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Section 1: The Basics 

Section 1.1 Microsoft Word 

Launch Microsoft word using the Start menu. 

1. Click Start 

2. Move the mouse pointer to All Programs 

3. Move the mouse pointer to Microsoft Office 

4. Move the mouse pointer to Microsoft Office Word 2003 

5. Click and Microsoft Word will open. 

 

The diagram above shows access to Microsoft Office Word 2003.  Microsoft Word in 

Microsoft Office 2000 and Microsoft Office XP can be accessed in the same way. 
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Section 1.1.1  Viewing Microsoft Word  

 

 

 

 

Title Bar:   Displays the name of the file and programme that is currently being 
worked on. 

Menu Bar:  Located below the title bar and contains the document processing 
commands. 

Tool Bar:   Toolbars provide easy access to frequently used commands and 
menus.  Toolbars can be easily turned on and off.  You can also 
customise and save your own toolbar. 

Status Bar: Located at the bottom of the screen, below the horizontal toolbar. The 
status bar shows the position of the insertion point in a document.  It 
also identifies the page number, the number of pages, line number, 
column number etc. 

Task Pane: Located on the right side of the screen, this pane changes depending 
on the command activated.  Items are displayed here for easy access 
and help the user navigate around the system. 

Title Bar  
Menu Bar Standard Toolbar 

Formatting Toolbar  

Ruler Bar 

Margins 
Scroll Bar 

Status Bar 
Viewing 

Options Task Bar 

Task Pane 

Scroll Bar 

Close 

Minimise 

Maximise 
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Section 1.1.2  Opening a Blank Document  

Option 1:  

1. Select the New Blank Document icon from the standard toolbar 

 

Option 2:  

1. Click File on the Menu Bar 

2. Click New  

 

 

3. Select Blank Document from the task pane and click 

 

4. A blank document opens 
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Section 1.1.3  Spelling and Grammar  

 

It is always important to spell check a document for misspelled words and 

grammatical errors.   

× When a word appears on the screen underlined in red, it means that it is either 

ÍÉÓÓÐÅÌÌÅÄ ÏÒ 7ÏÒÄȭÓ ÓÐÅÌÌ ÃÈÅÃËÅÒ ÄÏÅÓ ÎÏÔ ÒÅÃÏÇÎÉÚÅ ÔÈÅ ×ÏÒÄȢ   

× When it is underlined in green it suggests there is a grammatical error. 

 

To spell check a document, click   on the standard toolbar or select F7 on the 

keyboard.  The following screen will appear. 

 

 

 

Microsoft Word will identify grammatical errors and will make suggestions on how 

a sentence can be improved.   It identifies misplaced commas, extra spaces, long 

sentences, other grammatical errors. 

Word not in 

Dictionary 

Suggested 

replacements 

Keep the current 

spelling 

If correct, add the 

word to the 

dictionary and it 

will not appear 

underlined in the 

future. 



MyOTC Foundation Course                                                 © 2009 Open Training College 

 

 5 

Section 1.1.4  Saving a Document 

Once a document is saved to disc in the computer you can gain access to it in the 

future.  If a document is not saved before the computer is switched off, the 

information is lost.  When saving a file always give the file a relevant name, as this 

will allow you to identify it in the future e.g. I would save my curriculum vitae as CV 

or curriculum vitae. 

Option 1  

1. Select Save on the standard toolbar 

2. Select the location to save the file 

3. 4ÙÐÅ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ &ÉÌÅ ÉÎ ÔÈÅ Ȱ&ÉÌÅ ÎÁÍÅȱ ÆÉÅÌÄ 

 

4. Click Save 

Option 2:  

1. Click File on the Menu Bar 

2. Click Save As 

3. Select the location to save the file 

4. 4ÙÐÅ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ &ÉÌÅ ÉÎ ÔÈÅ Ȱ&ÉÌÅ ÎÁÍÅȱ ÆÉÅÌÄ 

5. Click Save 

 

Type the name 

of the file here Click Save 
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Optio n 3: 

1. Select F12 on your keyboard 

2. Select the location to save the file 

3. 4ÙÐÅ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ &ÉÌÅ ÉÎ ÔÈÅ Ȱ&ÉÌÅ ÎÁÍÅȱ ÆÉÅÌÄ 

4. Click Save 

 

Section 1.1.5  Closing a Document 

Option 1  

1. Click on the x on the top right corner of the screen  

 

Option 2  

1. Click File on the menu bar 

2. Click Close 

3. The document is now closed 

 

Section 1.1.6  Retrieving a saved document  

Option 1  

1. Click Open on the standard toolbar 

2. Select the location of the file 

3. Click on the File Name 

4. Click Open 
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5. Click Open 

Option 2  

1. Click File on the Menu Bar 

2. Click Open 

3. Select the location of the file 

4. Click on the File Name 

5. Click Open 

 

Tasks to be completed in Microsoft Word 

Task 1: Type the following text 

%ÎÔÅÒ 4ÏÄÁÙȭÓ $ÁÔÅ ɉÕÓÅ )ÎÓÅÒÔȟ ÄÁÔÅ ÁÎÄ 4ÉÍÅ ÆÒÏÍ ÔÈÅ -ÅÎÕ "ÁÒɊ 
My name is _____________(Type your name here).  This is the word document I will 
send as an email attachment and submit for my Turnitin assignment. 
 
Task 2: Spell check the document 

Task 3: 3ÁÖÅ ÔÈÅ ÄÏÃÕÍÅÎÔ ÁÓ Ȱ0ÒÁÃÔÉÃÅ !ÓÓÉÇÎÍÅÎÔȱ ÔÏ Á ÌÏÃÁÔÉÏÎ ÏÎ ÙÏÕÒ ÃÏÍÐÕÔÅÒȢ 

Click 

Open 
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Section 1.2 The Internet 

 

Section 1.2 .1  Essential Components when connecting to the 

Internet  

Modem:     The modem determines how fast data can be transmitted or 

received.  The modems can be an internal or external device, 

and are normally an internal device in the newer computers 

and form part of the manufacturing process. 

Internet Account:  This is provided by an ISP (Internet Service Provider) such as 

Eircom, Irish Broadband, Perlico etc.  You will pay a monthly 

fee to the Internet Service Provider for accessing the Internet 

through them. 

Web Browser:  This allows you to search for items on the internet.  A web 

browser will be installed on the computer when purchased.  An 

example of a web browser is Internet Explorer. 

Section 1.2.2 Types of Connections 

Dial -Up Access: The Internet Service Provider (ISP) will provide you with a 

telephone number to dial when accessing the Internet.  You 

will pay the ISP a monthly fee for the time used.  There are 

many packages available with the Internet Service Providers, 

and the fee will vary depending on the package chosen.  The 

dial-up connection has a low bandwidth, which means the 

speed of the connection may not be very fast.  With dial up 

access, you block your phone line when using the Internet and 

are unable to receive or make calls. 

Broadband:  This connection is a lot faster than dial-up, but is more 

expensive.  There is no need to dial a number as the computer 

is connected all the time.  The service provider will provide you 

with the necessary equipment and charge a monthly fee. 
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Section 1.2.3 Launching Internet Explorer  

Option 1  

1. Click Start 

2. Move the mouse pointer to All Programs 

3. Move the mouse pointer to Internet Explorer 

4. Click and Internet Explorer will open. 

 

Option 2:  

Double Click on the Internet Icon on the desktop of the computer 

 

Section 1.2.4 Understanding a Website Page  

 

 

 

 

 

Title Bar 
Toolbar Menu Bar 

Address 

Bar 

Status Bar 
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Section 1.2.5 Understanding the Internet Explorer Toolbar  

 

 

 Use the Back button to go back one page at a time 

 Use the forward button to go forward one page at a time. 

 Use the stop button to stop a page while loading (normally used if a 

page is taking to long to load, or you have changed your mind.) 

 Use this button to refresh a web page (normally used when a web 

page is slow to display ɀ using the refresh button restarts the action). 

 Use this button to take you to the home page of your browser.  You 

can set your own home page by clicking tools on the Menu Bar, click 

Internet Options, and in the general tab type in your home page.  You 

may wish to add the MyOTC as your homepage. 

 Use this button to print Information  

 Use this button to look at web pages viewed in the last 20 days. 

 

Section 1.2.6 Using the Address Bar  

The address bar displays the website currently being viewed 

 

To view a different website, type the website address into the address bar and click 

 or press your enter key on the keyboard 
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Section 1.2.7 Accessing the OTC Website 

1. Click into the address bar 

2. Type www.opentrainingcollege.com into the address bar 

3. Click Go, or press the enter key on the keyboard 

Section 1.2.8 Adding the OTC Website to your Favourites Menu  

1. Launch the Open Training College Website 

2. Click on Favourites on the Menu Bar 

3. Click on Add to Favourites 

4. Click Add and the Open Training College Website can be easily accessed by 

clicking on the Favourites Menu. 

Section 1.3 Health and Safety Considerations when using your 

Computer  

Your environment is extremely important when using your computer and it is 

essential to consider health and safety issues.  The following are suggestions on 

specific areas to provide this environment.  However, this is only a basic 

introduction:  

Equipment  Possible Problem  Solutions  

Monitor/VDU  

(Visual Display Unit) 

Eyestrain ¶ Take breaks 

¶ Adjust settings   

    -  Contrast and brightness 

    -  Colour / font style  

    -  Ensure screen is in focus 

    -  Screen height 

    - Avoid flickering screens 

¶ Use anti-glare screen if 

possible 

¶ Monitor should tilt / swivel to 

suit your height 

http://www.opentrainingcollege.com/


MyOTC Foundation Course                                                 © 2009 Open Training College 

 

 12 

Keyboard and mouse Wrist strain or 

repetitive strain 

injury (RSI) 

¶ Use a wrist rest  

¶ Relax elbows 

¶ Keep wrists above the keyboard 

when typing 

¶ Keep mouse and keyboard 

within easy reach 

¶ Create Macros on the computer 

to reduce keystrokes 

¶ Should have option of having 

keyboard flat or tilted 

¶ Ensure there is space on desks 

to rest wrists during breaks in 

typing 

Chairs Back problem ¶ Use chairs that are adjustable in 

height and tilt 

¶ Ensure chair is at correct height 

¶ Provide footrest if necessary 

¶ $ÏÎȭÔ ÓÉÔ ÉÎ ÔÈÅ ÏÎÅ ÐÏÓÉÔÉÏÎ ÆÏÒ 

too long - take frequent breaks 

Desks Back / neck problem ¶ Ensure that the desk is at the 

correct height and there is 

enough knee space under the 

desk 

¶ Document holders should be 

used to avoid neck/eye strain 

¶ Work area should be large 

enough and non reflective 

Noise Distraction / 

Headaches 

¶ Printers/scanners/photoc opiers 

should be situated away from 

workstations when constantly 
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used 

¶ Headphones should be used 

when software contains audio  

¶ Headphones/speakers should 

have adjustable volume control 

Light Headaches ¶ Ensure good lighting conditions 

and provide natural light where 

possible 

¶ Use anti-glare screen if possible  

¶ Monitors should be at right 

angles to windows where 

possible 

¶ Adjust brightness on computer 

if required 

¶ Avoid strong artificial light 

Heat Too warm ¶ Ventilate rooms 

¶ Use air conditioning if possible 

¶ Switch off unused equipment 

Cables / Obstruction / 

Equipment 

Accidents ¶ Ensure cables are tidy 

¶ Public areas are clear and there 

is nothing in the way to cause an 

accident 

¶ Avoid overloading plugs or 

extension leads 

¶ Food and drinks should not be 

placed near a computer 
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Section 2: The eLearning Environment  

 

Section 2.1  Accessing MyOTC 

1. Open the OTC website using the website address above 

2. Click on  on the menu at the top of the page and add this 

page to your Ȱ&ÁÖÏÕÒÉÔÅÓȱ menu for future ease of access. 

Section 2.1.1 Accessing My Mail on the OTC Website 

1. Click on My Mail  on the right side of the screen and the following screen will 

appear.  Add this page to your Ȱ&ÁÖÏÕÒÉÔÅÓȱ menu for future ease of access. 

 

 

Note: Only tick the box Remember me on this computer  if you are the only 

person using the computer, and it should not be ticked when using computers in 

public places e.g. the local library etc.  

 

The first time you log in you will see the following screen and be required to 

carry out the following steps. 

2. Type in your username and 

password ï this will have 

been issued to you by the 

Open Training College. 

3. Click Sign In  
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The following screen will appear.  PRINT THIS PAGE 

 

1. Choose the dropdown and change the language to English (UK) 

2. Type in the characters as shown above 

3. Scroll to the end of the page and click on the button  

 

 

 

1. Retype your password - your 

username will automatically 

appear 

2. Type the characters you see in the 

picture  

3. Click Sign In 

 

 

Choose the dropdown to select 

English (UK) 

Type in the 

characters above 

This is your 

email address 
































































































