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0:00:01.209,0:00:16.519
So, let’s get started with Microsoft Word.
Open Microsoft Word and you get your template

0:00:16.519,0:00:24.279
page open first, so let’s take a blank document
here this is how it looks when its laid out.

0:00:24.279,0:00:31.159
Now, if you open it and you don’t see your
rulers always go to view and you can checkmark

0:00:31.159,0:00:37.620
the ruler to see it in your view. Get used
to using your ribbon so that you can do all

0:00:37.620,0:00:43.250
of the different work that you need to do,
here your customize button for your quick

0:00:43.250,0:00:48.179
access toolbar, it’s always recommended
to set that up so that you always have it

0:00:48.179,0:00:56.460
available to you. When you’re finished with
your document you can Save As and wherever

0:00:56.460,0:01:02.640
you save your files to, you can save in. Whenever
you’re done here you can hit the back arrow.

0:01:02.640,0:01:08.700
It takes you back into the page. Get used
to using your fonts because there’s different

0:01:08.700,0:01:16.350
fonts used for different types of documents
you can color around, color letters all different

0:01:16.350,0:01:22.180
types of fields that you can do with your
Microsoft Word. We are not going to use any

0:01:22.180,0:01:27.469
of the insert right now except maybe in a
document later on you’ll be inserting a

0:01:27.469,0:01:34.450
footer and a header. In your design section
you can design your documents, with a specific

0:01:34.450,0:01:42.899
format, your page layout this is your orientation,
when you want to get the document to print

0:01:42.899,0:01:49.359
in portrait or landscape you can do it there,
you can set up your margins, your references

0:01:49.359,0:01:54.759
we’re not going to use in this format right
now. Mail, we’re not going to use here either.

0:01:54.759,0:02:02.460
Your review section, here’s your grammar
and spelling your thesaurus, your dictionary.

0:02:02.460,0:02:09.390
In your view section, normally we do this
as a print layout. Now, when creating a document

0:02:09.390,0:02:19.940
for say an end user to make changes to their
computer you always go down here to options,

0:02:19.940,0:02:26.450
and in your options section you go to proofing.
Click on proofing and you’ve got a bunch

0:02:26.450,0:02:32.630
of settings in here. Now normally, the dialog
for “Show reliability statistics” will

0:02:32.630,0:02:39.540
not be checked, for writing a document for
an end-user you always check the “Show reliability

0:02:39.540,0:02:47.260
statistics” and then you click ok. And what
we’re going to do here is put a little bit

0:02:47.260,0:02:56.470
of information onto the page so that I could
show you how the reliability works for you.

0:02:56.470,0:03:07.620
“The document should be better than this.
So you put your period in, you always go to

0:03:07.620,0:03:16.010
your review click on spelling, or if you have
it up here in your quick tool bar and there

0:03:16.010,0:03:20.290
you go, click on spelling, theres your reliability
check what we are looking for is our grade

0:03:20.290,0:03:26.190
level here when writing a document for an
end user your grade level should be not higher

0:03:26.190,0:03:32.690
than the 8th grade. Once you get that checked
normally we’re going to highlight the whole

0:03:32.690,0:03:36.940
section, check it, it says we’re finished
checking the section do you want to check

0:03:36.940,0:03:45.820
the rest, you say no, then it opens this box
up for you. So this is the basis of word documents

0:03:45.820,0:03:54.480
that we are gong to be creating for this class.
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