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Writer's Workbench Orientation Writer's Workbench Tutorials
When you complete a tutorial, click on the Windows Close Button
( @) in the top right corner of the tutorial window.
Enter the computer syStem' Quick-Start introduction to using WWB - Word 2007 / 2010
- ¢ - 1. The Writer's Workbench Ribbon Buttons
Writer's Workbench Tutorials il e R —
S Word's Thesaurus R Reveal All Hidden Text Noxt uss
Joc .F?:gzzy::s E;:?,?fs £ Word Count and More || W] Hide and Reveal Help || hing A:;;;,S orckes \,:,:,';S
0s®® oo Writer's Workbench Word Tools Hiding and Revealing Text Navigation WWB Help
DOllble-CliCk on the WWE Tutorials bllttOll. RS0 oot ; eopoc®’ " 2. The Writer's Workbench Analysis Ribbon and The Diction Analysis
1. (Quick-Start) Click on 1. (3.31 min.) ° : PPRTYY I oo el (oA More|  Word @ reem X wezs
2. (Quick-Start) Click on 2. (6 03 min. )' seis Word  View Morelnfo WordUse | Print ReRun  Close WwB
3. (STEPS Tutorial). (13.33min)eccesceseesccees, S BTG S R G W
4. Scroll to WWB Analysis Tutorial Menu. Click on 1.3(6.47 min)) ™.
3. Closeall tutorials and :%e Tutorials Menu by *.STEPS Tutorial (IllStl‘llCtiOllal Programs)
clicking on the close button. =
- : :
The Writer's Workbench STEPS Tutorial
M -. %’ Top of STEPS | Save STEPS | Close STEPS NOW ;) Print... | Previous Page | Next Page E
Witer's “
Double-click on the EEEZ] button.
1. Click on the WWB Help "7 button. *
2. Read all of the titles under °-, - s
“General Writer's Workbench Information.” WWB Analyglg T“forlal MG”“
3. Click on “The first two lines of the mmposntlon” and Click on a menu button to view corresponding tutorial
read all of that page. . *
4. Browse through other topics in WWB Hélp el
5. Click on the Close (k’n) button in upper rlghtqorner. - Writer's Workbench ey !
6. Hold the Alt key and tap the B key. (The Tempest will .appear) 3 Sethes Tutoriale Lo
7. Click on the =, the first button on the ribbon. - | e Mrobe ocuwrnrs [l insoducory
8. Click on 2.1, the 5th button in the first column. -
. - o Re. . Se., R oL Comat 32 Verbs - P:."‘f""" 5.2 Words 62 Punctuation
9. Click on “OK.” Wait for the analysis to appear. ., e Helping Verbs Pronount B vyods o Chock [l Pairs and Sorios
10. When analysis appears;click on the " button. ;‘,;,—:,f;*g;;";;m 33 Verbs - ‘ m (53 punctuation
" o Vocabulary (Focus) Modals Negative Words Colon (,i1)
11. Scroll through and read the analysis. ~
12. Click on Close Analysis ( X )e. Vooudspd Avsiact m ispaced st SR | Rl
Vocallujary Dangling Modifiers and Article Errors and Long Sentences
13. Click on File in upper-left comer —
14, Click on “Cloge.” . mondie| TN [T
15. Click on ™ (tlie.second) button. . S
16. Click on 4.1 at the.top of the third éolumn ~Stta Statsscs
17. Read the Suggestion box and click on OK
18. After the STEPS exercise opens, click on t'he “View Steps”
button twnce To move from page to page, ll'se
arrows < Page 1 of 3 P> at the tbp of the screen.
19. Read the gray boxes and fill in your name. '.
20. Read the information in the READ boxes, and typé-your o
responses in the RESPOND boxes -. Alwa V s double-click on \A}u?rlnbex:[v\mh when you
21. Each time that you see “Click <Next Page> button, cllck
on the right P> at the top of the screen. % are gomg to open or type a COITIpOSItIOI'I
22. When you see THE END and you have finished the STEPS . That icon leads you to Microsoft Word with the
exercise, click on the X in the upper right corner. ., Writer’s Workbench Ribbon. .,
23. Click on PRINT STEPS in upper left corner and click OK. i
24. Plck up your pl‘lntout at the pl‘lntel‘ ol File RO WB Composition Home Insert Page Layout References Mailings 'gvuew
25. Click on Close STEPS (X). = Bi—ianiil eyt - AW
26. Because you have printed your STEPS document, click OK. oroaams Exercings | 25 Word Count and More | H& Hide and Reveal Help | ext Anaieis | Reterence Help,
27. The WWB screen will disappear for a few minutes. Writer's Workbench Word Tools Hiding and Revealing Text Navigation WWB Help
28. When the screen reappears, click on the & in the upper
right corner of the screen to exit the program.
Be sure to pick our printout.
HIe 10 e Up YOUT printon Attention: NOW. follow directions on the NEXT PAGE.




Writing Any Composition/Paper
When you write any composition/paper,
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ALWAYS begin by double-clicking the E&EESE] button on the desktop screen.

This icon leads you to Microsoft Word with the Writer’s Workbench Ribbon.

Saving and Printing Your Documents
Saving Your Document

1. Click on the File Button in upper left corner.
2. Click on “Save As.”

3. Click on Ll in Save In: box.
4. Click on your [username] on ‘calypso/students $’ (H:).
5. Type the name that you want to give your file and click on “Save.”

Flepame:  [NameOftourFie | Save

Save as type: IWord Document {*,doc) zl

Saving Your Document After The First Time

1. Click on the File button in upper left corner.

2. Click on “Save.”

Printing Your Document

1. Click on the File Button in upper left corner.

2. Click on “Print.”

3 Click on the picture of the Printer. Your document will print to the
default printer.

Exiting Your Document. Microsoft Word. and the Svystem

. Click on the File Button.

. Click on “Save.” After you have saved to your (H) drive the first time.
. Click on the File Button.

. Click on “Close.”

P
. On the desktop screen, click on in the lower left corner of the screen.

. Click on B o twice.

. You may leave the computer.




