Writing Task 2 

Writing Task 2

1. Click on the Microsoft WORD icon on the desktop.  (**If you are the first person to use the computer in the morning, you will get a window message that says it is “setting up your settings” or something like that.  You may get an error message.  Hit the enter key and the message will go away and the computer will continue to load the program.  This is the only time it is “OK” to ignore an error message.  Error messages are important and you should notify a librarian if you encounter them.  This message has already been reported to the person in charge, so it is “OK.”)  ​Continue clicking the enter key as error messages come up until the page is displayed.
2. Read the names at the top of the WORD screen.  They are File, Edit, View, Insert, Format, Tools, Table, Window, Help.  This is called a menu.
3. Left click and hold down the pointer on View.  Scroll down to Header and Footer.  Release the left click button when Header and Footer is highlighted in dark blue.  

a. Type your name, I.D. number, and Period number in the box.  Close the box by clicking on the X.  

b. Your name and information will appear in light gray at the top of the page but will not be in the typing space.

c. Use this method when you are working in the library.  That way when you print your page, it will be easy to identify at the printer and no one will walk off with your work by mistake!

4. In the upper right corner of the screen you will see 3 little gray boxes with a short line, 2 boxes, and an X.  Click on the short line box.  This will close the document and put it on the bar at the bottom of your screen by the start button.  You should be looking at the desktop with the icons after you have done this.

5. Open the Internet connection by left clicking twice on the Internet Explorer icon.  A little hourglass will show you that the connection is in progress.  Then the SWMSH page will come up.

6. Highlight the http://7741-s1/.

7. Hit the backspace button on the keyboard.  This will clear the http (URL) address.

8. Now, type in the following.

http:// www.wordskills.com

Then press the enter key to go to the site.

a. look at the center titles on the page

b. point and right click on  Language Needs Analysis.
9. Look at the center titles on the new page.

Click on Upper Intermediate-Advanced English test.

10. Complete the form by entering your name and your email address.

11. Now take the English test and hit the submit button.  The results should be sent to your new email address.  You can see your results when you access your email.

Writing Task 3

1. Go to URL address:  http://www.google.com
2. Type in owl Purdue and hit the enter key.  Google will search for the site and list your choices.  Look for Purdue University Online Writing Lab.

3. Left click to go to the site.

4. Scroll to the bottom of the page.  Look for Handouts and Materials.  Click on that label.

5. Scroll down on the new screen until you see English as a Second Language.   Click on it.

6. Scroll down to the section titled HANDOUTS.
7. The 6th one down the list should be CAPITALIZATION.  Click on it.

8. Read the rules.  Copy the rules and two examples of each rule into your notebook.  (You are writing this with a pencil on your notebook paper.)  

9. Go to URL:  http://www.google.com
10. Type in capitalization exercises and hit enter.

11. When the search page comes up, look for

CHAPTER 6 CAPITALIZATION…. And click on it.

Read the page.
12. Scroll to the bottom of the page and click on Application 1. 

13. Complete the 5-sentence exercise by typing the words that should be capitalized into the box.  Check your answers as you go.

  Writing Task 4

1. Close the Internet window by clicking on the first box in the upper right-hand corner—the one with the line in it.  The Internet will go to the bottom menu on your screen.  You can go back to it by clicking on it at any time.

2. Re-open your word document by clicking on it.  (It should be at the bottom of your screen window.

3. Under File scroll down to Page setup.  

a. Go to Margins.  
b. Change the left side, right side, top, and bottom to one inch

c. Click OK  and the window will close.

4. Type your proverb in the center of the page.  To do this follow the steps below.

a. Type the proverb.

b. Highlight it.

c. Find the boxes on the tool bar that have little lines in them.  There should be 3:  one with left margin justified, one centered, and one with right margins justified. 

d. Click on the box with the lines centered.  Your proverb will jump to the middle of the page.

5. Hit the Enter  key 2 times to go to move down 2 lines.

6. Before you start typing your paragraph, hit the Tab key on the left side of the keyboard.  This will make the first line of your paragraph indented.

7. Type your paragraph.

8. Change the paragraph to double-spaced.

a. Highlight the paragraph.

b. Hold the Control key down, and while it is down hit the number 2 on the left side of your keyboard.  Your writing will double space.  

9. Do a spelling and grammar check.

a. Under Tools, scroll to Spelling and Grammar check.

b. Follow the directions as your document is checked.

c. Green lines under your words mean you probably have a format mistake such as too many spaces between the words. 

Rules are

1.  One space between words.

2. Two spaces after a period.

Never put a space before a comma or before a period.

d. Red lines under your words mean you probably have a spelling error.

e.  When doing a spelling check, you have to watch out for homonyms.   The computer does not know if you mean to, too, or two—or right or write!

10. If you need a different word, you can get some ideas from the Thesaurus.  You need to be cautious as there are differences in the meanings of the word, but using them will help you increase your vocabulary.

11. When you complete the spelling check, share your work with the teacher for a final check.  

12. Save the paragraph to your disk.  On the school computers you must do the following steps:

a. Under the File label, choose Save as….
b. Left click on the arrow pointing down and drag the highlight to the choice 3 ½ Floppy A:

c. Click on Open at the bottom of the window.

d. Erase (backspace) Doc.1 in the title line. 

e. Type in a title for your proverb such as your name proverb.

This is especially important if you are sharing a disk with someone.

13. Print one copy of your paragraph for further editing in class.

Steps to Opening a Document on your Floppy and Saving it to another Disk

1. Open Word.

2. Click on the open file icon (top left.)

3. Click on the arrow by the box and scroll down to 3 ½ Floppy A:
4. Click Open.

5. Highlight the title of the document you want to use.
6. Under File scroll down to Save as…

7.  Save your document to the Desktop.
8. Now close the A: drive document and remove that disk from the computer.

9. Insert your new disk.  
10. Open the document from DESKTOP and go through the steps to save it to the new floppy disk.
Writing Task 5:  Check your email for test results.

