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Week 2 - Intro to Microsoft Word & Office

Administration

Before we begin today, review the basics of Microsoft Word with your instructor.

Instructions will be given via presentation in class and you can review the pages for

Week 1 about Word.

We are going to start this section by looking at how we can move text around on a

page in Microsoft Word. To do so, lets open our file we created last week.

Retrieving Your Files

Option A
If you know which program you created your file in, you can open that program first

and then open the file you want. Note: You will not see file created in other programs.

1. Open your program, e.g. Word, Excel, PowerPoint or Publisher

2. Click [File]

3. Click [Open]

4. Navigate to where you save your file, e.g.

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

5. Click on the file you want to open, click [Open]

6. Alternatively; Double Left Click on the file you want to open

7. PRO TIP: If you do not Double Left Click fast enough (technically two single clicks)

you will move to edit the file’s name. If you do not want to rename the file you can

either click somewhere else on the screen or press the [Esc] (Escape) key on the

keyboard

Option B
If you are not sure which program you made your file in, or you simply wish to view

the files saved on your computer, follow the steps below.

1. Click the icon for Windows Explorer on your Task-bar

2. Using the Navigation Panel on the left hand side of Windows Explorer to locate

where your files have been saved, e.g

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

3. Click on the file you want to open, click [Open]

4. Alternatively; Double Left Click on the file you want to open
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Moving Text Around

Copying text from one place to another

1. Highlight text

Text is one of the most common objects that gets copied, and is essential for

document editing and other word processing tasks.

Click and drag to select specific sections of text, or press

In this example, click and drag was used to select only one line

2. Copy the text to the clipboard

Press the “Copy” keyboard shortcut. This will copy everything that you have selected.

The original text will stay in the original location. You can only copy one selection at a

time; if you copy something else before pasting, it will overwrite the first copy.

The “Copy” shortcut is: Ctrl+C



Page 42

3. Navigate to where you want to paste

Place the cursor where you want to the text to be pasted. In this example [Enter] was

used after clicking at the bottom to make a few new blank lines

4. Paste the text

Press the “Paste” keyboard shortcut. This will paste everything you had previously

copied into the location you have active. You can Paste the copied material multiple

times.

The “Paste” shortcut is: [Ctrl] + [V]

Note 1: The original text remains in its original location

Note 2: The pasted copy has retained the font information (how it looks)
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Cutting text from one place to another
1. Highlight text

Click and drag to select specific sections of text, or press [Ctrl] + [A] to select all. In

this example, click and drag was used to select only one line

2. Cut the text and add to the clipboard

Press the “Cut” keyboard shortcut. This will cut the selected text and store it on the

clipboard. It will no longer be in its original location

The “Cut” shortcut is: [Ctrl] + [X]

Note: The original text is no longer where it was. It has been removed and added to

the clipboard

3. Navigate to where you want to paste

Place the cursor where you want to the text to be pasted. In this example [Enter] was

used after clicking at the bottom to make a few new blank lines
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4. Paste the text

Press the “Paste” keyboard shortcut. This will paste everything you had previously

copied into the location you have active. You can Paste the copied material multiple

times.

The “Paste” shortcut is: [Ctrl] + [V]

Note 1: The original text remains gone from it’s original location.

Note 2: The pasted copy has retained the font information (how it looks)
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TLDR - Copy vs Cut
COPY

Make a copy of the selected text, storing it on the clipboard and leaving the selected

text where it is.

CUT

Remove the selected text and store it on the clipboard. Does not leave the original

selected text.

1) Select text

2) Choose to either Copy ([Crtl] + [C]) or Cut ([Crtl] + [V])

3) Chose location

4) Paste ([Crtl] + [V])
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Save As - Detailed Steps
7. Click [File]

8. Click [Save As]

9. Click [Browse]

10.Locate where you want to save. Options;

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

11.Click in the box next to ‘File Name’ and give your file a name that will help you

to find it again, e.g. Recipes, Letter to Mum, My Story

12.Click the [Save] button, you will now see the name of the file appear at the top

of the window once it has finished saving.
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What is Office Administration? - Extended

(The Responsibilities and Skills needed for office administration)

Definition

“Office administration is a set of day-to-day activities that are related to financial

planning, record keeping & billing, personnel, physical distribution and logistics,

within an organization. An employee that undertakes these activities is commonly

called an office administrator or office manager, and plays a key role in any

organization's infrastructure, regardless of the scale. Many administrative positions

require the candidate to have an advanced skill set in the software applications

Microsoft Word, Excel and Access.” ~Wikipedia

https://en.wikipedia.org/wiki/Office_administration

Teamwork, What is it?

Cooperation:

Teamwork in the workplace involves cooperation among workers. This cooperation is

usually for the sake of a common goal that the entire team is working toward -- such

as a sales quota or some other measurable outcome. In some cases, however, the

common goal may be something more nebulous, such as the well-being of the

company. Teamwork requires that all workers contribute their fair share to the

workload so that the company can accomplish its goals in a timely and satisfactory

manner.

Relationships:

Teamwork is more complicated than cooperation among workers. While cooperation

is essential to teamwork, it is only partially able to help teams reach their goals. A

willingness to cooperate stems from relationships that develop between coworkers or

between employees and the employer. Teamwork cannot exist without this relational

component, even if the extent of the relationship is minimal. Teamwork does not

occur if each person does his own thing separately from his work relationships.
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Learning:

Teamwork is also about more than just reaching the end goal in some cases. The

relationship that exists between members of a team can result in the workers or team

members getting to know one another on a deeper level. This relational learning can

contribute to future cooperative endeavors as workers learn to understand how each

person on the team contributes to the overall process of accomplishing a goal.

Leadership:

Teamwork in the workplace also involves leadership development. With each task,

teams do not necessarily divvy up the work equally among all team members. Instead,

each person contributes his part. Within a teamwork environment, this may also

involve the establishment of team leaders who help to ensure that the work is

completed in a timely manner. Teamwork can involve working together under the

leadership of one person who has been chosen as leader or is naturally recognized as

such by team members.

Why it’s Important in the Workplace?

Teamwork is an activity that many people try to avoid in the workplace, but why are

we so against it? There are a number of benefits of working in teams for both you

personally and for your organisation. Not only is it a great opportunity for

professional development, it is also a means of making your work easier.

When working in a team, you are working towards a common goal or set of objectives.

The whole process of your work becomes more efficient, for example if there is a

problem faced along the way there are more ‘hands on deck’ to help solve the issue.

Similarly, having multiple team members on board allows you to get the work done

faster with shared responsibilities. From a management perspective, encouraging

teamwork in the workplace will allow your company or department to take on

additional work, and in turn generate extra revenue without having to hire more staff.

Idea generation

One of the greatest benefits of working in a team is the inspiration and ideas that can

result from team discussions. When running ideas by one and other, there is a lot

more scope for creativity in comparison to working on a project alone. In an effective

team environment, staff members feel confident in suggesting their ideas. When

working autonomously and having a direct responsibility for ideas, people tend to

present the safer option to their managers. However, when in a team brainstorming

environment the notion of suggesting creative and unique ideas is welcomed. Teams

also bring people together from different backgrounds and levels of experience which

can help in creating optimal solutions.
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A learning experience

As mentioned above, teamwork is important in the workplace as it brings people

together from different backgrounds and levels of experience. Consequently, projects

which involve teamwork serve also as an opportunity for professional development

and learning. This may be conscious learning during a meeting, or learning which

occurs without you even realising whilst listening to others. It is quite possible that

you can learn from someone else’s knowledge which allows your own skills and

capabilities to grow. Billie Nordmeyer adds that ‘Individual team members serve as

educational resources to other employees in a team environment’. It is also important

to note that as employees become more knowledgeable, their confidence increases.

This can help improve their attitude as well as increase their job satisfaction which is a

win-win situation for employers.

Enhanced communication

Communication is key to the success of many projects – so why not engage in an

activity that can help enhance your communication skills? Teamwork activities such as

meeting together to discuss ideas or collaborating information to contribute to a

project require both verbal and written communication skills. Working regularly in this

capacity will allow you develop both your own skills as well as those who are in your

team. Teamwork also facilitates an open discussion which allows each teammember

to be adequately informed about the project. In this respect, when everyone is on the

same page this ensures that the project is completed as efficiently as possible.

Share the workload

When working in a team towards a common goal, the workload is shared among all

teammembers. In a perfect scenario, this work should be shared equally and be

distributed according to the strengths of each member. Teamwork also allows for

helping another team member when you have finished your workload. It is important

to remember that you are all working towards the same goal – if you finish your work

before others you should offer your assistance in order to help complete the project.

From a management perspective, when it comes to delegation this should be

conducted with the strengths of your employees in mind. Assigning tasks to the

correct people will ensure maximum efficiency and a high quality output.

Support network

It is important to remember that support and a sense of belonging in a workplace can

contribute greatly to job satisfaction. A strong team environment can act as a great

support mechanism for staff members. Group members will help each other, rely on

each other and build trust within the group. During challenging times, support is

crucial for the success of the project; when members are able to look to one and
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other for guidance or support, focus can remain on the overall goal. If a challenge is

handled individually you are at risk of becoming overwhelmed and making irrational

decisions.
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Activity - Expectation of an Office Administrator

Brief:

Use a job site (seek.com.au) to search for “Office Administration” jobs. Write down

some of the requirements and/or expectations listed

Resources:

Computers, Internet Access, Link: www.seek.com.au

Task:

Using the space below, make notes on; requirements, qualifications, responsibilities
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Week 2 Wrap-Up

Retrieving your files

Microsoft Word

Working with the Word environment

How to save (to a USB)

What is Office Administration?

Activity - Expectation of an Office Administrator


