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Unit 1 – Task 1 help sheet
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Renaming a folder (Simple!!)

1. Right-Click on the folder you wish to change the name of.

2. Click ‘rename’, type in the name of the folder and then hit enter.
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Creating a new folder
1. Click in the folder you want to create the new folder
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Make sure no files are selected
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Click FILE>NEW>FOLDER

4. Give your folder a name and hit enter
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Taking screenshots

You often need to take screenshots as evidence of your work during a unit
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When you have the screen as you need it press the print-screen key

2. Open Word and PASTE the screenshot into your document 
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Changing the header or footer in Word
1. Click VIEW > HEADER and FOOTER in Word
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You can switch between the header and the footer using this icon 


Unit 1 – Task 2 and 3 main skills help sheet

Changing page orientation in a word processor

1. Click File > Page Setup
2. Choose the orientation you need (landscape or portrait)

WHILE WE ARE IN PAGE SETUP LET’S ADJUST THE MARGINS
1. Change the top, left, right and bottom margins by entering a new value.

2. TRY IT! Change some of the values!


CLICK OK TO SEE THE CHANGES TO YOUR PAGE. CLICK UNDO IF YOU WANT TO GO BACK TO THE ORIGINAL SET UP.


Choosing line-spacing
1. Highlight the text you want to apply the line spacing to.

2. Click Format > Paragraph and select the line spacing you require.


Aligning text
You can align text in 1 of 4 ways;                  left, centre, right and justified.

1. Highlight the text you wish to align.

2. Click one of the alignment icons to align the text


Inserting a table
1. Click Table > Insert > Table
2. Choose how many rows and columns you require and click OK










































Automatic headers and footers





Insert a page number





Insert date














