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The Basics Information 
 

1.  Open a file. A file contains a document that is partially completed.  Files are often used 
to show a technique without having the student type material before applying the 
technique. 

a. You can print out these directions before starting, otherwise you can look back 
and forth between these directions and the location of the file. 

b. When you are asked to download a file for an assignment, you will be told where 
to find the file.  

c. Double click” the file and it should open automatically for you.   
d. Once it appears on your screen, you will need to save it.   

2.  SAVE AS - Saving a file or a document the first time.  The document that is now on the 
screen needs to be saved to either to the Desktop on your computer or to your storage 
device. 

 
a.  A storage device is a flash drive, memory stick, or any item 

that can be plugged into the computer to accept data. 
b. Click the FILE tab at the top of the window.  This screen 

appears and it is called the Backstage View. 
c. The blue portion or the left side lists many functions that 

can be applied to a document. 
d. Click SAVE AS from the list. 
e. Depending on the type of computer and the type of word 

processing software you are using, a screen appears similar 
to the one below. 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 

g. Choose either 

Desktop or Browse. 

g. Choose 

Computer 
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f.  Choose Computer then choose either Desktop or Browse. 
g. Browse is used to search to computer for different storage devices. 
h. When the browse displays, search for your storage device. 
i. When you find the right device, click on it. 
j. For example, a storage device may be  

called TravelDrive(F:). 
 
 
 
 
 
 
 
 
 

k. Next create a folder to hold your files.  Select New Folder from the top of the 
same screen.  A New Folder box appears in the list. 
 
 
 
 
 
 

 

 
l. Create a folder name such as CAPS 111.  Then press ENTER on the keyboard. 
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m. The new folder will appear at the top of the screen.   
 
  
 
 
 
 
 
 
 

n. Next in the File Name 
box,  type the name 
to call the file.  In this 
case “Simple 
Document” was used 
as the file name. 
 

o. In the Save as Type  box  choose way you wish the file to be saved. 
p.  In this case, the file was saved as a Word Document (*docx).  A down 

facing arrow at the end of Save as Type box that when pressed, provides a 
list of choices to save the document.  Usually for this class, you will use 
word document (*.docx ) or Rich Text Format (*.rtf). 

q. Once the the name of the file and type of file are set, press the SAVE button in 
the lower right corner of the screen. 

3. Selecting Text.  Selecting text allows text to be formatted, moved, or copied. 
a. Place the insertion point of the mouse next to the text to be selected. 
b. Click the left mouse button and while still holding down the left button, drag the 

mouse over the text to select it.  (See below.) “The text will appear to be 
shaded.” 

c. Release the mouse button.  A short-cut  box appears over the selected text with 
choices you may want to apply to the text. 

 
 
 
 
 
 

 
 

4. Apply Bold.  Select text to be bolded.  Bolding is an attribute.  From the short-cut box, 
click on the letter “B” in the box.  The selection is bolded.  Hover over the “B” and notice 
that the B is for Bold and the keyboard keys to also select Bolding are CTRL key plus the 
letter B. (CTRL+B).   
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5. Delete Bold.  There are two ways to de-select the bold. 
1. If the short-cut box is still on the screen, simple press the letter “B” again 

to remove the bolding. It is a toggle key – click on/click off. 
2. If the highlighted box is not available,  click HOME tab, and find the Font 

Group.  The same information that was in the highlighted box is also in 
the font group.  If the word or phrase is still highlighted, the letter “B” in 
the Font Group will also be  highlighted.  Click the letter “B” to de-select. 

6. Apply underline.  Select text to Underline.  Underlining is an attribute.  If the mouse 
hovers over the “U” notice that U is for Underline and the keyboard keys to select 
Underlining are CTRL key plus the letter U (CTRL+U). To delete underline, follow the 
same steps in #5, but use the “U” feature. 

7. Apply italics. Select text to italicize.   Italicizing is an attribute.  The sentence will be 
italicized.  If the mouse hovers over the “I” notice the  “I” is for Italic and the keyboard 
keys to also select Italics are CTRL key plus the letter I (CTRL+I).   To delete italics, follow 
the same steps in #5, but use the “I” feature. 

8. Using the Tabs and Ribbon to apply the attributes.  Click on the HOME tab and find the 
Font Group.  All the same features used from the short-cut menu are also listed in the 
Font Group.  Usually word processors have two or three ways to do the same thing. 

9. Apply a Style.  To find styles, click on the HOME tab and find the Styles Group which is 
quite wide.   There are many styles to choose from.  Notice the first few styles are 
Normal, No Space, Heading 1, Heading 2, Title, etc.  For this course we will only use the 
“No Spacing” to eliminate excess space between lines.  The alphabetic characters above 
the types of style show the font changes that would occur if you used a particular style.  
To apply, select the text you want to change and then click on the style you want. 

10. Re-Save a document.  Since a document was already saved to your storage device or 
Desktop at the beginning of this exercise, you now just need to SAVE the document. You 
can either use the SAVE AS, the SAV E feature from the Backstage View or you can use 
the Quick Access bar.   

a. SAVE AS feature.  Click FILE.  In the Backstage view, click SAVE AS.  The File Name 
and Save as Type show the last time the file was saved.  Check it over and if it is 
okay, click the SAVE button. 

b. SAVE feature.  CLICK FILE.  In the Backstage view, click SAVE. The saving feature 
happens automatically.  You do not see the SAVE AS window.  (A word of 
warning:  When this feature is used, whatever is on your screen is saved to the 
file that was saved the last time.  If you moved on to another document, you 
might save over the previous document.)  However, if you are working in the 
same document and making changes, the SAVE feature is a good one to use. 
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c. QUICK ACCESS BAR.  The icon for saving, shown below, will automatically save as 

though you went through the steps in item “b” above.   
 
 
 
 
 
 
 
 
 
 
 

11. To print a document, press the FILE tab.  The Backstage view 

appears that has a listing of Infor, New, Open, Save, Save As, Print, 

Share, Export, Close, Account, Options.  Choose the Print option 

and click on the word PRINT in the rectangle.   

 
The Print menu appears.  Click the PRINT button.  

 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

Save icon in the Quick Access 

Toolbar in the upper left of 

the screen. 

More information about the PRINT 

features can be found in the Extra Help 

Folder on Blackboard for Overview 1. 


