

A Open your Word manual to Lessons 24,
oOri entation to Word
help.

A If 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.



Word 2007 Resources

. Word 2007 Commands in GDR compilation of
Word 2007 commands in the Word 2007 Manual to
prepare you for the transition to Word 2007.
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Word 2003 to Word 2007 2

interactive command College Keyboarding
) & Document Processing

reference guide (fodownload SN e

or onling: visual, interactive
reference guide helps you find
your favorite Microsoft Office
Word 2003 commands in the
new 2007 interface. e
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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?

EE S RAEE T =-E iR

nractice-26.docx - Microsoft Worc

— T|tIe ba

=S

G ) e S )
P RS == Quick Access Toolb R
F" 3" |yﬁ - = = e = A | aabeeD ”’MA Formatting toolbd
Fafte M|CrOSOft Offlce Butt == E'E'EH*ETHQ* i "l TMormal |7 Mo Spaci.. Headingl gm:ff [y Select ~
Cllphuard Paragraph , fa Styles P Editing

Word 2007

| Selectio
bar area

=

L
oo
=

Dialog Box Launchge :

With-the-increased-number-of-single-parent-and-dual-income-familiesthat-has-occurred-inthe-
last-20+years,-special-emphasis has-been-pla{:ed-lun-SEWices-that-{:ffer-c{mvenience.-
Veterinarians-have-responded-to-this-need-by- extending-their-office-hours-into-the-evening-and-
onweekends;- however,-this-practice-leadsto-very-long-hours-forthe-veterinarian,-unless-

additional-help-is-hired.q SC['O” bO q
1

The-problem-inthis- study-was-to-determine-ifthere-is-a-need-in-the-marketplacefor-a-new-
animal-drop-off-service-proposed- by-the-Michigan-Avenue-Veterinary-Clinic.-When-clients-use-
such-a-service,they-drop-their-animals-off-before-work.-The-animals-aretreated,-and-clients-
pick-them-up-on-theirway-home.-This-service-offers-customers-the-convenience- of-extended-
office-hours-with-no-waiting-and-without- placing-an-additional-burden-on-the-veterinarian.

1

More-specifically,this-study- determined-the-value-of-the-serviceto-dog-owners,-how- many-new-
clients-could-be-expected-if-the-service-is-offered, the-drop-off-and-pick-up-times-clientswoul d-
prefer,-and-what-additional-resourceswould-be-needed-to- maintainthe-service.-One-hundred-

dog-owners-inthe-city-of-East-Brownsburg-were-surveyed- by-phone-to-obtain-the .
the-service.q] Zoom slide

View shortcut button

Scroll bar
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1 practice-26.doc - Microsoft Word
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Word 2003

[With-the-increased number-of-single-parent-and-dual-income-families-that-has-occurred-in-
the-last-20-vears, -special-emphasis-has-been-placed-on-services-that-offer-convenience. -
Veterinarians-haveresponded to-thisneed-bv-extending-their-office-hours-into-the-evening:
and-on-weekends;-however, this-practiceleads-to-verv-long-hours-for-the-veterinarian, un-
less-additional-help-is-hired ¥

T
The-problem-in-this-studv-wasto-determine-if-there-is-a-need-in-the-marketplace-for-a-new-
animal-drop-off-service'proposed-bythe-Michigan-Avenue-Veterinarv-Clinic.-When-cli-
ents-use-such-a-service -thev-drop-their-animals-off-before-worl -The-animals-are-treated -
and-clients-pick-them-up-on-their-way-home.-This-service-offers-customers-the-conven-
ience-of-extended-office-hours-with-no-waiting-and-without-placing-an-additional-burden-

1 on-the-veterinarian

! T

: More-specificallv,-this-studv-determined the-value-of-the-service-to-dog-owners, -how-
manv-new-clients-could-be-expected-ifthe-service-is-offered, the-drop-off-and -pick-up-
times-clients-would-prefer, -and-what-additional resources-would-be-neededto-maintain-
the'service.-One-hundred-dog-owners-in-the-citv-of-East-Brownsburg-were-surveved-by-
phone-to-obtain-their-opinions-of-the-service
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Word 2007

Withthe incre amiliesthat-has-occurred-inthe-
last-20vyears, special-emphasis-has-been-placed-on-servicesthat-offer-convenience.-
Veterinarians-haveresponded-to-this-need-by-extending-their-office-hours-into-the-evening-and-
on-weekends;: however, this-practice-leadsto very-long-hours-forthe- veterinarian,unless
additional-helpris-hired.q

|

The-problem-inthis-study-was-to-determine-ifthere-is-aneed-in‘the-marketplacefor-a-new:

animal-drop-off-serviceprd : : rinary<Clinic.-When-clients-use-
such-a-service,they-drop- N aVl at| NQ. . .
Jating Selecting:

pickthem-up-on-theirway-
office-hours-with-no-waiti
1 Page Up

More-specifically, this-stud
clients-could-be-expected-i Pag e Down
Home

prefer,-and-what-additiona
Ctrl + Home

Word (double-click)
Line (selection bar)
Sentence (Ctrl + click)

dog-owners-inthe-city-of-E
End

theservice.
Ctrl + End

Paragraph (triple-click)
Document (Ctrl + A)

Pagelofl A1 Words1202 4 7




Edit

L 1=
[h]

=1

L

e

'y start

View  Insert

Format  Tools  Table

O practice-26. doc - Microsoft Word : : ;
x

Window  Help  GDP

an o« 12 -

Can't Undo Chr+Z
Zan't Repeat  Chrl+Y
Cuk Chrl+
Copy ChrH-C
COffice Clipboard. ..

Paste ChrlHY

Paste Special. ..
Paste as Hyperlink

Clear

Select Al ChrH-A

Find. .. Chrl+F

Replace. .. Ckrl+-H

Go To... ChrH-G

Links. ..
Chiject

EE-RBEOB

B @ Sl o8 30EE S T @) Heed i

U R e |

Word 2003

Widigth e-increased -number-of-single-parent-and-dual-income-families-that-has-occurred-in-

the-last-20-vears, -special-emphasis-has-been-placed-on-services-that-offer-convenience -
Veterinarians-have-respondedto-this-need-bv-extendingtheir-office-hours-into-the-evening-

and-on-weekends;-however, this-practice-leads-to-verv-long-hours-for-the-veterinarian, un-

less-additional-help-is-hired .y
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The-problem-in-this-studv-wasto-determine-if-there-is-a-need-in-the-marketplace-for-a-new-
animal-drop-off-service-proposed-bvthe-Michigan-Avenue-Veterinary-Clinic -When-cli- E
ents-use-such-a-service, they-drop-their-animals-off-before-work.- The-animals-are-treated.-
and-clients-pick-them-up-on-their-way-home.-This-service-offers-customers-the conven-
ience-of-extended-office-hours-with-no-waiting-and -without-placing-an-additional-burden-

on-the-veterinarian | SV
v Navigating:
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Selecting:

Page Up
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Home
Ctrl + Home
End
Ctrl + End

Word (double-click)
Line (selection bar)
Sentence (Ctrl + click)
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Document (Ctrl + A)
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