Your name, module 5, page 1

Hi and welcome to the fifth session of 

Making Friends with your computer

Today you’re going to explore how this little machine can help you with your writing and, in particular, how you use the spelling and grammar tools. 

As we do that you’ll find out a bit more about how to use 

· the menus at the top of the screen

· dialogue boxes. 

When you’re done tap on the PgDn key to move on.

What’s on the menu?
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You’ve already used some of the menus at the top of the page: like this( 
Now is a good time to find out a bit more about them. 

Take the pointer up to the Tools menu. Hold down the left-hand mouse 

button and drag the pointer down to Word Count... When you release 

the mouse button, you will see a Dialogue box called Word Count telling 

you how many words there are in this document. To close the dialogue box, 

click on the Close box.. 

Alternatively, you can quickly get rid of any dialogue box by tapping the 

Esc key – it’s at the very top left of the keyboard. 

When you’re done, tap on the PgDn key to move on.

Before we go on let’s practise using the menus a bit more. See if you can find out what are the menu choices at the following. The first one has been done already.

Menu word
Menu choice
Position in list

File

Close

Third

Edit



Fifth

Insert

Comment

Tools



Last

Help

What’s this?

It just changed!

Did you notice how some menus automatically ‘expand’ if you keep them open for a few seconds without selecting anything? Try it on the Tools menu. It starts with only six choices but then ‘opens out’ to show other, less often used, tools (like Autocorrect and Mailmerge). 

When you’re done, tap on the PgDn key to move on.


Keyboard king

Some people like using the mouse and toolbars. Others prefer using the keyboard alone. 

If you’re one of the latter, this is how to do it. Look carefully at the top of the screen and you’ll see that the menu items all have underlined letters – usually (but not always) the first letter: File, Edit etc. If you press the Alt key and the letter that is underlined – such as 

Alt-V for View – you get straight to that menu. 


Once in the menu, you can go up and down with the arrow keys or just press the underlined letter of the item you want (such as, Z for Zoom) to open up a dialogue box.

In some dialogue boxes, you can make even more choices using the keyboard alone.. For example, try typing a 2 in the Zoom window and you’ll see the 200% button is selected. Just press the Enter key for OK and the page magnification will change…and all without using the mouse once.

When you’re done tap twice on the PgDn key to move on. 

Having a dialogue

Another thing you might notice about menus is that some items have three dots after them like this: Spelling and Grammar ….
When you click on an item with three dots it opens up what’s called a ‘dialogue box’. 

Dialogue boxes are a little frightening at first because they present you with all sorts of choices. But they are very useful. Honest!

If you click on the Tools menu and then choose Spelling and Grammar …. you’ll see a box that would enable you to work through this document checking the spelling and the grammar. You don’t have to accept its suggestions: you can click on Ignore if you don’t agree. 

On the next page is a passage that definitely has a few faults. Let’s work on that.

When you’re done, tap twice on the PgDn key to move on.
Captains quartres

Please

print out this page 
Set in six akres of ground wear wildlif abounds - well, certainle rabits, raccons, dere and may be the ocasional skunk - David and Judy Silverman are lookin forward to their thurd yere of welkomming Britich visiters, especsilly returnin ones. They aim for you to have a comfortble sta and they certanly start the day offf rite with their famos Kontinental breakfast. 

We speshialise in hoam maid breds that are properly stufed with raisens and spises, says Dudy. 

The room s in the Quartres are relly nice and wel furniched. They have a fridg to keep yor coolerz in. The rooms ar set in relly rural suroundings with trees all around you and theri is a hiking and bicking traile all of 25 mils long. After that, no dout youwill apreciate the tow tenis corts and the swiming poool. Just to kepe the theam of Hospitalty going, we confirme that you will receive a welcom packag with your hosts compliments on arival.

For those arrriving between Mai and Ocktober, there wil bee two free tickets to watsh the dolfins.

Sea you scoon!

Finishing off
See if you can copy out the practice piece, correct it using the Spelling and Grammar…. tool, then fit it neatly into the middle of the page and finally print it. 

Fitting it into the middle of the page involves changing the margins. And – yes! – that involves yet another Dialogue box. To find it, take the pointer up to the File menu and select the item called Page Setup. You’ll see that the default margins in the Dialogue box are set to 2.54cm and 3.17cm. Type in some new ones (say 6cm at the top and 4cm on the left and right). To move to the next default value, use the Tab key. You can see how your changes will affect your document by watching the Preview box. 

Then print it out using the Print dialogue box. Well done!


See you again next week. 

Bet you can’t wait!. 
� EMBED PBrush  ���





“Dialogue box?” It’s on the next page!  





If you’d rather correct the full version without typing, click � HYPERLINK "spellcheck me.doc" ��here�
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