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1.  LEARNING OBJECTIVES

    a.  Terminal Learning Objectives  

        (1) Given End User Computer Equipment (EUCE), software, and the references, operate EUCE per USERS Guides/Instructions/Manuals.  

        (2) Given drafted material, EUCE, blank form/paper, typing instructions, and appropriate reference, type drafted material at a speed of 25 words per minute, without error, per SECNAVINST 5216.5 and MCO P1200.7.  

    b.  Enabling Learning Objectives

        (1) With the aid of references, and given MS Word Software, open a new computer document in accordance with the references.  

        (2) With the aid of references, and given MS Word Software and a computer file, manipulate computer text in accordance with the references.  

        (3) With the aid of references, and given MS Word Software and a computer file, close a computer file in accordance with the references.  

2.  GETTING STARTED

    a.  There are two ways of accessing the MS Word Program to open a new document.  Both ways you will be taught are correct.
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        (1) Several small pictures appear on your desktop.  These pictures are called icons.  The icons are shortcuts to files, programs, and folders.  You are to locate the icon that the arrow is pointing to below.  Then double click on it with your left mouse button to open MS Word.

        (2) By using your mouse, click on "Start" with the left mouse button.  After you do this, a menu will appear.  Once the menu is up, point to "Programs" with the mouse pointer and click on it with the left mouse button.  This will allow the program sub-menu to appear.  Find where the MS Word icon is listed and still using the mouse, double click on the icon to open MS Word.
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    b.  Now that MS Word is up and running, this is what you should be seeing on your screen.

[image: image6.png]= ]

Ele Edt Vew Insert Format Tooks Table Window Help

I
DEa 8RR zal--lad= -32

5]
1

Tabs. [21x]
,’M Defautsbstops: [0S =]

algrment
= o  ecimal

© conter Clear
 Right

Leader
& 1 Nore

]+

Tab stops to be cleared:

Set Clear Clear all
el

[Page 1 sect U [mos i Gt e i Ba Rl T

gstart] | & || [Sinbox - Microsaft Outook _[EIDocumentl - Microso...  [E]Microsaft PowerPaint - M.




[image: image7.png]= ]

Ele Edt Vew Insert Format Tooks Table Window Help

I
Jaﬁg@\gg\%g\n.\gg\m 2 @7 ~ TimesNewRoman « 12 v | B Z

5]
1

(R 4 s

Bullets and Numbering

leod | ombered | Outineturbred |

=

[Page 1 sect U [mos i Gt e i Ba Rl T

gstart] | & || [Sinbox - Microsaft Outook _[EIDocumentl - Microso...  [E]Microsaft PowerPaint - M. |G >0 sseam



[image: image8.png]AutoCoret | Autorormat s YouType | Aukorest  Autobormat |

Apply
7 Headings I Automati bulleted ists
I Lsts ™ other paragraphs
Replace

IV i gctes it ‘et quetss’]
™ rdinas {156 wih superscrpt

T™ Eractions (1/2) with raction character (1)
™ ymbol haracters () wih symbols (=)

™ *Bold and _talc_uith eal formeting

™ Internt and network paths with hyperinks

Preserve
¥ Styles

Always AutoFormat
¥ Plain text WordMal dacuments

ok Cancel




[image: image9.png]AutoCorect AutcFormatAsYouType | Auorest | Autorormet |

Apply as youtype

7 Headigs I Automati bulleted ists
I Borders ™ Automatic numbered lsts
™ Tables

Replace as youtype
17 Firaight quctes" it ‘Gt quetss’]
™ Ordinas {152 wih superscrpt
T™ Erections (1/2) with raction character (1)
™ ymbol haracters () wih symbols (=)
™ *Bold and _talc_uith eal formeting
™ Internt and network paths with hyperinks

Automatically a5 you type.
¥ Format begiing of st tem ke the one before i
¥ Define styles based on your farmatting

ok Cancel




[image: image10.png]word will automaticaly Format "Document1”.

 autoFormat now
 AutoFormat and teview each change

Please select a document type to help inprove
the Formatting pracess

e
coeel | _optns



[image: image11.png]2§ Document1
| e E6t vew Insrt Fomet Tocs Tabe widow tele

icrosoft Word

DEEa8R|E=a- - @n]s - @2 wm
[ [ [RREERRETERRE)

K1

| i Courier New
%= Times New Roman
& Arial
& Arial Black
B Aral Nartow
T Avial Unicode M5

% Batang

& Bob

# Book Antiqua

& Bookman Old Style

T Bookshef Symbol3 ¢ ANOD? D0b0
& Century

[Page 1 sect Ty T = =l il

gstart] | & || [Sinbox - Microsaft Outook _[EIDocumentl - Microso...  [E]Microsaft PowerPaint - M.




[image: image12.png]= ]

[ e Tt om ror Famet Toob Tabe siow b

Dﬁﬂ@‘é@‘%g‘n-‘gm‘m% 2 @7 ~ TimesNewRoman « 12 v | B Z

B
C5 ]| ot s | egerss |

ot Font syl
revs e R Feodar

Font colr: Underine style Underine color

[~ asonane =] [fone) S e

tects
I strkethrouch Cstaon [ smallcops
I Doublestriethvoush [ outine I llcsps
I~ Superscrpt [Enboss [ e
T~ Subscript ™ Engrave

Preview

Times New Roman

Thi = 3 TrueTypa onk T Font il b ueedon bth prrar nd sreen

ot Cancel

[Page 1 sect Ty T = =l il T

gstart] | & || [Sinbox - Microsaft Outook _[EIDocumentl - Microso...  [E]Microsaft PowerPaint - M. |G >0 saam



[image: image2.png]il Document1 - Microsoft Word
| e £t Yen Isert Fomat Dok Table indow b

Jomw~ Iy & | agoshapes - N N OO E 48| & £-A - ELY

[Page 1 sect T e = el 2 T

Astart| | & || [F]More Autoshapes | EPo107LP - LEssoN PLAN.. [ Documentt - Microso. |30 sa0rm





        (1) For all Microsoft products, the bar on top of the page is called the title bar.  It contains the software application name [Microsoft Word] and the name of the current file that is open [Document 1].  When using MS Word all unsaved or unnamed files are called "Document (#)".    

        (2) The next bar down is called the menu bar.  The menu bar is almost the same for all Microsoft products.

        (3) The next bar or bars are called tool bars and they display shortcuts to existing options that are available under the menu bar.  The user can modify tool bars.

        (4) In the upper right corner, there are three-square buttons.  They are the Minimize, Restore/Maximize, and Exit buttons for the current program.  There is also an Exit button below the other Exit button.

3.  DOCUMENT VIEW  

    a.  Your document screen has four different ways it may look and the view can be changed two different ways.
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   (1) The first way to change the view is to click on the "View" option found on the menu bar.  Here you will get a sub-

menu with several options.  The best option is "Print Layout".  Go ahead and click each option to see what they all look like.  While you have the "View" menu up, go ahead and make sure you have the Standard and Formatting toolbars are checked.

        (2) The second and easiest way to change the view is to use the buttons on the bottom left of the screen.  Although, you will not be able to change what toolbars you can utilize.

4.  SETTING MARGINS  

    a.  Setting margins on your document may be done at anytime.  However, it is always best to start your document with them set correctly.  In accordance with the Naval Correspondence Manual we must always use left and right margins of 1 inch when typing correspondence.

    b.  MS Word normally comes from the factory with Left and Right margins of 1 1/4 inch. 

        (1) The first way to set your margins is to open the "Page Set Up" window.  You can find this under the "File" option on the menu bar. Once there, just adjust the margins as needed.  We also need to set our "​Top" and "Bottom" margins as 1/2 inch.  If your margins need to be changed, do so now.  In order to make sure they always are set properly, click on the "Default…" button before your click on the "OK" button.








        (2) Another way is to move your mouse arrow up to the top ruler and grab the margin placeholder and moved it from left to right, to adjust your settings.  This does not always accurately set your margins.
5.  SETTING TABS  

    a.  As with most tasks in MS Word, there are many ways to accomplish it.  

        (1) The most accurate way is to use the "Format" option on the menu bar and then bring up the "Tabs…" window.  Then set a tab by typing the desired tab measurement in the "Tab stop position."  Once you enter this, click on the "Set" button.  You will notice that your tab is not listed in the larger box. 

 



        (2) The easiest way is to create a tab is to simply move your mouse arrow to the ruler on top of your document screen and right click on the ruler where you want your tab. 

    b.   Utilizing the first method, place a tab at 3.2 and 5.6 spaces in from the left margin.

6.  SETTING STANDARD FORMATS  
    a.  MS Word comes with many setting that do not allow the user to type using a format or style appropriate for the Marine Corps.  You will need to learn how to set your options so that you are doing things properly.  As I show you how to do this, ensure that you are correcting your settings on your computer.  You can access each one of these options under "Format" on the menu bar.

        (1) Setting Bullets and Numbering.  MS word automatically has bullets and numbering set for each document.  If you press "Enter" at the end of each line of a paragraph, each line will become a new paragraph with some sort of identifier in front of it; whether it is an icon or a number.  To ensure that this does not happen, select "Bullets and Numbering".  Then set all tabs to "NONE".




        (2) Autoformat.  You can quickly 

apply formatting such as headings, bulleted and numbered lists, borders, numbers, symbols, and fractions to your text.  You can accomplish making changes to the Autoformat by selecting it from the "Format" on the menu bar.  Once the next box appears on your screen, you need to click on the "Options"
 button.  You can now see all the options that are available to you in Autoformat.  In the diagrams below, you will see the preferred settings throughout this period of instruction and for the time that you are here at Personnel Administration School. 








    b.  MS Word automatically defaults to the font of "Times New Roman" and a pitch size of 12.  The Marine Corps standard for font is Block Letter with a pitch size of 10 or 12.  As in most cases with MS Word, there is more than one way to change or set font and pitch sizes. 


        (1) The easiest way to change both the font and the pitch size is to click on the drop down boxes on your Tool Bar and select the desired settings.  Making these changes are not permanent but are useful when attempting to make something stand out by changing the font or size.        

        (2) The permanent way of changing your font and pitch size is a simple process and only takes a few minutes.  Under "Format" on your menu bar, you will "Font".  A new box will appear on your screen.  Here you are able to not only change the font and pitch size but also the font style as well.  As you can see, the font style has 4 styles available to you.  Once you select the font, style, and size, simply click on the "Default" button.  This will make it the default setting for the computer you are working on.




7.  MAKING YOUR WORK STANDOUT  

    a.  Sometime we need to make a certain word, words, or phrases standout in our work.  We can do this several different ways.  We can bold, italic, or underline our work.  We can also combine two or three of these ways together.

        (1) The first way to make this happen is to highlight what you want to make standout.  Once that is completed, simply utilizing the left button on your mouse click on "B", "I", or "U".





   (2) We can also accomplish the same task while holding down the "Ctrl" button and typing the corresponding letter ("B", "I", or "U") of what we want to do.  One can do this prior to typing the desired text or by highlighting what one wants to standout and then holding down the "Ctrl" button and typing the corresponding letter.

    b.  We can make a single line or whole paragraphs appear in several different ways.  Usually, all text will be aligned to the left.  Alignment to the right means the right side will have an even edge and the left side will be staggered.  Justified means that the word processing software stretches the line so both sides are even with the margins.  However you set your alignment, everything you type after that point will be in accordance with your settings.

        (1) The first way to make this happen is to highlight what you want to make standout.  Once that is completed, simply utilizing the left button on your mouse click on the corresponding icon as listed below. 





        (2) The second way to accomplish this is prior to typing the desired text click on the appropriate icon.  These will automatic set the standard to the way you want your text to appear.  

        (3) The last way to accomplish this is to utilize the menu bar.  You simply click on "Format" and the click on the "Paragraph..." option.  Under this option, the window allows you to change the alignment.

8.  CUTTING AND PASTING  

    a.  The best part of using word processing software is having the ability to move all or any part of a document to another place in that document or to another file.  We can accomplish this three different ways.  With all the options for "cutting" and "pasting", you must first highlight whatever it is that you desire to move.

        (1) The first way to accomplish this is to click on the right mouse button while the mouse arrow is over the highlighted text and then click on the "Cut…" option.  This will cut the highlighted portion and place it on a clipboard.  This is not considered deleting because you will be able to retrieve it.  After you have cut the highlighted portion and it has disappeared, move your mouse cursor to the area you want the cut portion moved to.  Then, click the right mouse button and click on the "Paste" option.  Your text will then appear.

        (2) The second way is to select on your menu bar "Edit".  Then click on the scissors icon or where it states, "Cut".  This will cut the highlighted portion and place it on a clipboard.  After you have cut the highlighted portion and it has disappeared, again move your mouse cursor to the area you want the cut portion moved to.  Then, click utilizing the menu bar once again, select "Edit" and click on the double piece of paper or where it states "Paste" option.  Your text will then appear.

        (3) The final way to accomplish this task is to click on the scissors icon found on the tool bar. Then move your mouse cursor to the area you want the cut portion moved to and click on the "clipboard" or the paste icon.    
9.  SAVING YOUR WORK  
    a.  There are many ways to save your documents.  We will cover three of them.  Each way is simple to master and understand
        (1) Click on “File” on the menu bar and then click on “Save”.  This will allow you to save it with 

document before.  If you tried this same procedure with an unsaved document MS Word would give the same option as if you clicked on “Save As…” 
        (2) Probably the simplest way to save your work is to click on the "diskette" on the tool bar.  Again this will save your work for a new document or an old document.

        (3) The final way of saving your document is not recommended because someone might have changed the options on your machine prior to you typing on it.  If someone did change the options, MS Word may not ask you if you want to save your document prior to it closing down.  By clicking on the exit button in the top left hand corner, you will exit Microsoft Word.  However, since you have not named our previously saved your document it will automatically be named using the subject of your first line of text on your document.  

At this point you could change the name or leave it with the name MS Word chose.  In this screen, you could also choose where to save it, i.e. what drive, folder, or path.  

References:  SECNAVINST 5216.5

             MCO P1200.7
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