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Create a Folder

The way to organize our files is by using folders. These are like folders in
your physical file cabinet.

Folders can contain files or other folders (called subfolders). Folders and

files can be moved around, reorganized in your storage space and also
thrown out.

You can make folders in different places on the computer. If you are saving
to the hard drive, you can put your folder on the desktop.

/S
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Create a Folder

1. Go to the desktop.

2. Right-click.

3. Choose New/Folder. \

4. Type a name for your folder.

Arrange [cons By ¥
Refresh

Paste
Paste Shortout
—
|) Eolder
Properties @ Shortaut

] Microsoft Word Document

Eﬂ Microsoft Office Access Application

ﬂj Microsoft PowerPaint Presentation

Bl Microsoft Office Publisher Document
IE’I Text Document

|| Wave Sound

B8] Microsoft Excel Warksheet

[H) Compressed (zipped) Folder
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Create a Folder

rJ Ny COmpULEry You can also save to a disk or flash drive.
File Edit WView Favorites Tools Help

<) </ l.‘.ﬁ‘ f.'- ) f f €

1. Go to the desktop and double-click on the

Up Search Map Drive  Disconnect Hisi

Name Type icon for My Computer.
System Tasks 2 Hard Disk Drives
View system information %s® _ocal Disk (C:) Local Disk
;"} Add or remove programs
[} Change a setting Devices with Removable Storage

ﬂ, 312 Floppy (A:) 342-Inch Floppy Disk Click on your
Other Places * “w*Removable Disk (... Removable Disk disk or flash

7 . . : .
g DVD Drive (E:) CD Drive drive.

L 3 Jessica's Metwork

f . .
wea CO-RW Drive (F:)  CD Drive
'_j My Documents

113 System (G:) CD Drive
[} Control Panel “##Removable Disk (... Removable Disk

Scanners and Cameras

»

Details

IBHP Officejet 620... Image scanner
my computer
System Folder
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Create a Folder

b

File and Folder Tasks
2. Click on Make a new folder.

J Make a new folder <

@ Publigh thiz folder to the
"\."'."El:l

3. Type a name for your folder.

r

Other Places

¢ Removable Disk (H:)
&) My Documents

i my computer
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Highlight/Select Text

Use your mouse to select words that you want to make changes to.

[To select text, click in front of the first word.

Hold down on the mouse button and drag the mouse across the words you want to select.

It may be difficult at first to use your mouse to highlight. Here is another way
to do it.

1. Click at the beginning of the text you want to select.

2. Hold the Shift key down. While you are holding it, click at the end of the
last word you want to highlight.
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Cut, Copy, and Paste

This is how you can move writing from one part of the document to another.
Or, you can copy text and put it somewhere else in the document.

You can also use this to move information from one document to another.
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Cut, Copy, and Paste

To move text around a Word document:

1. Select (highlight) the text that you want to move.

CiDocuments - Microsoft:Word __i
i fle Edit Wew [nsert Format Tools Table Window Hep AdobePDF  Acobat Comments Type aquestion for help = X

e e RN A e F - AL

How to make pasta

Fill a pot with water
Put pasta in the pot
Boil the water
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Cut, Copy, and Paste

2. From the Edit menu, click on Cut.
you highlighted on the Clipboard.

The Clipboard is an area used to hold

are moving around.

|

Click on
Cut.

This puts the words

information that you

{ Fle | Edt | Vew Insert Fomat Toos Table MWindow Hep AdobePDF  AcobatComments aquestonforhep X
il | |9 undoTyping cri+z = - !4_1 Normal + 18 pt = Times New Roman = 18 = u
o Can'tRepeat  Cirl+Y S e T

s cut

Cirl+

]
)

Copy

Ctrl+C

Office Clipboard...

paste

Paste gpedil...

Paste as Hyperlink

Clear
Select Al
End...
Replace...
GoTo...
Links...
Object

Cirl+v

Ctrl+A
Ctrl+F
Cirl+H
Ctrl+G

How to make pasta

Fill a pot with water
Put pasta in the pot

Boil the water

i
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Cut, Copy, and Paste

O \DocumentZi=Microsoftyond = (=]
I Fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help = x

/ \ Hm e - TRSEENE I 4. | : ;.'4 %fl - ;ll a N‘urnTa\‘-ﬁ-lBIDt‘;le\me‘sNleijuman -
When you click
on Cut, the words

you selected will
disappear, How to make pasta

Fill a pot with water
Put pasta in the pot

They are now on
the clipboard.

N /
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Cut, Copy, and Paste

3. Choose where you want the words to appear. Use your mouse to put the cursor in the right place.

Ol | Dosument?= MicrosofisWord = =
: fle Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Type & question for help = X

;Ifa Normal+18pt;d'ﬂmesNawRoman - 158 - | B = = iEE - - A

How to make pasta

Fill a pot with water

Put pasta in the pot
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Cut, Copy, and Paste

4. Click on Edit.

5. Click on Paste.

Sl DocumentZi= MicrosoftWornd

i Ble | Egit | Wiew Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments

Undo Typing
Repeat Clear
Cut

Copy

aste

Clear
Select All
Qﬂ Eind...
Replace...
GoTo...
Links...
Object

Paste Spedial..
Paste as Hyperlink

Ctrl+z
Crl+y
Ctrl+%
Cirl+C

Office Clipboard...

Ctrl+v

;! E ﬁ Mormal + 18 ptﬁ'ﬂmas MNew Roman A 18 |~

[ L R B A B

How to make pasta

Fill a pot with water

Put pasta in the pot
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Cut, Copy, and Paste

The information

clipboard. It will
g0 where your
cursor is.

N /

is taken from the ——

U8\ DopumentZ - Microsofit Word

FEENF =T

9-c- @

i File Edit view Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments
- = == (3] & o 110w L!« Normal + 18 pt = Times New Roman = 18 = | B J 1O

How to make pasta

Fill a pot with water
Boil the water
Put pasta in the pot
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Cut, Copy, and Paste

To copy text in a Word document:

1. Select (highlight)
the text that you
want to copy.

S| DocumentZl- Microsoft-Word ! m
i File Edit View Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question forhelp  » X
A A ETEE T A [ T - e &1 q 10% L!‘k Normzl + 18 pt « TmesNewRoman = 18~ | B I U |[E]|= -2 - A-
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How to make pasta

Fill a pot with water
Boil the water
Put pasta in the pot
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Rrec| [Tri| [exT| [owr| | B
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Cut, Copy, and Paste

2. From the Edit menu, click on Copy.

This puts the text you chose on the Clipboard.

i Fle | Edit | iew Insert Format Tools Table Window Help Adobe PDF  Acrobat Comments Type a question forhelp = X
Unde Typing  Ctrl+Z ERCRAN- N = 2= |40 = i 44 normal + 18pt v TimesNewRoman = (18 « | B £ U [[E] -~ A-
Can'tRepeat Ctrl+Y !-
cut Cirl+x
Copy ctrl+C
Office Clipboard...
Paste Ctrl+v
/ \ Paste Spedial...
Paste as Hyperiink
: Cear ' How to make pasta
When you click on e oo |
o aco of the : E'j‘” o Fill a pot with water
: e
PY; py - I Boil the water
words is put on the : e | Put pasta in the pot

Object

clipboard.
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Cut, Copy, and Paste

O \DocumentZ i Microsoftord

Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments
F 0 [ A I e e .| 1 5 =[]

3. Click

where \ : How to make pasta
ou want :

Y : Fill a pot with water

to put Boil the water

the text. : Put pasta in the pot
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Cut, Copy, and Paste

i DosumentZi-MicrosoftsWord,
i Ble | Edit | Yiew Insert Format Toos Table Window Help Adobe PDF  Acrobast Comments
Undo Typing  Ctrl+Z

Repeat Clear  Ctrl+Y

cut Cirl+x

Copy Ctrl+C
Office Clipboard. ..
& Paste Crl+v

Paste Spedal...

4. Click on Edit. 7 —

Cex How to make pasta

Select Al

# End.. Fill a pot with water

Replace. .. .
GoTo. Boil the water

L. Put pasta in the pot

Object

5. Click on Paste.
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Cut, Copy, and Paste

CilNocumentZi-MicrosoftWord (= ][]
{ Fle Edit View Insert Fgrmat Tools Table Window Help AdobePDF  Acrobat Comments Type a question for help = X

H = RS P e .| [3] &1 o 110% ;!Eﬂ Narmal + 13pt = Times NewRoman =

The information
is taken from the
clipboard and

. How to make pasta
put back in your : P
document. Fill a pot with water
- Boil the water
k / : Put pasta in the pot

How to make pasta

Fill a pot with water

Boil the water

Put pasta in the pot
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Format Text

ltalic  Underline Center  Align Right

N

Formatting Toolbar

,ﬂ Marmal ~ TmesMewRoman ~ 12 ~ B T U == = =~
e A | \
Font Font Size Bold Align Left

EThe style your words are printed
tin. For example:

This is one font and

Ethis is another font.

Literacy Volunteers of New Jersey Log On and Learn: Learn More About Word 96



Format Text

To format your text:

1. Select the text that you want to change.

To do this, use your mouse to click and drag (keep holding down the mouse
key) over the text until it is highlighted.

Now lift your finger off the mouse button. The text should still be
highlighted.

2. Click on the icon on the Formatting toolbar. Once the text is highlighted,
you can keep making changes to it.
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Format Text

®

Try It Out!

2. Type your name and address.

Literacy Volunteers
120 Finderne Avenue
Bridgewater, NJ 08807

3. Select the words with your mouse. (If this is the only thing on the page, you can also go to

Edit and Select All.)

4. Change the font.

Literacy Volunteers
120 Finderne Avenue
Bridgewater, NJ 08807

6. Make the words bold and underlined.

Literacy Volunteers
120 Finderne Avenue

Bridgewater, NJ 08807

5. Change the font size.

Literacy Volunteers
120 Finderne Avenue
Bridgewater, NJ 08807

7. Center the words.

Literacy Volunteers
120 Finderne Avenue

Bridgewater, NJ 08807
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Insert a Picture

1. Click on Insert on the menu bar.

2. Click on Picture.

3. Click on Clip Art.

A box will appear on the side of your screen.

4. Type a word into the search box. If you put in the word cat, you will
get something like this:

5. Click on the arrow next to the picture that you want.

6. Choose Insert.

The picture will appear on your document. It will be
where your cursor is on the page.
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©| 0
search for:
=

Cd

Search in:

All collections
Yesults should be:
Al media file types
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