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2. Opening, Editing and Saving
Documents

It is very easy to edit text on a computer. This is one of the reasons why computers
have become so popular. No endless re-typing, no correction fluid or tape is needed;
with a computer you can produce flawless letters, reports, and many other types of
documents. You can make a few slight changes to a previously written text and use it
over and over again. The newly edited text can then be sent to a large number of
readers or recipients. You can also save an unfinished text if you want to stop
working, and finish it later on. If you are satisfied with the changes made to a certain
bit of text, you can choose to have it printed.

In this chapter you will compose a letter in WordPad, save this letter to your
computer, and open it again. In this way you will learn all the actions needed for
creating a file, saving it, and opening it on a Windows 70 computer. You can use
these skills later on with many other types of files.

In this chapter you will learn how to:

adjust the font and the font size;
undo an action;

insert an image;

save a document;

re-open a document;

print;

save changes;

open a new document;

select and move text;

edit text.

%) Please note:

In this chapter we will use a practice file in one of the examples. You can select a
different folder, or you can decide to copy the practice files to your computer’s hard
disk first. In Appendix B Downloading the Practice Files at the back of this book you
can read how to do this.
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2.1 Opening WordPad

In this step you will compose a letter in the WordPad text editing program. You start
by opening WordPad with the search function:

o cick ol

= Type: wordpad

- wordpad

wordpad online

B Click
" WordPad

—  Desktop app

wordpad free download
wordpad document
wordpad for typing
wordpad resume template

wordpad templates

£
£
£
pe
pe
0
0

wordpad spell check

You will see the WordPad gy’ —
window: H FoANs mmeen B

100% (= [ ]
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2.2 A Larger and Different Font

The default font used in WordPad is called Calibri. Before you start typing, you can
already select a different font. Here is how you do that:

On the P IIIE tab:

Calibri
B By .

cick | — /

You will see a menu with the
names and examples of the
available fonts:

(& Click the desire_d font,
for example, Arial

100% (= [ ]

P8 HELPI I do notsee the  "°™  tab.

Wiews
If you cannot see the FIILE tab, the VIEW tab has been selected. This is
how you select the Home tab:

& Click Home

The default font size used in WordPad is a bit small. It is better to select a larger font
size when you start typing your letter. You can do that like this:

SRl =] < | Document - WordPad

Ij Arial ~il - AT A IEGE G
paste Blgabei £ A
P Click 12 — Al
P = .a...\“‘1‘”\”‘2...|...3H‘\H‘4Hw

You will not see any changes
immediately on your screen,
but once you start typing a -
letter, you will notice that the :
font is a little bit larger.

11 ~
&> By , click Ll
o) =D
bicure Paint Dateand msert -
~  drawing time object
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Now you can start composing your letter. You begin by typing your place of

residence, and then the date. You do not need to type the date yourself. WordPad
has a special command that will do this job for you.

Type: Oregon, (or Elud9 = | Document - WordPad

Home View

your own home town) L [ 4 X

-z | AT AT
Copy

pasts B I UaexX,X &-A-

=S L

Picture Paint Dateand Insert .

' Type a blank space

Date and
(B Click fime —_—

You will see a menu in which you can select the date format:

& Click a date format Date and Time x

Please note: you will see a

. Available formats:
different date, of course.

7/29/2015
7/29/15
QK 07/29/15
B Click 07/29/2015
15/07/29
015-07-29
9-Jul-15
iday, July 29, 2015

Friday, 29 July, 2015
29 July, 2015
4:19:05 PM

04:19:05 PM
16:19:05

\
T~

I~~~ Oi Cancel
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2.3 Undoing

If something goes wrong while you are writing, or if you accidentally press the wrong
key, nearly every Windows program has a command that will undo a previous action.
Just give it a try:

EEd9D = | Document - WordPad

Enter [I
Arial 2 AT A EGE - Eo ;J i/’ j &4 Find E

A R
Press BIUex X2 A

o i oo o 0o o o (I R

8
Oregon, July 29, 2015

/ an ermd

R

Type: an error

The program always remembers the last action you have performed. This is how you
undo an action:

In the upper left corner of the
window:

. P —“ . #4 Find
B a-/'. =5 ? Boc Replace

Picture Paint Dateand Insert .
~ drawing time object =

L '
CB CIICk \/ III“H‘BH‘“”'“‘“‘2”“'”3““”‘4”"
Oregon, July 29, 2015

an erroi

qa

The line you just typed has been deleted. The same thing can be done by using the
Backspace Delete
keys to delete or correct the text.

e O
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2.4 Typing a Letter

Now you can start typing the remainder of the letter:

Press e twice

= | Document - WordPa
Home | View
Enter 0 bo o ol
G2ED B I UaeX X &-A-

Oregon, July 29, 2015

J Type:

Dear Paul 0 Hereby | send you a photo of a stork's nest. Maybe you could use it for the

next issue of Bird News?

Kind regards,

Hereby I send you a
photo of a stork’s
nest. Maybe you could
use it for the next
issue of Bird News?

Your own name|

Kind regards,

100% (= [ ]

Your own name

Instead of “Your own name’ you can also type some other name if desired.

2.5 Inserting an Image

In this step you will learn how to insert an image at the end of the letter. In the
example shown, we have inserted and image from one of the practice files used in

Chapter 6 Introduction to Photos, Video and Music. If you want, you can use one of

your own photos instead:

E | |4 ¢ = | Document - WordPad
Enter
A E Te Jax  EEiz-E- 5 5 #rma
g = Cop & 4 J ab, Replace
Press twice - B 1 UmexX 2 A S| ram o e 7

Oregon, July 29, 2015

& Crick I |

Dear Paul,

Sl g I R N R R - R R A R SRR

\/ Hereby | send you a photo of a stork's nest. Maybe you could use it for the

next issue of Bird News?
Kind regards,

Your own name

©2015 Visual Steps™ - www.visualsteps.com - This is a sample chapter of the Visual Steps book
Windows 10 for SENIORS - ISBN 978 90 5905 451 6



Chapter 2 Opening, Editing and Saving Documents 61

You may see the content of the Pictures folder right away. Open the folder containing
the images; in this case it is the practice files folder:

& If necessary, click T selctricure >
1 v I & > ThisPC > Pictures > v Q) | Search Pictures -]
= Pictures - :
Organize ~ New folder = . m 0
A 3 Quick access o -
CB Double-click the i Desktop Camera Roll R fetinsons 0
desired folder oo
ocuments
= Wictures

J Music

@ OneDrive

= This PC

¥ Network

File name: v| All Picture Files i

% HELP! This folder looks different on my computer.
You can change the way in which files are displayed on your computer in the folder
window. This is how you can get your window to look like the example in this book:

(P By ™/ click ™
> Click =~ Tlles
In Chapter 3 Folders, Files and Libraries you can read more about this.

Select a photo:

& Click a photo, for I Select icure -

example « v > ThisPC > Pictures > Practice files Windows 10 ~ ) | Search Practice files Windows .. @

Phl:ltl:l‘l D_ Organize ~ New folder = - o e
N ) Photo’ . Photo? ~
| :G r e s Quick access 1PG File JPG File
- m Desktop S35 MB " 493 MB
- kA P
)

3 3 Fl ", :. # Downloads
. O —

e o
Photo3
< Documents. @ ‘iG File % Jp

=1 Pic
& Music
@ Videos

C® Click

@& OneDrive

= This PC

Photo9 Photo10

Wb Network

IPG File JPG File
22 237 MB =
i e [Photo1o ~| | picture Files v
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