Guidelines for Exercise FIVE

To Download from your Email: Open the email you want and rest your cursor on the file to be downloaded. Click Download (Look for an arrow pointing down with a line under it) that appears. Options appear at the bottom of your screen:

1. Click on the small arrow beside Save and select Save As. Find your T: Drive and save the file into your Word Processing folder. Repeat the process for the other files.

2. If the option given you is to Show in Folder, then select this, cut the file from the Downloads folder and paste it into your Word Processing folder on your T: Drive. 

Note: If you select Download All, you might find the process more complicated!
Page Margins: Page Layout Tab, Page Setup Group, click on Margins and edit as required.

Note: this may involve going into Custom Margins.
To put a Paragraph Border around Text on a Page: Select the text you want.  Go to the Home Tab, Paragraph Group and click the drop down arrow next to borders icon (a small gridded box). Choose Borders and Shading (the last option).  Under the Borders section select Box. Under Style select an appropriate style. Under Width select 3 pts. Under Colour select as requested.  In the Preview pane, choose paragraph as required.  Click Ok.  
Please note: If boxes continue to appear when you input further text below this box, then highlight that line, go to Borders and Shading again and under Borders select None.

To insert Shading behind Text: Select the text you want.  Go to the Home Tab, Paragraph & select the dropdown arrow beside the Shading icon (a paint pot).  Select your colour.  
To Insert, Resizing and Text Wrapping re: a Picture:

To insert a picture: Place the cursor where you want the picture to go. Go to the Insert Tab, Illustrations Group, select the Pictures Icon. Find the file you want to insert, select on it and then click on Insert.

Text Wrapping: With the picture selected, go to the Format Tab that appears, then go to the Arrange Group, Wrap Text icon and select what you require from the drop-down menu.

To resize a picture, go to the Format Tab that appears when it is selected, go to the Size Group and adjust the height measurement; the width should change automatically. If it doesn’t, go into the Advanced Layout: Size icon at the bottom right of the Group and tick the box beside Lock Aspect Ratio.
Using the Position Tool: With an image selected, go to the Picture Tools: Format tab, Arrange group, Position icon and select the option as required.
Note: The Text Wrap icon to the right of Position will allow you to do text wrapping on its own.
To Insert a Page Break:
Place the cursor where you want to insert a Page Break.  Go to Insert Tab, Pages Group, Page Break.  Alternatively hold down Ctrl and press Return.
To Set Tabs and Leader Dots:
Type in the text.  Leave one space between the text and the euro prices.  Don’t worry about Tabs or Leader Dots initially. When you have completed entering the text, check your ruler is in centimetres before proceeding further. Highlight the section of text where you want tabs to appear and go to Home Tab, Paragraph Group and launch the paragraph Settings box. At the bottom left of the Settings box that appears click on tabs.  Under Tab Stop type 12 (or the measurement asked in the exercise).  Under Alignment, Click Right (or as requested in your exercise).  Under Leader, click 2 (or as requested).  Click Set and then Click Ok.  Deselect text.  Click your cursor directly in front of the Euro symbol.  Press the Tab key (the button left of Q on the keyboard).  The text after the cursor should go to the right and leader dots will appear automatically.  If it doesn’t, Press Ctrl + Z until you are back to before you set Tabs etc. and start again.
To Insert the € Symbol: Hold down Ctrl, Alt and 4 together or hold down AltGr and 4.  If this doesn’t work, Go to the Insert Tab, Symbols Group, Symbol and select the euro symbol.
Text Styles: Select the text. Go to the Home tab, Styles group & click on the style you want, then Deselect.
To Use Find and Replace: Go to Home Tab, Editing Group.  Click on Replace.  Type the word you want to find (e.g Dish) in the Find What section.  Type the word you want to use as a replacement (e.g. Pasta) in the Replace with section.  Click Replace All.  A box or the Help Assistant will come up to say how many words were replaced.  Click Ok and/or Close.  
Page Border: To insert a page border, follow the guidelines for a paragraph border above, but ensure you select Page Border when you go into Borders and Shading. Familiarise yourself with the options under ‘Apply To’. 
To Insert Your Name, Page Number & Class in a Footer:
Go to Insert Tab, Header & Footers, click Footer and select Blank (Three Columns). Type in your name in the first [Type Text] section. Next click your cursor in the second [Type Text} section. Go to Insert, then Header & Footers again, click Page Number, choose Current Position and choose Plain Number.  In the third [Type Text] section add your class group., Close out of the Footer by double-clicking on the page outside of the Footer.
Please Note: Some borders will overlap with your footer. Do address this double click on the footer. In the Header and Footer Tools/Design tab that appears, go to the Position Group and adjust using the up and down options right of Footer from Bottom.

Print 2 copies of Page 1 only: Go to File and Print. For Copies type 2 and for Pages: type 1-1 for Page 1 only. Note: You can select a range of pages (e.g. 3-7 will print from page 3 to 7). To Print Current Page only, go to File and Print, and under Settings select Print Current Page.
To Save As a Pdf: Go to File Tab, Save As, find where you want to save the document and change the option to the Save As Type field to Pdf.
To Take a Screenshot: Ensure what you want to take a screenshot of is on your screen.

Find the PrtScn key on your keyboard (it is usually just right of the F12 key. There are three ways to take a screenshot and this will depend on the PrtScn key on your keyboard: 

· If PrtScn is the only text on the key, all you have to do is tap this key once.

· If there are two items written on the key and PrtScn is on the top, you need to hold the Shift key (Up arrow) down when you tap the PrtScn.

· If PrtScn text is blue in colour, then you will have to hold down the blue Fn (Function) key when you press PrtScn.

Now open a new blank Word document and press Ctrl+V or right-click and select Paste.
Crop and enlarge the section of the image you want to keep (see notes above for same).

Crop: Drawing Tools: Format Tab, Size Group, Crop icon and select Crop. Crop only to what you want, then Deselect. 
Enlarge: Click-hold the circle bottom-right and drag out and downwards.
Note: Change page margins to narrow, to allow more room to enlarge your image.
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