Computer workshop


First, let’s play with the following paragraph.

Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc. Lots of text much text lots of text much text, etc.

1. First, let’s play with font. You can do all of these things using the Format (書式) ( Font method, or you can use other methods 

2. Try these, and if you don’t like them, then simply go back: either the little arrow on the toolbar, or  Control + Z
3. Select the entire paragraph

a. Method #1: click and drag your selection. (i.e., click and hold it while moving the mouse). 

b. Method #2: move your cursor to the paragraph (anywhere is fine). Then triple-click. 

4. Change the font style/size/color.

a. Method #1: on the toolbar, click Format ( Font, then try the different options (also, please remove the italics!). 

b. Method #2: simply right click and choose Font, then try different things. 

c. When you’re done playing, change the Lots of text paragraph to Ariel 12-point regular font. 

5. Next is the style. Again, you can do all of these things using the Format ( Paragraph method, or you can use other methods. 

6. Try these, and if you don’t like them, then simply go back: either the little arrow on the toolbar, or  Control + Z
7. First, let’s indent the first line. 

a. Method #1: click Format ( Paragraph, then look at the second line (Indentation). On the righthand side you’ll see “special”; click the triangle, then the “first line” option. You can also change how far to indent. 

b. Method #2: move your cursor to the paragraph (anywhere is fine). Then right-click. You’ll see the Format menu, and just do the same sequence.

8. Next, let’s try different justification styles.

a. Method #1: click Format ( Paragraph, then look at the first line (Alignment). On the lefthand side click the drop-down menu and choose your style (left, center, right, etc.)  

b. Method #2, which is much easier: move your cursor to the paragraph (anywhere is fine). Then use your keyboard: Control + L is left, Control + R is right, Control + E is center, Control + J is justified. Try all of them! (Note: my preferred style is left-aligned…) 

9. After that, let’s change line spacing. 

a. Method #1: click Format ( Paragraph, then look at the third line (Line Spacing).Click the triangle, then the choose your option (I generally use 1.5 spacing.  

b. Method #2, which is again much easier: move your cursor to the paragraph (anywhere is fine). Then use your keyboard: Control + 1 is single spacing, Control + 5 is 1.5 spacing, and Control + 2 is double spacing. Try all of them! 

10. If you prefer block paragraphs instead of indentation, that’s also possible. Naturally, don’t indent. You should add an empty space between paragraphs, so…you can do this or  

a. Method #1, which I don’t recommend: simply hit “Enter” 

b. Method #2: click Format ( Paragraph, then look at the third line (Line Spacing). The lefthand boxes are for empty spaces either before or after paragraphs. I usually use 1 empty line, but try 0.5 and 1.

11. Next, when typing in English, make sure you’re using 直接入力。  

12. Finally, I find these keyboard combinations (e.g.,   Control + L ) very, very helpful! A few more you might try…
Control + X = cut

Control + C = copy

Control + V = paste

Control + S = save

Control + I = italicize

Control + B = make boldface

Control + U = underline 

Control + A = select all (everything)

F12 = save as

F7 = spell check

Alt + Tab = change windows

Alt + F4 = close open

Mouse double-click = select word

Mouse trible-click = select paragraph

OK, having mastered all this stuff (OK, not yet, but now you can practice at home or in a computer lab ( ), let’s use the Hawaii paragraph for some practice. 

