Keyboard - Workout Exercises 




After doing these exercises I will be able to

· Key in text

· Make changes

· Save my work

· Get my work back

· print my work

Exercise 1 Cricket
	
	What to do

	Tips and Reminders

	1
	Open Microsoft Word
	Double click the W  icon on the desktop

	2
	Create a new blank document 

	File Menu, New, OK

	3
	Key in your name
	

	4
	Move down two lines
	Press the ENTER key twice

	5
	Key in the text below
	Don't try to keep to the same line length - let the computer come down to the next line on its own

	
	
	

	
	Puddleton-on-the-Marsh Cricket Club
Will all players pay attention to the cleanness of their cricket strip as last week our team looked decidedly shabby compared to the players from Great Wapping (B team).  Any player turning up in muddy trainers will be dropped from the next cricket match.


	

	
	
	

	
	What to do

	Tips and Reminders

	6
	Save the document on your floppy disk using the file name cricket
	File menu
Save As…
Click Computer or My Computer
Double click on your disk
Key in the file name

Click Save

	7
	Print the document
	File menu
Print
OK

	8
	Close the document and the application
	Click the cross in the top right hand corner.  There may be more than one.


Exercise 2 Tiddly-winks
	
	What to do

	Tips and Reminders

	1
	Open Microsoft Word
	Double click the icon on the desktop

	2
	Retrieve your cricket document
	File menu, Open
Click Computer or My Computer
Double click on your disk
Point and click on the document called "cricket",
Click "Open"

	3
	Change the word cricket to tiddly-winks every time it appears in the text (three times in all)
	Get the cursor to flash just after the word you want to take out. (erase)
You can do this either by:
1) point and click with the mouse 
or
2) use the keyboard arrows (cursor keys) to move the cursor to the right place
Backspace out the word and then key in the new word

	4
	Change Puddleton-on-the-Marsh  to the name of the place where you live.
	See above

	5
	Change Great Wapping to any place you don't like
	See above

	6
	Save the document on your floppy disk using the file name tiddly
	File menu
Save As

Key in the file name

Click Save

	7
	Print the document
	File menu
Print

OK 

	8
	Close the document and the application
	Click the cross in the top right hand corner.  There may be more than one.


Exercise 3 Letter
	
	What to do
	Tips and Reminders

	1
	Open Microsoft Word
	Double click the icon on the desktop

	2
	Create a new blank document 

	File menu, New, OK

	3
	Key in your name 
	

	4
	Move down two lines
	Press the enter key twice

	5
	Key in the following text
	Don't try to keep to the same line length - let the computer come down to the next line on its own

	The Mayor

Town Hall

Puddleton-on-the-Marsh

Greenshire

PR7 9HQ

Dear Mr Mayor

Re:  Village Duck Pond

I have noticed that the ducks are very untidy in the random way they swim about the village pond.  I suggest you erect some signs to get them to  swim in the same direction and this would help us in the contest for "neatest village"
Yours sincerely

Peregrine Bottomley-Wentworth


	
	What to do

	Tips and Reminders

	6
	Save the document on your floppy disk using the file name letter
	File menu
Save As

Key in the file name

Click Save

	7
	Print the document
	File menu
Print

OK


Exercise 4 Open Documents

This exercise is to practise getting back documents which have been saved.

Before you begin, close all the documents which you have open  by clicking the cross in the top right hand corner as many times as necessary.  

	
	What to do

	Tips and Reminders

	1
	Open Microsoft Word
	Double click the icon on the desktop

	2
	Retrieve your cricket document
	File menu
Open

Point and click on the document called "cricket"

Click "Open"

	3
	Retrieve your tiddly-winks document
	File menu
Open

Point and click on the document called "tiddly"

Click "Open"

	4
	Retrieve your letter document
	File menu
Open

Point and click on the document called "letter"

Click "Open"

	5
	Close all open documents
	Click the cross in the top right hand corner.  There may be more than one.


Revision 

Here are some short exercises to practise your use of the keyboard, printing and saving your work.  If Microsoft Word is not already running, load it first by double clicking its desktop icon


Exercise 5
1
Create a new blank document by clicking File menu and then click New and then click OK
2
Key in your name

3
Key in the text below:


4
Save your document on the floppy disk using the file name COFFEE
5
Print a copy of the document

6
Close (this means "put it away") the document by clicking on File menu and then Close.  
7
Check that you have successfully saved the document on the floppy disk by opening it again.  Are you sure it's on the floppy?  (If you accidentally save on the hard drive on a public computer, it won't be there next time!)


Exercise 7
1
Create a new blank document

2
Key in your name

3
Key in the text below.  Don't press Enter at the end of each line - let the computer drop down to the next line by itself.


4
Save your document on the floppy disk using the file name BATTLE
5
Print a copy of the document

6
Close the document by clicking on File menu and then Close.  
7
Check that you have successfully saved the document on the floppy disk by opening it again. 

In a coffee bar: �"Can I have a coffee without cream please?" �"We don't have cream, only milk." �"OK, I'll have it without milk then."








Shortly after the breakthrough at the battle of Alamein, when our troops reached the famous “kidney” feature, and then broke through into the open desert, there was a good deal of confusion amongst the enemy.  They were broken into unco-ordinated groups, both large and small, with what transport they could muster.








Page 7 of 7

