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Lesson 1:
Getting Familiar with Microsoft Word 2010 for Windows

Microsoft Word is a word processing software package. You can use it to type letters, reports,
and other documents. This tutorial teaches Microsoft Word 2010 basics. Although this tutorial
was created for the computer novice, because Microsoft Word 2010 is so different from previous
versions of Microsoft Word, even experienced users may find it useful.

This lesson will introduce you to the Word window. You use this window to interact with Word.
To begin this lesson, open Microsoft Word 2010. The Microsoft Word window appears and your
screen looks similar to the one shown here

Revie ~
o - sy — - ) ; 44 Find ~
B ColioriBody) - 11 - A 47| Aa = E U | assbeene| asebcene AaBbCr AaBbce AAD acmnes M 2 Replace
2
it - A - 37 - - |El= t=- - j i i Change
F Format Paint B I U -abe x, X W-A-|E=E &y - fMormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle | = Smesgv [y Select -
Clipboard ; Font | aragraph Styles | Editing_|
SOHR @& PdE =
1l i LS TR IR SO AN
£ T
Bge:lofl | words:0 | [EmR == 85% (= 'y (+)

Note: Your screen will probably not look exactly like the screen shown. In Word 2010, how a
window displays depends on the size of your window, the size of your monitor, and the
resolution to which your monitor is set. Resolution determines how much information your
computer monitor can display. If you use a low resolution, less information fits on your screen,
but the size of your text and images are larger. If you use a high resolution, more information fits
on your screen, but the size of the text and images are smaller. Also, Word 2010, Word 2007,
Windows Vista, and Windows XP have settings that allow you to change the color and style of
your windows.
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The Quick Access Toolbar

In the top left hand corner of the window is the Quick Access toolbar. The Quick
Access toolbar provides you with access to commands you frequently use. By
default Save, Undo, and Redo appear on the Quick Access toolbar. You can use
Save to save your file, Undo to rollback an action you have taken, and Redo to
reapply an action you have rolled back.

The Quick Access Toolbar can be customized to contain buttons of your choice for
easy access.

L e

The Title Bar

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of
the document on which you are currently working. Word names the first new
document you open Document1. As you open additional new documents, Word
names them sequentially. When you save your document, you assign the
document a new name.

Documentl - Microsoft Word

The Ribbon

You use commands to tell Microsoft Word what to do. In Microsoft Word 2010, you
use the Ribbon to issue commands. The Ribbon is located near the top of the
screen, below the Quick Access toolbar. At the top of the Ribbon are several tabs;
clicking a tab displays several related command groups. Within each group are
related command buttons. You click buttons to issue commands or to access
menus and dialog boxes. You may also find a dialog box launcher in the bottom-
right corner of a group. Clicking the dialog box launcher gives you access to
additional commands via a dialog box.

LaT|

L] LIDCIIMSNI] = il

E Tabs Ii' Home | Inset  Pagelayout  References  Mailings  Review  View
T ¥ A ¢= v J= v lg=v | 2B §

e o BI U dxx AY-A EEIE N O

| i Font . Dialogue Launcher
JOOddE A{}
Font Group

Page 4 of 52 Mornington Peninsula ACE Pre-accredited Network



The Ruler

The ruler is found below the Ribbon.

]| S RNy TR R TR KR RN KERY TRRKERRF TRRKEREI TR -1

2

You can use the ruler to change the format of your document quickly. If your ruler is not visible,

follow the steps listed here:

(v o B %
“ Hom age Layout References M View (] 0
J J V] Ruler { __ ) Jlone F‘:age s New Window (1] j =

i Qutline [[] Gridlines \ =i iH_i‘l‘-.'-.-o Pages = Arrange All —a
Print |Full Screen _ — Zoom 100% __ ) Switch Macros
Layout| Reading =] praft [ Navigation Pane =] Page Width | =] Split Windows = -
| Document Views Show Zoom ndoy Macros
f 1
ST ER9-v 0= = |
E 12 3 a5 ;' 158 ! ! 12 ! 114 1 ! '._-L'_!_'l_?'_'.__'_i.s..'_.}*i:l
L1 =

1.  Click the View tab to choose it.

2.  Click the check box next to Ruler in the Show/Hide group. The ruler appears below the
Ribbon.
The Text Area

Just below the ruler is a large area called the text area. You type your document in the text area.
The blinking vertical line in the upper-left corner of the text area is the cursor. It marks the
insertion point. As you type, your text displays at the cursor location. The horizontal line next to

the cursor marks the end of the document.

[ S = &=
Home Insert Page Layout References Mailings Review View & 6
= X Anial 18 - - iE-tEe | EIE
P'IJ' B. £ D <l %X i‘; = A m .:E' f& ‘?%- Editing
7 W A-Ac (A K| DE T | sivese sopes- | -
Clipboard = Font Paragraph Styles
NSEdEB2-0 U2 = }
E!..'_i.;_.‘_'l_'_!;i'_'_' - N, e : = e R I IR O - FZ,[
| THIS IS THE TEXT AREA
: VERTICAL SCROLL me—)
: HORIZONTAL SCROLL
0|
= ]
4 »
| = e Bt £ - mleam = = san im| T

The Vertical and Horizontal and Vertical Scroll Bars

The vertical and horizontal scroll bars enable you to move up, down, and across your window simply by dragging
the icon located on the scroll bar. The vertical scroll bar is located along the right side of the screen. The horizontal
scroll bar is located just above the status bar. To move up and down your document, click and drag the vertical
scroll bar up and down. To move back and forth across your document, click and drag the horizontal scroll bar back

and forth. You won't see a horizontal scroll bar if the width of your document fits on your screen.

Mornington Peninsula ACE Pre-accredited Network
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The Status Bar

The Status bar appears at the very bottom of your window and provides such information as the
current page and the number of words in your document. You can change what displays on the
Status bar by right-clicking on the Status bar and selecting the options you want from the
Customize Status Bar menu. You click a menu item to select it. You click it again to deselect it. A
check mark next to an item means it is selected.

Print Layout

Print Layout view is the most frequently used view. The Print Layout view shows the
document as it will look when it is printed.

Click

During the lessons that follow, you will be asked to "click" items and to choose tabs. When
asked to click:

1. Point to the item.
2. Press your left mouse button once.

If you are asked to double-click an item:

1. Point to the item.
2. Quickly press your left mouse button twice.

If you are asked to right-click:

1. Point to the item.
2. Press your right mouse button.

If you are asked to choose a tab, click the tab

|Em Home | Inset  Pagelsyout  References  Mailings  Review
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Create Sample Data and Select Text

If you type =rand() in your Word document and then press Enter, Word creates three paragraphs. You
can use these paragraphs to practice what you learn. Throughout these lessons, you will be asked to
select text. The following exercise teaches you how to create data and how to select data.

You can select by using the arrow keys or by clicking and dragging. When using the arrow keys, use the
up arrow to move up, the down arrow to move down, the left arrow to move left, and the right arrow to
move right. When using the mouse, press the left mouse button and then drag in the direction you want
to move.

EXERCISE 1.1 : Create Sample Data

1. Type =rand().

2. Press Enter. Three paragraphs appear in your document.

Select with the Mouse

1. Place your cursor in the middle of the word "You" in the second paragraph.

2. Double Click the left mouse button

Place the Cursor

During the lessons, you will often be asked to place the cursor at a specific location (the
insertion point) on the screen. You place the cursor by moving the cursor to the specified
location and pressing the left mouse button or by using the arrow keys to move to the specified
location.

EXERCISE 1.2 : The Arrow Keys
1. Use the down arrow key to move down your document.

2. Use the right arrow key to move [ cosceniepon = =
to the right. -
3. Use the up arrow key to move
up.
4. Use the left arrow key to move to
the left. ﬁ
Cursor

1. Move around you document by using your mouse and clicking in a variety of locations.
2.  Click in a location and type. Note what happens.

Execute Commands with Keyboard Shortcuts

There are many methods you can use to accomplish tasks wit Word. Generally, you choose an
option by clicking the option on the Ribbon. However, you can also use shortcut keys. A key
name followed by a plus and a letter means to hold down the key while pressing the letter. For
example, Ctrl+b means you should hold down the Citrl key while tapping the letter "b." A
shorthand notation of the above would read as follows:

Press Ctri+b

Start a New Paragraph
When you type in Microsoft Word, you just keep typing and Word automatically wraps
the wording in the paragraph. To start a new paragraph, press the Enter key.

Exit Word
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EXERCISE 3

Close and Save—Windows

Click the File Tab. A menu appears.

Click Exit Word, which you can find in the
bottom right corner.

You are prompted: you want to save
changes to Document®?" To save your
changes, click Yes. Otherwisg, click No.

=

Microsoft Word

NI

Do you want to save changes you made to Document1?

If you dick "Don't Save”, a recent copy of this file will be temporarily availabls,
Learn more

|! [ Save ] [Dog‘tSave ] [ Cancel ] !I

4
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If you click Yes, the Save As dialog box
appears.

Double cljck the folder in which you wish to save your document

open the folder.

= R

Insert Page Layo
—» [l Sawve
: Informa
E Save As
ChUsers\Sand
Lj Cpen
|
i_jE' Close
1=
Protect
Recent Document
Mew
Print e rl
Save & Send CIhECHDr
SEUES ¥
Help
[ Add-ns -
2] Options ]
[ Exit s
Manage
Wearcimme =
. This will

Name your file by typing Lesson One in the File Name field.

Click Save. Word saves your file.

AN

@ Save As \ /

- S "< » \(braries » Documents »

Organize « N
s Documents library

Includes: 2 locations

Bl Desktop

- Favorites
4 Downloads

I

= Recent Places microsoft

My Corel
Shows

li'j. ’r

MNeroVision MNufsoft

. Dropbox

B Desktop
4 Libraries
3 Documents

rj“rr Music

Arrange by:

W- @

Folder =

My Projects

Pinnacle

File name: 4 \

Save as type: [Word Document (*.docx) \

Authors: Margaret

Tag;ﬁg

[F] Save Thumbnail

Tools = [ Save

* Hide Folders

| |

Cancel
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Lesson 2:
Microsoft Word 2010 Basic Features

Lesson 1 familiarized you with the Microsoft Word window. You are now ready to learn how to
create a Word document. This lesson covers typing, using the Backspace key, using the Delete
key, inserting text, bolding, underlining, and italicizing. To begin, open Microsoft Word.

Type, Backspace, and Delete

In Microsoft Word, you create documents by typing them. For example, if you want to create a
report, you open Microsoft Word and then begin typing. You do not have to do anything when
your text reaches the end of a line and you want to move to a new line—Microsoft Word
automatically moves your text to a new line. If you want to start a new paragraph, press Enter.
Microsoft word creates a blank line to indicate the start of a new paragraph. To capitalize, hold
down the Shift key while typing the letter you want to capitalize. If you make a mistake, you can
delete what you typed and then type your correction.

You can use the Backspace key to delete. Each time you press the Backspace key, Microsoft
Word deletes the character that precedes the insertion point. The insertion point is the point at
which your mouse pointer is located. You can also delete text by using the Delete key. First, you
select the text you want to delete; then you press the Delete key.

EXERCISE 1
Type and Backspace

1. Type the following sentence: Joe has a very large house.

2. Delete the word "house." Using either the arrow keys or the mouse, place the cursor after
the word "house."

3. Press the Backspace key until the word "house" is deleted.

4. Type boat. The sentence should now read: "Joe has a very large boat.”

Delete

1. Delete the word "very" from the sentence you just typed.

2. Select the word "very." You can place the cursor before the "v" in the word "very," press
and hold down the Shift key, and then press the right arrow key until the word "very" is
highlighted.

3. Press the Delete key. The sentence should now read: "Joe has a large boat."
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Insert and Overtype

While creating your document, you may find you need to insert text—place new text between
existing text. Suppose, you type the sentence, "Joe has a large boat." After typing it, you decide
you want to change the sentence to "Joe has a large blue boat." With Microsoft Word, inserting
a word, phrase, or even several paragraphs is easy.

Alternatively, you may want to overtype text—replace old text with new text. For example,
suppose you type the sentence, "Joe has a large blue boat." After typing it, you decide you want
to change the sentence to "Joe has a large gray boat." With Microsoft Word, overtyping the
word blue with the word gray is also easy. Before you attempt to insert or overtype, you should
check the mode you are in—Insert or Overtype. You right-click the Status bar and then use the
Customize Status Bar menu to place the Insert/Overtype button on the Status bar. You can then
use the Insert/Overtype button to switch between Insert and Overtype mode. When you are in
Insert mode, you can insert text. When you are in Overtype mode, you can overtype text. By
default, Microsoft Word is in the Insert mode.

EXERCISE 2
Placing the Insert/Overtype button on the Status bar

1.  Right-click the Status bar. The Customize Status Bar menu appears.

2. Click Overtype. The Insert/Overtype button appears on the Status bar.
3. If the word Insert appears on the Status bar, you are in Insert mode.
4

If the word Overtype appears on the Status bar, click the word Overtype and it will change
to Insert, thereby changing Word to Insert mode.

Insert

Make sure you are in Insert mode before proceeding. You are going to insert the word "blue”
between the words "large" and "boat."

1. Place the cursor after the space between the words "large" and "boat."
2. Type the word blue.
3. Press the spacebar to add a space.

4. The sentence should now read: "Joe has a large blue boat."

Overtype

You can type over the current text (replace the current text with new text) in the Overtype mode.
Do the following to change to the Overtype mode.

* Click "Insert" on the Status bar. The word Insert changes to Overtype.
Change the word "blue” to "gray."
1. Place the cursor before the letter "b™ in "blue."
2. Type the word gray.
3. The sentence should now read:
"Joe has a large gray boat."

Note: You can overtype text without changing to Overtype mode by selecting the text you want
to overtype and then typing.
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Bold, Italicize, and Underline

When creating a document, you may need to emphasize particular words or phrases by bolding,
underlining, or italicizing. Also, certain grammatical constructs require that you bold, underline,
or italicize. You can bold, underline, and italicize when using Word. You also can combine
these features—in other words, you can bold, underline, and italicize a single piece of text.

When you need to perform a task in Microsoft Word, you can usually choose from several
methods. The exercises that follow show you how to bold, underline, or italicize using four
different methods: using the launcher, the Ribbon, the Mini-toolbar/context menu, and the
keyboard.

EXERCISE 2:3

Type the following exactly as shown. Remember, pressing the Enter key starts a new paragraph.
Press the Enter key at the end of each of the following lines to start a new paragraph.

Ribbon: Bold Italicize Underline these words. All three Regular
Mini Toolbar: Bold Italicize Regular
Keys: Bold Italicize Underline these words. All three Regular

Bold with the Ribbon

1. On the line that begins with "Ribbon," select the word "Bold" by double clicking on the
word, the entire word is highlighted.

2. Choose the Home tab.
3. Click the Bold button

d, you can Select the text and then click the Bold button Bold Button

pold Button in the Font group. You have bolded the word bold.

Note: To remove the bog
again.

4. Click anywhere in the text apéa to remove the highlighting.

Page Layout References Mailings Review View
! == T R o) | B EAE T == 1 %
Calbpffiony) ~|H “pAA0 | AaT | Y g s=.  |maBbCeDc| AaBbceDe AaBbCi
3 V=
7 B 7 U -ahe x, X - ﬂ - A~ l q T Normal |7 No Spaci.. Headingl = Eth;:sg'e E
rd | Font Styles
IdHEY-0 @5 BA -
b-2-|-1-|-x-|-1-|-2-|-3-|-4-|-E-|-s-l-?-l-i-l-E-l-1:--|-11-|-12-|-1E-|-14-|-1E-|-/\-|-1F-|-15-|
Ribbon: Bold Italicize Underline these words. All three Regular
Mini Toolbar: Bold Italicize Regular
KEYS: Bold Italicize Underline these words. All three Regular
B (Ctel) -
Lofl | Words:24 | 5 | [Eleg == 8% (o) L}
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Alternate Method - Bold with the Mini Toolbar
[ — . ) . . Documentl = Wig

& Cut Arial 112 v A A7 | Aav | B

j B3y copy
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FFE2 T | sasocenc| assbceoe AaBh(
L R T Mormal | T Mo Spaci.. Heading

i

iE iE

* Ithree Regular

A 2
Ribbon: Bold Itail - IS®-A-F

w-J-l'\-\-l-iI

Mini Toolbar: Eo"‘ﬁ""""‘ """""""""

Keys: Bold Italiciz s Copy _ All three Regular
| Paste Options:

Eont... L\\
Paragraph... .

.

Logo1r 30102

Bullets | »
Mumbering L
Styles b
Hyperlink...

Look Up

Synonyms

C  Translate

Rl

Additional Actions »

R I CI R LI R R R R R

1. On the line that begins with "Mini Toglbar, double click the word "Bold." The entire word is
highlighted.

2.  Right-click. The Mini toolbar appears.
3. Click the Bold button . You have bolded the word bold.

Bold with Keys

1. On the line that begins with "Keys," select the word "Bold." You can place the cursor
before the letter "B" in "Bold."” Press the Shift key; then press the right arrow key until the
entire word is highlighted.

% Cn-Screen Keyboard

i i i
R G

2. Press Ctrl+b (hold down the Ctrl key while | g
pressing b).

Note: To remove the Bold, press Ctrl+b again. You can also remove formatting by pressing
Ctri+spacebar.

3. Click anywhere in the text area to remove the highlighting.
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Italicize with the Ribbon

1. On the line that begins with "Ribbon,"
select the word "ltalicize."

== W Calibri [Bady) *ll0 ¢ Eri=etize | 35 y
2. Choose the Home tab. _j ' _ a2 i

By | BIFT|U ~ ahe x, x*
e Quick Change |Editing
& T\~ !‘b,_?l + A Aav| A A -

3.  Click the Italic button on the Ribbon. e . e R =
You have italicized the word ltalicize. [l it e = e i e e
Note: TO remove the italiCS, SeleCt the text Laungher: Bold Italicize Underline these words. All three Regular =
and click the Italicize button again' o Ribbon: Bold ftalicize Underline these words. All three Regular |
- Mini Toolbar: Bold Italicize Regular
1. CIICk anyWhere in the text area to 0 Keys: Bold Italicize Underline these words. All three Regular

remove the highlighting.

Italicize with the Mini Toolbar

[ RS RN RS RS SRR KRR K -
Launn:her.'-BﬂId-Itchize-UnJc'a;:n—t;u‘;'_"lé ":“:"*_" ..:'E‘:jj“.:’_ Regularq] -
Ribbon:-Bold-ltalicize-Unde g [z *‘:'—A@ g = . epulary
M'tr@l ltalicize-Rrml-aen

— i
Keys:-Bold-ltalicize-Underli| 1 cop, larq
—_ I paste
A | Font. "
5_ Earagraph.. L]

N — ' ’

o v S| = | s ge :

" & Hyperfnk..,

B Lookup-
Synonyms 4
Translate 4
Styles J

1. On the line that begins with "Mini Toolbar," select the word "ltalicize." You can place the
cursor before the letter "I" in "ltalicize." Press the Shift key; then press the right arrow key until
the entire word is highlighted.

2. Right-click. The Mini toolbar appears.

3. Click the Italic button ! . You have italicized the word Italicise.
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Italicize with Keys

1. On the line that begins with "Keys," select the word "ltalicize."

2. Press Ctrl+i (hold down the Ctrl_ key while
pressing i).

Note: To remove italics, press Ctrl+i again. u
can also remove formatting by pressin
Ctrl+spacebar.

F% Cn-Screen Keyboard

3. Click anywhere in the text area to remove theb

highlighting. You have italicized the word ltalicize.

Underline with the Ribbon

1. On the line that begins with
"Ribbon," select the words
"Underline these words." g

Choose the Home tab./

(W a5~

s

HomagyInsert | Page Lay: | Referenc | Mailings | Review | View | Developt | Add-Ins | Acrobat | & @

ocumentl - Microsoft Word

Quick Change | Editing
Styles = Styles = i

Paragraph Styles

i)
1IN ) R G 2 S e e e B e U et s s e

Click the Underline button " ~in the
Font group . Alternatively, you can

[ SR ERN SR

press the down arrow - next to the

Launcher: Bold Italici%line these words. All three Regular

Ribbeon: Bold Italicize Underline these words. All three Regular
Mini Toolbar: Bold Italicize Regular H

Keys: Bold Italicize Underline these words. All three Regular

L] l&3h
z e

underline button  and click to
choose the type of underline you want.

Alternate Method—Underline
with Keys

Note: To remove the underlining, click the Underline button

u - .
again.

Click anywhere in the text area to remove the highlighting.

% On-Screen Keyboard

Esc

% "6 1°7] 8] o]
o

1. On the line that begins with "Keys," ct the
words "Underline these words."

Press Ctrl+u (hold down the Ctrl key while
pressing U).

Note: To remove the underlining, press Ctrl+u again.

i ] ] )
o o i e e e
G B D ) G

3. Click anywhere in the text area to remove the highlighting.
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Save a File and Close Word

You must save your documents if you wish to recall them later. You can use the Save option on
the Microsoft Office menu, to save a document. You can also save a document by typing Ctrl+s.
The first time you save a document, the Save As dialog box appears. Use the Save As dialog
box to locate the folder in which you want to save your document and to give your document a
name. After you have saved your document at least once, you can save any changes you make
to your document simply by clicking the Save after you click the Microsoft Office button.

The following exercise shows you how to save the file you just created and close Word. You will
name your file Lesson Two.

EXERCISE 2:4 Ml e

Save a File—Windows 7: /' i. Home | Inse
1.  Click the File button.

2. A menu appears.
3. Click Save. The Save As dialog box a —if you are saving Bl save As
your document for the first time.

—

: : « » = Open
4. The Save As dialogue box open in the “Documents” folder by = VP
default. B Close
5. Double click the correct folder (Lessons) to open.
6. Name your file by typing Lesson Two in the File Name box.
7.  Click Save:
8.  Click the cross,which is located in the [ B\ =
top-right corner o : :
closes.
Terplates Documents library o
Includes: 2 locations T
Favorites
Bl Desktop 3 =
& Downloads [L: ] :
i1 Recent Place: Corel LESSONS microsoft My Corel My Projects
ropbox PaintShop Shows
Photo
Project Cr...
B Desktop 2
r= Y S I
_rl Musi ly PSP My MNeroVision Nufsoft Pinnacle
)R b 3 Recordings -
File name: -
Save as type: lWord Document (*.docx) E 4
Authors: Margaret Tags: Add atag
[ Save Thumbnail
« Hide Folders Tools ~ | Save L\@J ‘ Cancel ‘

Every time you save your document, you overwrite the previous version of your
document. For example, you create a document and save it. Later you delete several
passages from the document and then save your changes. The passages from the first
draft of the document no longer exist. If you want to save both the original draft of your
document and the revised document, you must save the second draft of the document
using a different name. To save the document using a different name, click the File button.
A menu appears. Click Save As. The Save As dialog box appears. Use the File Name box
to give your document a new name.
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Lesson 3: More Basic Features

The features in Word 2010 can make your work easier, make your documents more attractive,
and/or enable you to work more efficiently. This Microsoft Word lesson teaches you how to open
a file, cut, copy, paste, use AutoText, use spell check, use Find and Replace, and change fonts.
All of these features either make your work easier or make your document more attractive.

Open a File

When you do not have time to complete your work or when you finish your work, you can save
and close your file. After saving a file, you can later open it to revise or finish it. You learned how
to save afile in Lesson 2. In the exercise that follows, you learn how to open the file you saved.

EXERCISE 1

Open a File with Windows 7 =
1. Open Word 2010. v o
2. Click the File button. A menu appears. B
3. Click Open. The Open dialogbe \
appears.
[:3 options
B e
4. Locate the folder in which you saved
the file. The file is named Lesson
Two.docx. >
5. Click Lesson Two.docx. open
Lockin: () My Documents M @-3 XoE-
6. Click Open. The file you created | ey Bocemtiogd
. . [piEeert | (D HardwareHelper {©]PLEASE READ
during the previous lesson appears. | ctessors
am 12 Mz Corel Shows
| Documents | ;A My Music
. . . 2 e | [2My NPS Files
Open a File with Windows XP i My Pictures
Places DMy PSP Files
My Videts,
)My Voice' _\*sages
If you are using Windows XP: Crcsenp
E\s’:‘lil:'sdgﬂdﬂr Peter Free.docx
1. Open Word 2010. e ' -
2. Click the Microsoft Office button. A

menu appears.

3. Click Open. The Open dialog box appears.

4.  Use the Look In field to move to the [l d &+ o 5 e fecmei =i et nh i
. . . File Home  Insert Page Lay | Referenc | Mailings  Review | View | Develop: | Add-Ins | Acrobat | & @
folder in which you saved the file. o S L e e

2 NE
LA
= Quick Change | Editing
1 | Styles = Styles ~ =
h Styles

The file is named Lesson Two.docx.

Paragrapt

5. Click Lesson Two.docx.

6.  Click Open. The file you created
during the previous lesson appeafs.

Alternate Method—Opening a Fi ith Keys

1. Open Word 2010 —>

2. Press Ctrl+o.
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Cut and Paste

You can use Word's Cut feature to remove information from a document. The you can use the
Paste feature to place the information you cut anywhere in the same or another document. In
other words, you can move information from one place in a document to another place in the
same or different document by using the Cut and Paste features. The Office Clipboard is a
storage area. When you cut, Word stores the data you cut on the Clipboard. You can paste the

information that is stored on the Clipboard as often as you like.
EXERCISE 2

1.  Type the following: | want to move. | am content where | am.
2. Select "l want to move. "

3. Choose the Home tab.

4. Click the Cut button " jn the Clipboard group. Word cuts the text you selected and places it

on the Clipboard. Yyréxt should now read: "l am content where | am."

E“ =l ¥~ 3 @ . [ = Docurnentl - Microsoft Word l"‘:"l'IEl e
me || Insert | Page Lay' | Referenc | Mailings | Review | View | Develop: | Add-Ins | Acrobat | & @

= Calibri (Bod 10 v T i= etz | EEEE

g = | etttV ", QL.

By B 7 U-e x, X |2 E=E=EE=E 1= b\ —
Baske || oo Hweesm gm0 U ETGE h (SRR i == Quick Change | Editing
b I, A

E 7 - a7 . é - Aav | A A et _{l a1 Styles = Styles ~ -
Cli|:|l:uﬁ'_d . Font F Paragraph | Styles .
|y R |
ﬂ_!-i-l-1-|-2-|-E-|-4-|-E-l-5-|-.-‘--|-5-1-9-1-1:--1-11- o] |
lelf - . . : : : : . : 7] |

‘ ; ‘ I'want-tormove.:l-am-content-wherel-am.q]

Paste with the Ribbon

1. Place the cursor after the period in the sentence "I am content where | am."
2. Press the spacebar to leave a space.

3. Choose the Home tab

4. Click the Pgste button

text should nowread: "I am content where | am. | want to move."

"in the Clipboard group. Word pastes the text on the Clipboard. Your

NEEFTEATT R

| am content where | am. | want to mn'ure.l
I

- ol

L / Lepposiaadone ¢ Msranslt Werd
Heme Plnseri  Pagelayoswi  Relerances  Malings  Rewew View SR = 'ﬂ
= 4. I m o A T A | BRI S T g rnd-
1 itatiody] » AN A BT RNV | asccnare | sassccoste AaBbCeDe Aambecnd '% T
B 21 [ R
Vg B U V-A-EESS E o ThHafpacag  Humfingl Hasling? [_1ENRUE B muiecs
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Cut with a Context Menu

1. Type the following: - | want to move. | am content where |
am.

2. Select "l want to move. "

3. Right-click. The Mini toolbar and a context.meiiu appear. . 5

4. Click Cut on the menu. Your text should now read: "I

am content where | am."

Paste with a Context Menu

Place the cursor after the period in the sentence "l am

content where | am."

Press the spacebar to leave a space.

Right-click. A Mini toolbar and a context menu

appear.

Click Paste. Your text should now read: "l am
content where | am. | want to move."

Cut with Keys

1.

Type the following: | want to move. | am

content where | am.
Select "l want to move."

Press Ctrl+x.

Documentl
Home | Inset  Page Layout E ailings eview
. .
v =

Efs

EF ]
Pt o [B] s Uk w0

Arial 1z v A AT

lipboard i | Font
NEGdHR2-0RUE ~
3 3 s BT

B >
,
<

9 B|7 Uu=¥®-
-| 1wantto move. lam content where | am.
& cut

Ea copy

[, Paste Options:

Font...
Paragraph...

Bullets |
Numbering 2

Strles

W e T i s e

Hyperlink...
Look Up
Synonyms
EF Translate

Additional Adtions

I
Page;1ofl | Words440 | <% English US) |

m Be4ooeny [B) MsworD 2010.0u0 - [JTwl]

AaBbCeDé | AsBbCeDé AaBbCi AaBbCc
ThoSpac. Hesdingl Heading2 || <P

B]I U-aex, X A-¥-A- -

=
HE9-0pd -

aial - REX:
B/ UEY-A-F
I am contentwhere | am. | want to move

[EEEE

Words: 10 | B Engish (US) .
UeIvow (Evsvior0 m0e-.. [aTER— DEs)

Your text should now read: " | am content where | am."

Paste with Keys

> w0 DN
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Place the cursor after the period in the sentence: "l am content where | am."

Press the spacebar to leave a space.

Press Ctrl+v.

Your text should now read: "I am content where | am. | want to move."
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Copy and Paste

In Microsoft Word, you can copy information from one area of a document and place the
information you copied anywhere in the same or another document. In other words, after you type
information into a document, if you want to place the same information somewhere else, you do
not have to retype the information. You simple copy it and then paste it in the new location. As
with cut data, Word stores copied data on the Clipboard.

EXERCISE 3
Copy with the Ribbon

1.  Type the following: You will want
to copy me. One of me is all you
need.

2.  Select "You will want to copy
me."

3. Choose the Home tab.

4. Click the Copy button  in the

Clipboard group. Word copies the data you selected to the Clipboard.

Paste with the Ribbon

1. Place the cursor after the period in
the sentence: "One of me is all you
need."

2. Press the spacebar to leave a
space.

3. Choose the Home tab.

4. Click the Paste — button in the
Clipboard group. Word places the

Wi Documentl - Microsoft Word
Home da-jaut References Mailings Review View
G Arial JEE BlAWE | e | BB HE EE 21| T | asmweene | aambcene
Paste =3 B 7 U - abe x, X* - A = £ - e T Mormal | 1 Mo Spaci...
-tnplyg d Font
SddHE9- v FUS =
| I ) A |2 4
! i
E You will want to copy me. One of me is all you need.
Documentl - Microsoft Word o @ 8
Hem —e Refe > @
I 34 Find ~
sial BT Aa- VI | aambcepe | asBbceDé AaBbCi AaBbCe S A @ peptace
= B 7 abe X, X' - A Thormal | THoSpaci. Headingl Heading2 |- ET?:JE :GSEIEH_
Clipboard 1 Font Paragraph Styles Editing
DEEFHR2-0Rd= =
e = W
-

You will want to copy me. One of me s all you need. You will want to copy me |

data you copied at the insertion point. Your text should now read: "You will want to copy me.
One of me is all you need. You will want to copy me

Copy with a Context Menu

1. Type the following: - You will
want to copy me. One of me is all
you need.

2.  Select "You will want to copy me."

3. Right-click. A Mini toolbar and a
context menu appear.

4.  Click Copy. Word places the data
you copied at the insertion point.
Your text should now read: "You
will want to copy me. One of me
is all you need. You will want to
copy me."
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- 12

M-S

w-A-F

Arial

B 7 U =
You will want to copwma Nna nf mais all you
Cut

Copy

B =

Paste Options:
B

Font...

Paragraph...

Eullets | »
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Styles
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Hyperlink...
Look Up
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Translate
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Copy and Paste
Alternate Method—Paste with a Context Menu

1.

Place the cursor
after the period in
the sentence:
"One of me is all

Ll

| calibei Bod - |11 - A

moE,
o
L

B I EW . A
—_—

Youwill-want-the-copy-me.-One-of me-is-allyou-need. -1

you need." T

2. Press the @ B paste H @
spacebar to leave
a space.

3. Right-click. A context menu appears.

4. Click Paste. Word pastes the information on the Clipboard into the document.

Alternate Method—Copy with Keys

1.
2.
3.

Type the following: You will want to copy me. One of me is all you need.

Select "You will want to copy me. "

Press Ctrl+c. Word copies the information you selected to the Clipboard.

Alternate Method—Paste with Keys

Place the cursor after the period in the sentence "One of me is all you need."
Press the spacebar to leave a space.

Press Ctrl+v.

N =

Your text should now read: "You will want to copy me. One of me is all you need. You will
want to copy me."

Use the Clipboard

As you cut or copy, Word can store the information you have cut or copied on the Clipboard in a
hierarchy. Then each time you cut or copy, the data you just cut or copied moves to the top of the
Clipboard hierarchy and the data previously at the top moves down one level. When you choose
Paste, the item at the top of the hierarchy is the item Word pastes into your document. The
Clipboard can store up to 24 items. You can paste any item on the Clipboard into your document
by placing your cursor at the insertion point, displaying the Clipboard pane, and then clicking the
item.

The Clipboard pane includes an Options button. You can click the Options button to set the
Clipboard options described in the following table.

Option
Show Office Clipboard

Description

Automatically

Shows the Clipboard automatically when you copy
items

Show Office Clipboard When Ctrl+c Pressed Twice
Collect Without Showing Office Clipboard

Shows the Clipboard when you press Ctrl+c twice.

Copies to the Clipboard without displaying the
Clipboard pane.

Displays the Clipboard icon on your system
taskbar.

Displays the number of items copied on the
taskbar when copying.

Show Office Clipboard Icon on Taskbar

Show Status Near Taskbar When Copying
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Copy and Paste

EXERCISE 4 -

Use the Clipboard

1. Place the cursor at the point at which you
want to insert your text.

2.  Choose the Home tab.

Click the Clipboard dialog box launcher to
open the Clipboard.

4.  Click the item on the clipboard you want to
insert into your document. Word pastes the
Clipboard item into your document at the
insertion point.

Create AutoText

Home Tnsert Fage Layout References Mailings Fie
= Calibri (Body) =11 S~ i
B S U -ae x x| EE X B S
Paste a 2
- 7w A A A A O - £~ 44|
4 of 24 - Clipboard o | L

|, Pasta ANl | | % Clear All

Click an item to paste:

l-am-content-where-l-am.-|

T@II-want-th&-mpy-me

|:_'| You will weant the copy mae.

i) [want to move.

Cplians =

i | ]
Show Orffice Clipboard gutomatically

'

Show Crffice Clipboard When Ctrl+C Pressed Twice

Collect Without Showing Office Clipboard

I

-

Show Office Clipboard Tcon on Taskbar

'

Show Status Mear Taskbar When Copying

Cut and Copy both store information on the Clipboard. Information you store on the Clipboard is
eventually lost. If you want to store information permanently for reuse, use AutoText. AutoText

permanently stores information for future use.

EXERCISE 5 - Create AutoText
1 Type the following: AutoText information is stored permanently.
2 Select "AutoText information is stored permanently."
3. Choose the Insert tab.
4.  Click Quick Parts in the Text el E—— -
group. A menu appears. o 4"‘""' 3 |l e L e e -
gl i 2 2 Hea "II4 ﬁ 3 CQuick Paris— 0
5.  Click Save Selection to Quick Part B P 4 Document Proper
Gallery. The Create New Building | ™ "™ %% 5 "% gegemmber o g
_B|OCk d|a|Og box appears. B guiding Blocks Grganizer
6.  Microsoft Word suggests a name. A~ | G More on Office Onlne
Change the name by typing AT in (5)=—p S
the Name field. AutoText-infﬂrrnatiun-is-stured-Dermanentlv-'ll<— I\%‘I ) '\2 ) B
7.  Click OK. The dialog box closes.
8.  Click anywhere in the text area to remove the } ) :
highlighting. Hlame: |7 e (6)
Gallery: |Quick Parts El
9. Place the cursor between the period in the sentence | cugory: [cenerat =
you just typed and the paragraph marker ().
10. Press the spacebar to leave a blank space. i
1 1 Type AT Sawve in: |E|u|Id|ng Blocks.dotx j
Qptions: Insert content only -
12. Press F3. Your text should now read: "AutoText | ¢
information is stored permanently. AutoText Cancal

information is stored permanently."

Note: Whenever you need the text, simply type the name (AT) and then press F3.
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Use Spell Check

Word checks your spelling and grammar as you type. Spelling errors display with a red wavy line
under the word. Grammar errors display with a green wavy line under the error. In Word 2010,
you can use the Review tab's Spelling & Grammar button to initiate a spell and grammar check of

your document.

EXERCISE 6
Use Spell Check

Type the following exactly as

shown. Include all errors. Open thr J

door for Mayrala. She is a
teacher from the town of
Ridgemont.

2. Select: "Open thr door for Mayrala.
She is a teacher from the town of
Ridgemont."

Choose the Review tab.

4. Click the Spelling & Grammar
button. The Spelling and Grammar
dialog box appears.

5 "The" is misspelled, soitis
highlighted on the screen and
noted in the Not in Dictionary box.
Word suggests correct spellings.
These suggestions are found in
the Suggestions box.

6. Click "the" in the Suggestions box.

7. Click Change. Note: If the word is
misspelled in several places, click
Change All to correct all
misspellings.

1 E)
Open thr door for Mayrala. She is a teacher from the town of Ridgemont.
Spelling and Grammar- English (United States) 2] x|
Mot in Dictionary:
Openthrdoorfor-Mayrala.- h O il Janore Once
Tgnore All

Suggestions:

J Add to Dictionary

[v Check grammar

Options...

Change

Change Al

AutoCorrect
v| Aumond |

Cancel |

8. The name "Mayrala" is not in the dictionary, but it is correct. Click Ignore Once to leave
"Mayrala" in the document with its current spelling. Note: If a word appears in several places
in the document, click Ignore All so you are not prompted to correct the spelling for each

occurrence.

9. "Ridgemont" is not found in the dictionary. If you frequently use a word not found in the
dictionary, you might want to add that word to the dictionary by clicking the Add to Dictionary
button. Word will then recognize the word the next time it appears. Click Add to Dictionary.

10. The following should appear on your screen: "Word finished checking the selection. Do you
want to continue checking the remainder of the document?"

11. Click No. If you wanted Word to spell-check the entire document, you would have clicked

Yes.
Note:

anything selected, Word checks the entire document.
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Find and Replace

If you need to find a particular word or phrase in your document, you can use the Find command.
This command is especially useful when you are working with large files. If you want to search
the entire document, simply execute the Find command. If you want to limit your search to a
selected area, select that area and then execute the Find command.

After you find the word or phrase you are searching for, you can replace it with new text by
executing the Replace command.

EXERCISE 7

Use Find with the Ribbon

1.

10.

11.
12.

Type the following: Monica is -

from Easton. She lives on .
the east side of town. Her '
daughter attends Eastern
High School.

Calen gy

Select: "Monica is from
Easton. She lives on the east

“Q

FOE L B cdew W ke WA

Menica-is-from-Easten. She-lives- on-the-east side-of-town. Her-daughter-attends.

__E=0lo

WA T (B R e R L

o x . Fared
AaBbCeDd | AaBbCold A gHI (o f -

side of town. Her daughter .
attends Eastern High B
SChOOlH — " m— - R & = ool 8 I i+
Choose the Home tab.
Click Find in the Editing group. A menu appears.
Click the Find option
on the menu. The Find |’
and Replace dialog e e — — =
box appears. = e - S
- ke %, & A (%A EN N E|E 7 o hange

Type east in the Find
What field. | s e

Monica-is-from-Easton. s L:%ME @/] =

Click Find Next. Note
that the "East" in
Easton is highlighted.

Eastern-High-School

Click Find Next again.
Note that "east" is
highlighted.

Words: 108 S5 et

e | wwwm(';;:] ru-+|. et st

Click Find Next again. Note that the "East" in Eastern is highlighted.

Click Find Next. The following message should appear: "Word has finished searching the
selection. Do you want to search the remainder of the document?"

Click No.
Click Cancel.
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Alternate Method—Find with Keys

1.

2.
3.

Select: "Monica is from Easton. She lives on the east side of town. Her daughter attends
Eastern High School."

Press Ctrl+f.

Follow steps 6 through 12 in the preceding section.

Use Replace with the Ribbon

10.

-{—lu:‘p Referenger  Madegs  Reves s Adddm w

i — —

e ; S —r L P -
LR R (i -A ] 122 e L | s pecend) AsBeCeDd Ay
i3 ¥, Rrphice
N E R T N Tl L kI e Thermal | The spacng _:'-4-3 W

Monica-is-from:Easton.-She-lives: on-the-east-side-of-town.-Her-daughter-attends.
EasternHigh-School.§ f——

= o - P )

1 Page: 1ol T Words: 1878 L0 o IERFErTl 1 L {+} ﬂ

Select "Monica is from Easton. She lives on the east side of town. Her daughter attends
Eastern High School."

Choose the Home tab.

Click Replace in the

Editing group. The FInd | 1 i s i o o e —
and Replace dialog box s [ ) Y [ oo masnceos Aambe S A B
appearS d B0 B ow o ofac e A FEE R BRE - Thaorrral |1 o Spaneg  Hesdes) L :J:’H & Selet -

: : Find o Ropicm 2l
Type east in the Find ! i o | e |
What box. e Lm*‘_@
;I/'\%E[)he t;'l’)?(St in the Replace :l:t’:::";l;:’;‘c:::"; o — @
Click Find Next. The East =S
II"I EaStOI"I |S h|ghl|ghted Fage il l  Words LaE W0 o |00 % & = o~} i Ll

Click Replace. Word replaces the "East" in "Easton" with "West" and then highlights the
word "east."

Click Replace. Word replaces the word "east" with "west" and then highlights the word
"Eastern."

Click Close. Do not replace the "East" in "Eastern" with "West."

Your text should now read, "Monica is from Weston. She lives on the west side of town. Her
daughter attends Eastern High School."
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Replace with Keys

1.  Select "Monica is from Easton. She lives on the west side of town. Her daughter attends
Western High School."

2. Press Ctrl+h.

3. Follow steps 4 through 11 in the preceding section.
Change the Font Size

A font is a set of characters (text) represented in a single typeface. Each character within a font is
created by using the same basic style. In Microsoft Word, you can change the size of your font.
The following exercise illustrates changing the font size.

EXERCISE 8
Change the Font Size

=

-'} " D v L :."' '.- j| -..'\:'.' .. -\..-' -I- s L T |-.. e
Home h @.’q out References Mailings Review WIEwW Add-Ins L
4 | Calibri (Body) | _'F— @ iE i A A »
} ."_'l
|

E X
Quick Change  Editing

4 B I U -as x 33 =-
ci A
ooy £ | ] | Styles = Styles -

R I S PO
= 10

111

12

12

16

l-can-be< 1y-size-you-

[ =

wa%.%):ye o-be.q %@

1 i I ;
1 Pageiof1 Words: 10710 | 5 | Tnsert 5003 5 = Laoneea(—} L] i+

1. Type the following: | can be any size you want me to be.
Select "l can be any size you want me to be."

Choose the Home tab.

il

In the Font group, click the down arrow next to the Font Size box. A menu of font sizes
appears.

5. Move your cursor over the menu of font sizes. As you do, Word 2010 provides a live
preview of the effect of applying each font size.

6. Click 36 to select it as your font size.

7.  Note: If you know the font size you want, you can type it in the Font Size field.
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Alternate Method—
Change the Font Size with Grow Font and Shrink Font

You can also change the size of your font by clicking the Grow Font and Shrink Font buttons.
Selecting text and then clicking the Grow Font button makes your font larger. Selecting text and
then clicking the Shrink Font button makes your font smaller.

1- Type the fOHOWing: Grow [T Documentl - Microsoft |
Shrink h Home Insert Page Layout References Mailings Review Wiew

2. Select "Grow" B i vt (i & quimanl()

Bate (B r U ~ abe x, % @7 A I EE ==tz | B
3. Choose the Home tab. Cheboard = i - il
NEdHREY-0pUdE ~
4. Click the Grow Font button 2

A )
several times. You font
becomes larger.

5. Select Shrink. _ %GROW SHRINK %

6. Click the Shrink Font button

* " several times. Your font
becomes smaller. 2

Change the Font

In Microsoft Word, you can change the font (the "family" of type you use for your text). This
feature is illustrated in the following exercise:

EXERCISE 9
Change the Font with the Ribbon
1 o M- F -B
1. Type the following: ﬁ < @ ” _ # e ; :
Changing fonts ) "T":"mm ’(—'@ — = e | [Ranuceod] assbceod AaBhCe . A .
i Haacings LI 1241 THomal JTo Spaceg] Headeg 1 L
2. Select "Changing fonts." |« cambria i |
o | i
3. Choose the Home tab. % ALGERIAN _
T Tines New Roman
4. Click the down arrow next * Aviel
to the Font field. A menu ”'::":}c.;“-.p.u
of fonts appears. ) Adobe Caskon Pro Bold
) Adobe Garamond Pro
5. Move the cursor over the 0 Adebe Garamond Pro Bold
list of fonts. Word 2010 |x J-;‘E L |
provides a live preview of % ALGERLAN
what the font will look like W fnieare
if you select it. R findsh ALl

6. Click the font name to select the font you want.
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Change the Font with the Mini Toolbar

T TUARH I URILEERTE
T Rockwell Extra Bold
§ Rod TIWm T1aX
{1 BAZETHAT SFH BEETLAR.
W Sceipt T Lotd

| B Segor Freng

* T Segoe Soripd

i '!'I-Iﬂ“‘l.'.l“ COTHIC

K Shoi -

¥ SimHe i B

T Simpldied Aiakie jh e

 Simplified Arabic Fix.

S imSun

& SimSun-Exth

T Snap LTE
CHANGINGFONTSYx stiven 4_@ : .

L=}
"
n.-l':'_-@ -

—l
Wigrd 3 3 ncant CH 5 ¥ R oot =~ D

1.  Select "Changing fonts."

2 Right-click. The Mini toolbar and a menu appears.

3. Move to the Mini toolbar.

4. Click the down arrow next to the Font field. A menu of fonts appears.
5 Click the name of the font you want.

Save Your File

This is the end of Lesson 3. You can save your file and close Word. See Lesson 2 to learn how to
save and close.

Lesson 4:

Formatting Paragraphs and Working with Styles

When you type information into Microsoft Word, each time you press the Enter key Word creates
a new paragraph. You can format paragraphs. For example, you can indent the first line of a
paragraph, you can set the amount of space that separates paragraphs, and you can align a
paragraph left, right, center, or flush with both margins. Styles are a set of formats you can
quickly apply to a paragraph. For example, by applying a style, you can set the font, set the font
size, and align a paragraph all at once. In this lesson, you will learn about the various formats you
can apply to a paragraph and about styles.

When you are formatting a paragraph, you do not need to select the entire paragraph. Placing the

cursor anywhere in the paragraph enables you to format it. After you format a paragraph,
pressing the Enter key creates a new paragraph in the same format.

Open a Blank Document

To begin a new Word project, you start by opening a new document. To begin this lesson, open a
blank document in Microsoft Word.
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EXERCISE 1

Open a Blank Document

Open Word 2010.

Click the File Tab. A menu
appears.

Click New. The New Document
dialog box appears.

Click Blank Document.

Click Create. A new blank

[w]
Home Insert Page Layout References Mailings

Documentl - Microsoft W

Review Wiew

[ save
R Save As
L_? COpen

£ Close

Recent
Mew

Print

Information about Documentl

1A=

Protect

Decument =

Permissions
Anyone can open, copy, and change any part of this decy

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and auther's name

Content that people with disabilities find difficult to r

Documentl - Microsoft Word o &

o %

docu ment opens Inset  Pageloyout  References Mailings  Review  View
Available Templates Blank document
= £ Home
i en
j Close =
@ - e
Recent Blank Blog post tecent Sample My templates  Mew from
document it templates templotes existing
m T >
Print = v
— P — =
Save & Send =] = I @ | St o
gend fuward Broch: Budgets Business Calendars |
Help certificat cards
[ Options
Exit =
8 4 @ 5 B m =
Contract: Diag; Envelopes Exp Faxes Fiyers j
port:
Create
; m j ==
—F S = =
Fon Gift Gresting  Invents Invitations T
certificates s
— a £
= = z g
= = [ . -
= Ei= A “ D =
= = = ) i}
Job Labels Letters Lists Memos Minutes
descriptions ~
M FEIJToOPn | (] msworp 2010.pub -... | (B publication2 - Microso. B 245 10:56PM

Add Sample Text

This lesson uses sample text provided by Microsoft for training and demonstration purposes. You
can type the text; however, there is a quicker way. You can use the rand function.

Functions are used to obtain information. You tell the function what you want and the function
returns that information to you. By default, in Word, when you type the rand function, Word
returns three paragraphs. When working with functions, you use arguments to be specific about
what you want the function to return. There are two arguments you can use with the rand
function. The first one tells Word how many paragraphs you want, and the second one tells Word
how many sentences you want in a paragraph. You place arguments between the parentheses
and you separate them with a comma. For example, if you type =rand() and then press Enter,
word returns three paragraphs. To tell Word you want two paragraphs with three sentences in
each paragraph, you type =rand(2,3).
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EXERCISE 2 — Add Sample Text
1. Type =rand().

2. Press the Enter key. The following text appears:

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other
document building blocks. When you create pictures, charts, or diagrams, they also coordinate with your
current document look.

You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using the
other controls on the Home tab. Most controls offer a choice of using the look from the current theme or
using a format that you specify directly. |

To change the overall look of your document, choose new Theme elements on the Page Layout tab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always
restore the look of your document to the original contained in your current template.

Add Space Before or After Paragraphs

When creating a document, space is often used to clearly identify where each paragraph begins and ends.
By default, Word may place slightly more space between paragraphs than it does between lines in a
paragraph. You can increase or decrease the amount of space that appears before and after paragraphs
by entering amounts in the Before and After fields in the Paragraph section of the Page Layout tab. Use
the up arrows next to the Before and After fields to increase the amount of space before or after each
paragraph; use the down arrows to decrease the amount of space before or after each paragraph. The
following illustrates:

EXERCISE 3 — Add Space Before or After Paragraphs

. o B R
1 - Place your cursor anyWhere in % Page Layout References Mailings Reviev View a @

the second paragraph of the T xx —

efere
A | Aar | B
L.

sample text you created in B U-kex x
Exercise 2. i

Choose the Page Layout tab. ¢ =

Click the Paragraph Dialogue

Left: Oem [ Special B
H Right: Dem & (none) v =]
BOX LaunCher arrow in the On the Insert tab, the galleries include items that are de{ ) ueor ndence
bottom rg ht hand corner. overall look of your document. You can use these galler
footers, lists, cover pages, and other document building | | seacng
4 ClICk the up arrow next to the pictures, charts, or diagrams, they alse coorﬂ' iwith Before: opt B At
" afrer: 12 & i
Spacing After field to increase the You can easily change the formatting of seleC® text in Dgw‘,m‘mg:;,, I

choosing a look for the selected text from the Quick Styl

amount of Space after the You can also format text directly by using the other cont| | ereve:
controls offer a choice of using the lock from the current
parag raph' you specify directly.
NOte: YOU can CliCk the down arrows To change the overall look of your document, choose ne
. Page Layouttab. To change the looks available in the C
next to the Spacmg Before and the Change Current Q!Jick Style Set command. Both tyﬁ[ Doe. | [semspemur]  [oc | [ conm |

Spacing After fields to decrease the
amount of space before or after a paragraph. You can also type the
directly into the fields. Space is measured in points. There are

Change Line Spacing

Line spacing sets the amount of space between lines within a paragraph. The spacing for each line is set
to accommodate the largest font on that line. If the lines include smaller fonts, there will appear to be extra
space between lines where the smaller fonts are located. At 1.5, the line spacing is set to one-and-a-half
times the single-space amount. At 2.0, the line spacing is set to two times the single-space amount
(double space).

ount of space you want to use
points to an inch.
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EXERCISE 4 — Change Line Spacing

1. Place your cursor _ =
. \ o 9-19 5 Microsoft Wort -
anywhere in the first
paragraph Of the Sample Hameg & @ References Mdailings REVIEW WVigw Add-ins Lo
text you created in b | Calibei Body) el F;,z
Exercise 2. il et 7 [ et i e ¢=' @ )
F |2 A& W RS2 1:: |
2. Choose the Home tab. rd Font - Paragraph 115
] -
] ] . 2 .5 =
3.  Click the Line Spacing 7 20 .
. e-Insert-tab, the-galleries-include-it AT are- g : F L
butt th
utton " 'in the 25
Paragraph group. A menu :f-',rnur-dDLum@nu*«*e-galleries-lu:l-insq 30
of ophons appears o Limg Spacing Options..
pages,-and-otherdocument-building-blocks.-Whean-y & | 2dd space pefore Paragraph
4. Click 2.0 to double-space ; _—
the first paragraph P smns, they-also-coordinate-withyourcurrent-docume ¥ | Remave Space dfter Paragraph B

Create a First-Line Indent

Some people and organizations delineate the start of a new paragraph by indenting the first line.
If you want to indent the first line of your paragraphs, you can use the Paragraph dialog box to set
the amount by which you want to indent. In the Special Field of the Paragraph dialog box, you tell
Word you want to indent the first line by choosing First Line from the menu options. In the By
field, you tell Word the amount, in inches by which you want to indent.

EXERCISE 5 — Create a First-line Indent

EXAMPLE: First-line Indent

On the Insert tab, the galleries include items that are designed to coordinate with the overall look
of your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks. When you create pictures, charts, or diagrams, they also coordinate with
your current document look.

TR esson | o x
Home ‘hﬂ.— I:'ag@l.‘. Referencas Mailings Review View Add-Ins ki
5 |Calibn (Body) =11 - [iZ - 1= - S EE R Yy
: y A P
B J U ~-da x x| |/EFEX¥ 3HA R =~
Quick Change Editing
- J *Jvé-h-'q‘ﬂ' Sy - i -l 4] | g hing

Styles = Styles =

e-Insert-tab, -theabrjes-inc lude-items-that-are-designed-to-coordinate-with-the-overall-

s

pf-your-docume EFE -galleriestonsert-tables -headers -footers, -lists, -
pages,-and-othertbcument-building-blocks. - When-you-create-pictures,-charts, -or-

ms, they-also-coordinate-with-your-current-document-look. 9

1. Place your cursor anywhere within

the first paragraph of the sample text you created in Exercise 2.
2. Choose the Home tab.

3. In the Paragraphs group, click the launcher. The Paragraph dialog box appears.
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EXERCISE 5 — Create a First-line Indent

4. Choose the Indents and Spacing tab.

5. Click to open the drop-down menu on the
Special field.

6. Click First Line.
7. Enter 0.5" in the By field.

8. Click OK. The first line of your paragraph is now

indented half an inch.
Special Note: To remove the first line indent:
1. Place the cursor anywhere in the paragraph.

2. Choose the Home tab.

3. Inthe Paragraphs group, click the launcher. The

Paragraph dialog box opens.
4. Choose the Indents and Spacing tab.

5.  Click the down arrow next to the Special field
and then click None.

6. Click OK.

Indent Paragraphs

Farngragh

Jdents and Spacing K——me@l

General

Alignment: Left nat

Quthine level: |Body Text -

Bight:

[ Mirmor indents

(5) (@)
T A I

[~ Don't add spage batween paragraphs of the same style

Fresview

Spacng
Before: izpl = Lifye spading: At:

Indentation allows you to indent your paragraph from the left and/or right margin. You may find
this necessary when you are quoting a large block of text. The following exercise shows you how

to indent a paragraph 1 inch from each side.

EXAMPLE: Indentation

On the Insert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers,
footers, lists, cover pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the
document text by choosing a look for the selected text from the
Quick Styles gallery on the Home tab. You can also format text
directly by using the other controls on the Home tab. Most
controls offer a choice of using the look from the current theme
or using a format that you specify directly.
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EXERCISE 6 — Indent Paragraphs

1. Place your cursor anywhere in the
second paragraph of the sample
text you created in Exercise 2.

2. Click the Indent button twice.

to the right (Indent).

4. To reduce the indent click the left
indent button.

Align Paragraphs

Documentl - Microsoft Word

Home Insert

References

Review

View
l M| aaEbceDe| AsEbC:Dé AaBbC: Aak
- -

THormal | T Mo Spaci.. Heading1 Heac

Page Layout Mailings

2 AN - | B =

o
=

On the Insert tab, the galleries include items that are designed to cocrdinate with
overall look of your document. You can use these galleries to insert tables, headsg
footers, lists, cover pages, and other document building blecks. When you create
pictures, charts, or diagrams, they also coordinate with your current documentlod

You can easily change the formatting of selected text in the docume
text by choosing a look for the selected text from the Quick Styles g
on the Home tab. You can alseo format text directly by using the othe
controls on the Home tab. Most controls offer a choice of using the |
from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on th
Page Layouttab. To change the locks availakle in the Quick Style gallery, use the

Microsoft Word gives you a choice of several types of alignments. Left-aligned text is flush with
the left margin of your document and is the default setting. Right-aligned text is flush with the right
margin of your document, centered text is centered between the left and right margins, and
Justified text is flush with both the left and right margins.

EXAMPLE: Left-Aligned

Sample Paragraph

EXAMPLE: Right-aligned

EXAMPLE: Centered

EXAMPLE: Justified

Sample Paragraph

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document.
You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
When you create pictures, charts, or diagrams, they also coordinate with your current document look.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document.
You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
When you create pictures, charts, or diagrams, they also coordinate with your current document look.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document.
You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
When you create pictures, charts, or diagrams, they also coordinate with your current document look.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your document.
You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building blocks.
When you create pictures, charts, or diagrams, they also coordinate with your current document look.

Sample Paragraph

Sample Paragraph
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EXERCISE 7 — Create the Paragraphs

1.

Type the words “Sample Paragraph”.

b -8 F =y T Micrasoft Wond =

Home PP@DM References Mailings Review Wiew Add-Ins

£ | Calibri (Body) 11 - = - | iE R A )
= 1{.&.

¢k Change Editing

¥ ‘“/-i- Aa- A .{@ - B | Styles = Styles -

Fart Paragraph g Shyles

l Sample-Paragraphi

rtheInsert-tab, the-galleries-include-items-that-are-designed-to-coordinate-with-
the-gverall-lpok-of your-document.-You-can-use-these-galleries-toinsert-tables,-
fers, footers, lists,-cover-pages, and-otherdocument-building-blocks, Whenyou:
create-pictures,charts, -or-diagrams, they-also-coordinate-with-your-current:
documentlook.q

-4 (B I U - oake x x|

& M i

5
|

Click the Center button in the Paragraph group. Word centers your paragraph.

2.  Press Enter.

3. Type =rand(1) to create a paragraph.

4.  Press Enter.

Right-align

1.  Select the paragraphs you created.

2.  Choose the Home tab.

3.  Click the Align-right button in the
Paragraph group. Word right-aligns

 Your paragraphs.
Left-align

1. Select the paragraphs you created.

2.  Choose the Home tab.

3.  Click the Align-left button in the
Paragraph group. Word left-aligns
your paragraph.

Center E

1.  Selected the paragraphs you created.

2.  Choose the Home tab.

3.

Justify =

1. Select the paragraphs you created.

2. Choose the Home tab.

3. Click the Justify button in the Paragraph group. Word justifies your paragraph.

Alternate Method—Right = -Justify with Keys

1.
2.

Select the paragraphs you created.

Press Ctrl+r. The paragraph is now right-aligned.

Alternate Method—L eft-Justify with Keys

1.
2.

Select the paragraphs you created.

Press Ctrl+l. The paragraph is now left-aligned.

Alternate Method—Center with Keys

1.
2.

Select the paragraphs you created.

Press Ctrl+e. The paragraph is now centered.

Alternate Method—Justify with Keys

1.

Select the paragraphs you created.

2. Press Ctrl+j. The paragraph is now justified
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Lesson 5: Adding Bullets and Numbers,

If you have lists of data, you may want to bullet or number them. When using Microsoft Word,
bulleting and numbering are easy. The first part of this lesson teaches you to bullet and number.

Add Bullets and Numbers

In Microsoft Word, you can easily create bulleted or numbered lists of items. Several bulleting
and numbering styles are available, as shown in the examples. You can select the one you wish

to use.

1. Apple 1) Apple i. Apple
2. Orange 2) Orange ii. Orange
3. Grape 3) Grape jii. Grape
4. Mango 4) Mango iv. Mango
5. Cherry 5) Cherry . Cherry
A, Apple a) Apple a. Apple
B. Orange b) Orange b. Orange
C. Grape c) Grape c. Grape
D. Mango d) Mango d. Mango
E. Cherry e) Cherry e. Cherry

EXAMPLES: Numbering
EXERCISE 1 — Bullets

1.  Type the following list as shown:
Apple
Orange
Grape
Mango
Cherry
2.  Select the words you just typed.
3. Choose the Home tab.

4. In the Paragraph group, click the
down arrow next to the Bullets button
Bullets button. The Bullet Library
appears.

«  Apple o Apple =  Apple

+ QOrange o Orange =  QOrange
* Grape o Grape =  Grape
= Mango o Mango *  Mango
* Cherry o Cherry = Cherry
< Apple 7 Apple v Apple
% Orange » Orange ¥ QOrange
% Grape ¥ Grape v Grape
% Mango » Mango ¥ Mango
% Cherry 7 Cherry ¥ Cherry

EXAMPLES: Bulleting

References Wailings Rgvigw Vigw Add-Ins

Calibri Body) 1
Bullet Library

g B I U -adke ow x AW A
Hene ® O @4 0:0
h *
;s v
% Apple Define Mew Bullet...
% QOrange
—} < Grape
DD s e
% Cherry

-

% ) ae e @ = =]l 4
: A= ’1——@ #|7| | aaBbCcnd! AaBb

|
|

5.  Click to select the type of bullet you want to use. Word adds bullets to your list.

Note: As you move your cursor over the various bullet styles, Word displays the bullet style

onscreen.

To remove the bulleting:
1. Select the list again.

2. Choose the Home tab.

3. In the Paragraph group, click the down arrow next to the Bullets icon. The Bullet dialog

box appears.

4. Click None. Word removes the bullets from your list.
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Numbers

1. Type

the following list as shown:

Apple

Orange

Grape

Mango

Cherry

2. Select the words
3. Choose the Home

4. Inthe Paragraph group, click the down arrow next to the
Numbers Button.

5.  Click to select the type of numbering you want to use. Word numbers your list.

you just type
tab.

The Number

d.

ing

Library appears.

Numbering

button

Note: As you move your cursor over the various number styles, Word displays the number style

on screen.
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r ]
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# =|11
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IL- - a

= | ii - | | b
o i c

1)
2)

oD 3

5)

Apple
Orange
Grape
Mango
Cherry

0OmpE

Humbering Library

1

Mone @>§ _)

I A
i
1] - c

@

Define Mew Mumber Format...

a)

b)-

c)

1)
2)
3)

1)
2)
3)

a)
b)

c)-

LAaBbCcld | AaBbd

5
'l
[

i

To remove the numbering:

Select the list again.

Choose the Home tab.

In the Paragraph group, click the down arrow next to the Numbering icon. The

Number dialog box appears.

Click None. Word removes the numbering from your list.
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Undo and Redo

You can quickly reverse most commands you execute by using Undo. If you then change your
mind again, and want to reapply a command, you can use Redo.

EXERCISE 2 — Undo and Redo

1. Type Undo example.

™ B A L A
2. Click the Undo button on the Quick £3) -
ACCGSS menu. The typlng disappears. H sert Page Layout References hdzilengs R
‘: alibri(Body)

=11 - | AT [

3.  Click the Redo button on the Quick
Access menu. The typing reappears. Paste J@ @u e x X A WA EE R

i)

4. Select "Undo example."

5.  Press Ctrl+b to bold. Word bolds the

text.
6. Press Ctrl+i. Word italicizes the text. Undo Example]
7. Press Ctrl+u Word underlines the text. : T®

8. Click the down arrow next to the Undo
icon. You will see the actions you performed listed. To undo the underline, click Underline;
to undo the underline and italic, click Underline ltalic; to undo the underline, italic, and bold
click Bold etc.

9. Toredo, click the Redo icon several times.
Undo & Redo by Using Keys

Type Undo example.

Press Ctrl+z. The typing disappears.
Press Ctrl+y. The typing reappears.
Select "Undo example."

Press Ctrl+u to underline.

Press Ctrl+z. The underline is removed.

N RN

Press Ctrl+y. The underline reappears.

Set the Orientation

Before you print your document, you may want to change the orientation of your pages. There
are two orientations you can use: portrait and landscape. Paper, such as paper sized 8 1/2 by
11, is longer on one edge than it is on the other. If you print in Portrait, the shortest edge of the
paper becomes the top of the page. Portrait is the default option. If you print Landscape, the

longest edge of the paper becomes the top of the page.

Landscape Portrait
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EXERCISE 3 — Set the Orientation

Set the Page Size

Paper comes in a variety of sizes. Most business
correspondence uses A4 (21 x 29.7 cm) paper which is
the default page size in Word. If you are not using A4,

Choose the Page Layout tab.

Click Orientation in the Page Setup group. A menu
appears.

Click Portrait. Word sets your page orientation to
Portrait.

d 2 -

B

Hame Insert Page Layout Pe@ﬂalhngs Reway
I colors - e |_L v Breaks -
| A | Fonts - — ) . Line Mumnbers =
- Margins |Orientation m
| © | Effects = h N Hyphenation -

TR

Landscape

Single-Pares

you can use the Size option in the Page Setup group of the Page Layout tab to change the Size

Settlng' Documentl
Home Insert Page Layout References Mailings Review
EXERCISE 4 — Set the Page nv i .ﬁ.cﬂltati-:n' >ﬁ5|‘iaks' 4] Watermark = Indent
. -~ =3 size | Y3 Line Numbers = | | Page Color ~ | £E Left:
v * 5} - 'gins er = Borders | E2 Rig
Slze / Them: J Iz-ﬁg tmx 27,84 cm 2 -:lZl-iln-j =
ESEdEAER9 Letter Small
1 Choose the Page Layout tabs ﬂl [ﬂ 21.59 cmx 2794 em
Tabloid
2.  Click Size in the P2ge Setup group. A menu i L zsensmszen

Set the Margins

Margins define the amount of white space that
appears at the top, bottom, left, and right edges of
your document. The Margin option in the Page
Setup group of the Page Layout tab provides
several standard margin sizes from which you can -
choose.

EXERCISE 5 — Set the Margins
1.
2.

appears. -

Scroll down and Click A4. Word sets your -
page size. i

Ledger
4318 cmx 27.94 cm

Legal
J 21,59 tm % 35.56 cm

Statement
13.97 cmx 21.59 cm

Executive
J 1841 cm x 26,67 cm
A3

207 cmx42 cm

J 21 amx 297 an %

A4 Small
2l tmx 29.7 cm

Mare Paper Sizes...

Choose the Page Layout tab.

Click Margins in the Page Setup group. A menu
appears.

Click Moderate. Word sets your margins to the
Moderate settings.

St Page Layout ﬁ @Iingg Review
| X |'_' J ¥= Breaks -
ﬁ @ ¥ Line Numbers -
Marging OrieMtation  5iz lumns Wa
'9 I - I I, u b~ Hyphenation -
Last Custom Setting -~ |
Tap: 1° Bottom: 1" i
Left: 1" Right: 244 |_
Neormal
Top: 1" Bottom: 1"
Left: 1° Raght: 1
Marrow t
Top: 0.5° Bottom: 0.5" —
Left: 0.57 Right: 0.5°
— W
oderate o
Eottom: 1 —I
eft: Right: 0.75" i
B
Wide 14
Top: 1" Bottom: 1"
Left: > Right: - i
*h
Custom Margins. F
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Add Page Numbers

Page numbers help you keep your document organized and enable readers to find information
quickly. You can add page numbers to the top, bottom, or margins of your pages, and you can
choose where the numbers appear. For example, numbers can appear at the top of the page, on
the left, right, or center of the page. Word also offers several number styles from which you can
choose.

EXERCISE 6 — Add Page Numbers

1. Choose the Insert tab.

2 Click the Page Number button in the Header & Footer group. A menu appears.
3. Click Bottom of Page.

4. Click the right-side option.

Insert Page Breaks

As you learned in Lesson 1, you can display your document in any of five views: Draft, Web
Layout, Print Layout, Full Screen Reading, or Online Layout. In Print Layout view you see your
document as it will appear when you print it. You can clearly see where each page ends and a
new page begins.

As you review your document, you may find that you want to change the point at which a new
page begins. You do this by inserting a page break. For example, if a page heading appears on
one page and the first paragraph under the heading appears on the next page, you may want to
insert a page break before the heading to keep the heading and the first paragraph together.

Irsert #c& ferences Madings R ViEw Sdd-ins
—
y B2

4 O B @

A 4
A Bookmark =
Page Takile Micture  Clgp  Shapes Smarthrt OB Page Tent  Quack ‘Wordas
my Cross-refe N B §

Break E Al - MNamboer ” £~ Farfs -

Tep ol Page ]

i

L ' Simple
Plair Munmbar 1 1 Page Margins
=]  Cument Position v
1 ' Format Fage Numbers
_L Eemngve Page Mumbess
et

Plalm Mumiber 3
if 18 is o single-parent fomldly,
fidren born in 1986 may spend 1

ge 18 Clearly, a growing

Eirerme econonmd prodlems:

Plaim Mumber 1 pment and wocational
enthood ond the special pre-
@ ’ i lingle-parent families,
pmenl programs (e meel those
= Sawe Selechon as Pa 8 Memnber [Botiam
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d 9 - — CreatingStyles.doc
Insert Page Breaks —2) |
Home Insert = References Mailings Raview View Add-Ins
. =| | =5 ™y ., Hyperlink ]
1. Place your cursor before the Din | | |<El-@ SERUAR =N R
"DiSplaced HomemakerS" Blank  Page Table Picture Clip  Shapes SmartArt Chart Head

Page Ereak - Art =) Cross-reference

2. Choose the Insert tab. Pages e S

S S e Sy

3. Click Page Break. Word places a
page break in your document. Displaced Homemakers

To delete a page break, you select the
page break and then press the Delete @
key.

Marital dissolution drastically reduces the new sing

Displaced homemakers are at an additional disadva

Preview and Print Documents

When you have your margins, tabs, and so on the way you want them, you are ready to print. In
Word, You can preview your document before you print. In the Preview mode, you can review
each page, view multiple pages at the same time, zoom in on a page, and access the Size,
Orientation, and Margin options.

If you press the Zoom button while you are in Preview mode, the Zoom dialog box appears. In
the Zoom dialog box you can set the sizes of the pages that display as well as the number of
pages that display.

When you are ready to print, you use the Print dialog box. In the Print Range area, choose All to
print every page of your document, choose Current Page to print the page you are currently on,

or choose Pages to enter the specific pages you want to print. Type the pages you want to print
in the Pages field. Separate individual pages with commas (1,3, 13); specify a range by using a

dash (4-9).

EXERCISE 8 — Print Preview

1.  Click the Microsoft Office button. A menu appears.
2 Highlight the Print option. The Preview and Print the Document menu appears.

3 Click Print Preview. The Preview window appears, with your document in the window.

4.  Click One Page to view one page at a time. Click Two Pages to view two pages at a time.
5.  To view your document in normal size, click 100%.

6 Click the Zoom Button. The Zoom dialog box appears.

7 Select an option and then click OK. Perform this task for each option and note the results.

Note: As you review your document, if you see changes you would like to make to the layout,
use the Margin, Orientation, or Page Size options to make the changes. If you want to make
other types of changes to your document, click the Close Print Preview button, to return to your
document. Once you are satisfied with your document, you are ready to print.
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Print

1. Click the Print button. The Print dialog box appears.

2. Click the down arrow next to the Name field and select the printer to which you want to print.
3. Choose All as the page range.

4. Click OK. Word prints your document.

You have completed Lesson 5.

Lesson 6 - Creating an Address Book Data Base

Inserting a Table

1.  Click on the Insert tab.

Document1 - Microsoft Word Table Toals S

2_ CI'Ck on the Table button /[r\sen Pagelayout  Refersnces  Mailings  Review  View  Acobat  Design  Layout @

P Shapes - | &, Hyperlink =| Header ~ ick Parts Equation ~
2
_] Blank Pag T2 smarthrt | 4 Bookmark =l Footer~ A wordart - 51 £2 symbol =

In the Drop Down pan@dzag//vyv:; "R dow | gomsiene| Begwne- | G Sow o w-

lilustratio Text Symbols

across the squares to the right T e
0
number of columns and n two v/vD[jD o000
0 o o e
rows. / : DDDDDDDDDD

| 5]

I o
| Insert Table..,
j Draw Table

4‘1 Excel Spreadsheet
[ Quick Tables 3

R R R A R SR R A SR TR AT

On) 9~

4. Place the pointer just a little left of
the top row until the pointer e

becomes an arrow. scomr ] 8 3

= : Table | Picture Clip

Click the mouse button to highlight the row.

Pages Tables

Symbols

Click the down arrow on the Styles Box

© N o o

Click on the HOME tab T ) (

Click the HEADING 2 bu

lew Acrobat Design Layout @

NOTE: It is necessary to create a Heading 7o

row so that when you sort your table == samvce ATB T 2 A (LB
alphabetically the heading row will stay in iy B | i g o
place- (02 L8 112t BN 415 B B P18 9t 11112 15E 14115 1 160 P 148018
NOTE: It is not necessary to create a row for |

every entry you intend to make. You move
from one Cell to another by using the TAB '
Key on your keyboard. When you get to the last entry in the row, hit the Tab Key and a new
empty row will be created.

2l 1002
_ Psjl]
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Inserting an extra Column

1 Place the cursor into the last cell and RIGHT

2 In the menu select INSE

click.

and then across to INSERT COLUMN TO THE RIGH

NAME
Tohn

SURNAME
Emith

ADDRESS
123 City Ad

CITY
Welbourna

POSTCODE
3000

PHONE
SEEE 1334

- = Documentl - Micros&t Word Table Tools - B X
Insert | Pagelayout  References  Mailings view  View  Acobat Design  Layout @
ver Page = Elal __'}J Shapes = gJHypenmk =] Header - A 3] Quick Parts ~ [~ | TT Equation =
BNk Page — HE % smartart || 4 Bookmark Al wordart - [3 | €2 symbal -
Table | Pi aip - Tet -
ge Break At il Chart [#] Cross-reference ge Number = || Boyx~ 4= Dro Pgel -
ages Tables HioMNgtions Links Headkr & Footer Text Symbols
[ DOUEDEE kD) I-S‘IT‘\-B‘\-Q-Ilw‘llw‘ﬂ‘l13%‘14-!‘15‘\5|-17‘|-1s-\‘19w‘2nw &
[FRsTRAVE T SURNAWE TADDRESS o= TrostedoE |
[ [ [ [ [ PVl
)
\i_\ Paste
Insert »
Delete Cells. Al Insert Colagghs to the Left
H spiit Cens... HlF Insert Columns to the Right
= [0 | Borders and Shading B Insert Rows Above
H9-0 = Documentl - Microsoft Word Table Tools e 112t | Text Direction... B insert Rows Below
Home Insert Page Layout References Mailings Review View Acrobat Design Layout (7] Cellinonent g7 Insert Cells...
AutoFit »
4 Calibri (Body) i b % 44 @B | Table Pro
roperties.
EN |y r—— ) AaBbCeDe| AaBoCeDe AaBbCi " b = aunes N
s 5 i & ry 7 THormal | T Mo Spaci.. Headingl _ Change Editing =
F |- A Aar|A Sn - - |81 ] 9T Siyies~ e $= | Numbering »
d ™ Font £} Faragraph s Styles il &, Hyperink..
= £ Look Uy
(925008003 1123141 BB 6171 GBS 110013 112113 B o151 16 EHPLL UG 1 | | Look Up
E‘ﬂ Synonyms »
= Translate »

Type your first row of data

Highlight the row and now
format your text (font & size)

before you proceed further.

5 TO a”OW yOUI’ data tO f|t f| Documentl - Microsoft Word Table Taols - 8 X

Change the marglns Home References  Mailings  Review  View  Acrobat  Design  Layout (7]
Cambria (Headings) T 14 éﬁ
. | ] x. % || 2! AaBbCcDc  AaBbCeDe | AaBbCi m %

6 TO Change the Wldth Of the }. ? _IAgv A:vbs.A:‘_ | /‘ ’L\“H” T Morma aci... | Headingl || = Elt"yal:sgve Edlsmg
columns you can place the o= rom o)l Pagesh 5 Sies E -
pointer on the Column |ineS 1-|§-|-1-I|-2- [(EERNRE-S D ENEFENEE- RN UEN - FE I E R - O OIS F RS TR - - E
and drag them to the width
required »

7 OR When you place the Jom (S 1250 [ Veboume 3000 {9585 1257

. . . Rd
pointer on the line I it b
changes to look
like this +HF+ |
- L
8 Noyoucandr . :
the ||ne to the W|d s Documentl - M osoft v-.'.orcl . Tab|g.ng|5
. Page Layout References Mailiny Review View Acrobat Design Layout
require E =
g 'I_- AaBbCcDe  AaBbCeDe | AaBbCi| % #
‘,; [ THormal N Spaci... | Headingl |- EQT??-E e
rd & [F] Styles ]

=0 Tt 'ﬁ' [T R - Nt T

Gl
o
NAMH SURNAME | ADDRESS CITY posTcel PHONE
John Smith 123 City DE
Rd Melbourne | 3000 95551234
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Lesson 6— Creating an Address Book Data Base

Once you have formatted the line, you can now proceed to enter the rest of your data. At the
end of the first line use the TAB key to create the next line. Continue in this way until you list is

complete.

If your data wont fit you can change the orientation of the page to landscape. This will allow you
to spread the columns across the page.

1.

Go to the PAGE LAYOUT-tab;—

click on Orientation and-choose—

LANDSCAPE.

o » 0N

—

Then click the SAVE button\

H9-

[ Home  mEr P

ek

s — Margins
ol |

Documentl - Microsoft Word Table Tools - B X
Page Layout References Mailings Review View Acrobat Design Layout @
(24 Orientation =¥ =~ | [4] Watermark = | Indent Spacing |z -
= - || &3 Page Color~ || = 0 em = $§ 0pt A1 sen T8
j Portrait I~ || ) page Borders || E% 0 cm : S=Slont ! ] Text Wrapping
% || Page Background Paragraph = Arrange
=] Llandscape =
1A = L I TR T TR EE N IR Tt x|
=
NAME SURNAME | ADDRESS CITY POSTCO [ PHONE
DE
John Smith 123 City Rd Melbourne 3000 95551234
Mary Wilson 29 Edward St Rosanna 3408 98799899
Susan Johnson 94 Caroline Ave Thomastown | 3066 98980076
Alan Carter 45/345 JohnsonRd | Williamstown | 3166 94567845
[

Finish entering your data and save your document.

This can be done by holding down the control key and tapping the letter S (ctrl + S)

By Default the SAVE AS window appears. Give your document a name

Save As

AN

Savein:

—. Trusted
=2 Templates

3, My Recent
Docurnents

| [ Desktop

| .. =y My
i'.'J Documents. |
QM
Conputer

) My Metwork
3 Places

Toals -

. _'_j Iy Documents

|)2008-07-31

I AnyDYDHD

) Camtasia Studio
[C2i0vDFah

I Irterviden

| |Eow
:,jMUSIC DATA BASE

I3y Albums
My Corel Shows
;:‘ﬁMy Music
-.'jMy Pickures
[23My PSP Files
|C33My Received Files
|E3My Recardings
;-EMy Videos

Iy Meravision
|[)PcSetup

I TAx RETURMNES

File name: | MAME. dacx

Save a5 vPe! [yword Docum

ent (*,doc)

ICTT Installer Lags
ICUlead videostudio

IChup
Cws

daters
Inspector

B4 agenda COMMITT]
B ATO Letter 2005/docx

MEETING 14.03,07 docx

Save ] ’ Caniel
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Lesson 7— FORMATTING THE TABLE

1. Inthe LAYOU the

properties button.\

2. Inthe TABLE tab you can choose

how text will wrap around the table.
If the {able is all that is going to be

buerows | TEBSE A= )

T—_PHONE )
2 —
ax] ]

3.

Table Row < Colamn ii et i

To specify the
height of each row click

Sﬁ&ify height: 9.7 cm

[ii' Prewvious Row ]&Mext Fow ]

%Row height is: | At least

Allows row ko break across pages
[Irepeat as header row at the top of each page

on the ROW tab. Select

the SPECIFY HEIGHT
checkbox. Using the
arrow keys increase or
decrease the row
height. You can make
each row a different
size just by clicking the
~PREVIOUS or NEXT
ROW buttons.

/

on the page, this section is
irrefevant.
Table Propgrties S
Iablei Row || Column || Cell |
Size
23.25cm {ﬁ Measure in:
Alignment
Indent From left:
EE EEl EE 051 am = Table Properties
Left Center Right
Terd . Fows 1-4;
ext wrapping Size
B HE=
_— - Options
Mone Around
Table Properties
| Table || Row | Column | Cell |

[ o

l’ Cancel ]

Columns 1-6:
Size

@ Previous Column ] [l? et Column r

l ’ Cancel

5. The Cell Tab allows you to alter w
text will appear within the Cell.
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2. Toincrease or decrease the Column width check
—— the PREFERRED WIDTH box. Alter the width
using the Up and Down arrows. You can make
each row a different size just by clicking the
PREVIOUS or NEXT ROW buttons.

—
Table Properties
| Table H Feown H Cn\gmn| Cell
Size
[E] Preferred width:
wertical alignment
1
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6. Right Click in one of the CELLS and in
the drop down panel select BORDERS

FORMATTING THE TABLE

AND SHADING.
Borders and Shading E]
Borders | Page Border | Shading
Setting: Style: Preview
[ Click an diagram below or use
Hone E buttons ta apply borders
I
L 1
)

Horizonkal Line...

Apply to:
Table

7. By default the lines of the table are already
defined for printing. On the BORDERS tab
you can choose the style of line, the
thickness and the colour.

Borders and Shading [E]
8.  On the SHADING tab you can :
select colours for individual Cells, a | & | esegerder | Shadrs _
single column, a row or the whole o . Prevew
table =
Patterns
Skyle: 20% v
Color: | I v
Apply to:
Table
Paragraph
Cell 1l
Tahle AL
o T[]
Name Surname Address City PCode
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LESSON 8 — MAIL MERGE — AD

DRESS LABELS

1.  Select the MAILINGS tab. §4 T
. mﬂﬂm Maiings | Review  View  Acobat
2. Then click the START MAIL MERGE buttonrand-select |
= 3 | e ’MRu\es'
LABELS 1el @ ¢ e
| J SR £ il
PEs Lahe\s‘sta\mail Select Edt [ b Address Greeting Insert Merge ) i
Label Options 7 w Merge REUD\EntS'REﬂmEMHiﬁt\L:-‘ ¢ Block Ll Field~ KERIL I ‘7& t
L . (reate \1 _1 ettes Wite & Insert Fields \_
Prinker infarmation i
A EMal Messages “2‘"1"%“‘1‘“2“‘3“'4"‘5
() Continuous-Feed printers I I I I
. - I = Envelopes.,
(%) Page printers Tray: |Default tray (Paper Feed Switch) | » T~
- Ll
Label information = QJD
E

Label vendars: | Awvery A4/A5

Label information

Product number: 3. In the LABEL OPTIONS WindOW
peeE & | Type:  Address Lobe selec bel size from the list (As
Heighk: 3,39 cm . . .
T width:  9.9.cm per previous label instructions)
15161 Page size: 21 cn = 29.69 cm
Jeles w
[ Details. .. ] [ Mews Label. .. ] l Ok, l [ Cancel ]
H ¥
. Home  Insert Page Layout References Mailings Review View
4. Then click the SELECT RECIPIENTS button and select =E =
USE EXISTING LIST. = | 5=
pes Labels || Start Mail| Select | i
‘| Merge = [Recipients =\ Recipier ||' erge Fields Bloc 3
L'E‘ oF | [reate | |L§ Type New List.. | Write & Insert
5. If you need to make ] UseBasting it B
. Home Insert Page Layout References Mailings - - JA
alterations to your data &) select 8 Joutook Contacs.. |
. 1 o L Fn =
click the EDIT 1E = BB | G2 §
ppes Labels || Start Mail  Seledt i t Add
RECIPIENTS bUtton || Merge * Recipients = Recip |e@}\st ‘\ lerge Fie El
Create || Start Mail Merge H
| 1
Mail Merge Recipients
This is the list of recipients that will be used in vour merge, Use the options below ko add to or change your list, Use the
checkboxes to add of remove recipients From the merge. When vour list is ready, click QK.
4. In the MAIL MERGE Data Source | [~ |Sumame w | Address w | City w | PostCode - | Fhore wl
1 CADocumel ks and |w _Morkhy 23 Bell 3t Prest 3036 9893 0090
RECIPIENTS Wlndow’ you C:\,DEEEEZEI:: :zd A Cilrzen 101 :Iorth Sk R::Ifmoonnd 3025 9590 95376
H N H C\Documents and ... [ Doe 99 South Rd Cheltenham 3196 49761234
can edlt the eXIStIng ||St7 add C\Docurnents and ... | [¥ | Jordan 33 East St Bentleigh 3195 9554455
new deta”S Sort deflne the C\Documents and ... [v  Field 36 Westland Rd Doncaster 3039 98765434
) )
filters.
£ >
Data Source Refine recipient lisk
C:iDocuments and SetkingsiM: ‘El Sork...
W7 Filter...

25 Find duplicates. ..
Find recipient. ..

e Validake addresses. ..
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MAIL MERGE — ADDRESS LABELS

=]

-J 5 — —.
=1 Lge c&)J
s Labels || Start Wil elect dit
‘i erge = Recipients = Recmlem List ||
J

reate Start Mail Merge

Home  Insert  Pagelayout  References | Mailings

Review  View Acrobat

j j j P Rules - K 4|1 P M N ey
&2 Match Fields nd Reciph Wi [
e G Merge to

B Finish &
“Blod Field ~ Update Labels | Auto Check for Errors H,‘E,gE || Adobe poE |
\Wiite & Insert Fields I‘ Preview Results I‘ Finish || Aobat_|

H —
() R R AN IR RRICK AT KRR ANIE KARE KA RN T -THT TR CONNE BIRE T 007 oy

Insert Address Block E]
peciFy address elements Freview
Insert recipient’s name in this Format: Here is & preview from your recipient list:
Jush o] K b D
Josh Randall Ir,
Jszh o Randal It Senmy North
Nochisa sl obtlae
Ishua . Randall Ir, & reston

Inser\postal address:

Correct Problems

1 items in your address black are missing or out of order, use
Match Fields to identify the correct address elements from your

Format addrgs according to the destination country/region e
[ ]
\
6. Next click the ADDRESS BLOCK button. In
the next window select the style of address {2+, Fields

block you want to use.

In order to use special Features, Mail Merge needs to knov
which Figlds in wour recipient list match to the required fields,

7. Make sure the fields required e.g.-Name, lUse the drop-down list ko select the appropriate recipient list
Surname, Address etc. are matched if not Field For each address field companent
click the MATCH FIELDS button. First Marne Marne bl MRt
M Surnare w
8.  Match or unmatch fields suehm Suffi (not matched) [
not required on an address label. When Company (not matched) |
finished matching click ok. For future Address 1 Address v
merges with this data list check the box\at Address 2 {not matched) [v
ity Ciky L
“ il Stake {nok makched) [«
a2 Postal Code PostCode v
e ser—— Zountry or Region fnok matched) [
Optional information
P I Inique Identifier [nok matched) W
Crnirtrayw Title fnnt matchedt sl

«Next Record»

«Next Record»

«Next Record»

«Next Record»

«Next Record»

«Next Record)

«Next Record»

«Next Record»

«Next Record»

«Next Record»

IUze the drop-down lisks o choose the figld Fram wour
database that corresponds ko the address information Mail
erge expects (lisked on the left.)

Eemermber this matching For this sek of data sources an
khis compuker

[ Ok l ’ Cancel

%bottom of the window so that the criteria
will remain the same for future merges.

9. Now you need to update the labels by
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MAIL MERGE — ADDRESS LABELS

10. You can now preview your [ . .
document to how the data |- . & <
is placed on the page. - : 5
Click on the PREVIEW
RESULTS button. o e ichactrien
Cheltenham 3196] Bentleigh 3195
11. To move the text in from b
the edge of the page / S
label highlight the page
(Ctrl+A) and put your
pointer on the very bot
of the indent button ahd
move to the right. This will I - S
alter both columns at the /i’?:%/' ———
same time. // —
12. You can now click the
FINISH & MERGE button.
Thls WI” give you three Options (as 5 AddressBlock.docx - Microsoft Word
per below). To ensure everythi S
is ok before you print select EDIT .,,t.%z, TEERIE b - =
INDIVIDUAL DOCUMENTS. i e e r.:i-t.:
| Results | = Auto Check for Errors | Merge ~ | Adobe PDF
| Preview Results Il Finish || Acobat |
13. The nextwindothether e e e s
- I you ' ' '
& ] EditIndividual Documents... want
=3 | Print Documents... to
23 Send E-mail Messages... merge «Next Recordn«AddressBloc
all the
g:c?(r (j)Lii.St some of it. By default ALL is selected. Morge to Now Document
\Merge records
14. This now gives you a ent ready for printing. If

you wish to make further change
so. E.g. Font, Size etc.

can now do () Currert record

) From:

To:

Table Tools Labels1 - Microsoft Word

Design Layout

L[]

T Mormal | 7No Spaci.. Headingl  Heading 2

AaBbCeDe | AaBbceDc AaBbC aAaBbce AADB aaBbec aasbecn

\T ok || cancel

AaBbCcD( AaBbCcDt A

Title Subtitle  Subtle Em.. Emphasic  Intense E

styles

RO R - I AR S

B 21 g2

FERIE “ RN CRAIE LAY - R AT T

Jenny North
23 Bell St

Preston 3036

Peter Doe
99 South Rd
Cheltenham 3196

George Field
86 Westland Rd

!

Doncaster 3089

John Citizen
101 North St

Richmond 3025

Michael Jordan
33 East St
Bentleigh 3195
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Lesson 9 — Labels
Full Page — Same Label

1. Open Work and click on the MAILINGS
tab.

2.  Click the LABELS butto ]

3. Select FULL PAGE OF THE SAM =
LABEL -

.

Envelopes and Labels

Envelopes Labels =
Address: @~ [use return address _
~ -
hdl -

Print Label

(&) Full page of the same label Microsoft, 1/2 Letter =

Wi
Home Insert Page Layout

NETHR 9 -

References Mailings Review View

Write & Insert Fields

om0 Swm
B— j =

Envelopes and Labels

Envelopes Labels
Address: L ~ []uUse return address
[ [~]
[»]
Print Label

Microsoft, 1/2 Letter
1/2 Letter Postcard

[

[ Options... ] [E-puslage Properties... ]

Cancel

(%) Full page of the same label
() Single label

Before printing, insert labels in your printer's manual feeder,

Print ][ Mew Document ]

1/2 Letter Postcard

O s

O sSingle label

EBefare printing, insert labels in vour printer's manual Feedar,

Prink [ Options. .. ] [E-posl;age Properkies. .. ]

Cancel

][ Mew Daocurnent ]

Click the options button

Now select the brand of labels. If you do not
know the brand, choose Avery A4/A5
from the Label Vendors window and click ok

/

Label Options

6. Scroll through the product numbers until
you find the one that matches your labels.
If you can’t find a matching number or your
labels aren’t an Avery, then measure your

Label Options

2

b

-

Printer infarmation
() Continuous-feed printers
Default tray (Paper Feed Switch)

@ Page prinkers Tray:

Label information
Label wendaors: | Avery Adfas w

Product number: Label infarmation

Frinker inforrmation
() Continuous-feed pringérs
(%) Page printers Mray: |Default tray (Paper Feed Switd)
Label infarmation

Label wvendars: | Microsaft

Microsaft

Ace Label Label infarmation

Product number:

1f2 Letter A-ONE Type: 1§2 Letter Postcard
Hf tz:gz: Height:  21.59cm
114 Letter Width: 13.97 cm
30 Per Page fvery Zweckfarm Page size: 13.97 cm & 21,559 cm
30 Per Page C-Line Products Inc.

Compulabel

18157 Type: address Label
s Height: 3,39 cm
15160 Width: 9.9 cm
J3161 Page size: 21 crm #2969 cm
a2 (]
Details. .. ] [ Mew Label... ] /[ QK l [ Cancel ]

label and match the size/as shown in the
LABEL INFORMATION. Then click ok.

7. If you have an odd size label or you can't
find any matching in the options you can
customize one. Click the DETAILS button.

8. In the next window follow the diagram and
set your label sizes accordingly. Top margin
from the top edge of the page. Vertical
pitch is the height of the label as
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Address Label J8162 information

B%]

Prewiew
Side margins
Top margin | F—Harizontal pitch————4
T | Mumber
Yertical pitch idth I down
Heifht
f 17

—umber across————»

Top margin: 1.3cm = Label height: 3.39cm [

Side rmargin: 047 cm [ Label width: 9.9 cm 2

Wertical pitch: 3.39cm (e Nurnber across: 2 2

Harizantal pikch: 1016 cm [ Murnber down: ] 2

Page size: A4 (21 % 29.7 cm) w )

Page width: Page Height: IS
€D [ O, l [ Cancel ]

Mornington Peninsula ACE Pre-accredited Network



CREATING A PAGE OF IDENTICAL LABELS

15.

16.

17.

Back in the first window you can now type the
data required on the label into the address
window. This can be an address or other data.

No click the NEW DOCUMENT button.

This now creates a new page in Word which yo
can now format.

Envelopes and Labels

%]

‘Envelopes| Labels |

Address: [ = [ use return address
STRAWBERRY JAM E

m

Frint:

(%) Full page of the same label
) Single lahel

Label

Aery A40A5, 15162
Address Label

=

H9-0)¢ Labels2 - Microsof: Word
Wome | nset | Pagelgout  Refoences  Mailng:  Review  Viw  Acobat .

- DLBORE @ 4 NI
05 88 e ® 5 (B H )
Bank Page | Table | Pidure Cip Shapes SmamAt Chart | Hyperlink Bockmark e | Hes Ted Quick Wordatt Drop
Page Break | - At Bocr Fasr v cape @

ggggg

ggggg

re printing, inSwct labels in your printer's manual feeder,

Prink Mew Document ] [ Options. .

] [ E-postage Properties... ]

STRAWBERRY JAM

STRAWBERRY JAM

STRAWEBERRY JAM

STRAWBERRY JAM

Caniel

STRAWBERRY JAM

CREATING ONE LABEL

1.  Following the previous instruction for selecting your label size now select the SINGLE

LABEL

label. You must select
the page, e.g. Row1

1/

over again until all labels have b
used, just by altering the Row & Line
numbers.

Envelopes and Labels W
| Envelopes | Lahels |

Address: G + [ Use return address

STRAWBERRY JAM| E

[}
Label
O Full pags Bwery A4iAS, 13162
iagle label Address Label
Row: 1 {ﬁ Calumn: |1 {ﬁ
Before printing, insert labels in your printer's manual Feeder,
Mew Docurment [ Qptions. .. ] [ E-poskage Properties. .. ]
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Microsoft Word shortcut keys

Below is a listing of all the major shortcut keys in Microsoft Word.

Shortcut Keys

Description

Ctri+ A Select all contents of the page.

Ctri+B Bold highlighted selection.

Ctri+C Copy selected text.

Ctrl + X Cut selected text.

Ctri+ P Open the print window.

Ctrl+F Open find box.

Ctrl + 1 Italic highlighted selection.

Ctrl + K Insert link.

Ctrl+U Underline highlighted selection

Ctrl +S Save document

Ctrl+V Paste.

Ctri+Y Redo the last action performed.

Ctrl+2 Undo last action.

Ctrl+ L Aligns the line or selected text to the left of the screen.
Ctrl+ E Aligns the line or selected text to the center of the screen.
Ctrl +R Aligns the line or selected text to the right of the screen.
Ctrl+ M Indent the paragraph.

Ctrl + Shift + F

Change the font.

Ctrl + Shift + >

Increase selected font +1pts up to 12pt and then increases font
+2pts.

Ctrl +]

Increase selected font +1pts.

Ctrl + Shift + <

Decrease selected font -1pts if 12pt or lower, if above 12 decreases
font by +2pt.

Ctrl + [

Decrease selected font -1pts.

Ctrl + Shift +*

View or hide non printing characters.

Ctrl + <left arrow>

Moves one word to the left.

Ctrl + <right arrow>

Moves one word to the right.

Ctrl + <up arrow>

Moves to the beginning of the line or paragraph.

Ctrl + <down arrow>

Moves to the end of the paragraph.
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Microsoft Word shortcut keys

Below is a listing of all the major shortcut keys in Microsoft Word.

Ctrl + Del

Deletes word to right of cursor.

Ctrl + Backspace

Deletes word to left of cursor.

Ctrl + End

Moves the cursor to the end of the document.

Ctrl + Home

Moves the cursor to the beginning of the document.

Ctrl + Spacebar

Reset highlighted text to the default font.

Ctrl +1 Single-space lines.

Ctrl + 2 Double-space lines.

Ctrl +5 1.5-line spacing.

Ctrl + Alt +1 Changes text to heading 1.

Ctrl + Alt + 2 Changes text to heading 2.

Ctrl + Alt + 3 Changes text to heading 3.

Ctrl + F1 Open the Task_Pane.

F1 Open Help.

Alt + Ctrl + F2 Open new document.

Ctrl + F2 Display the print preview.

Shift + F3 Chgnge the text in Micrlosqft Word from upper to lower case or a
capital letter at the beginning of every word.

Shift + Insert Paste.

F4 Repeat the last action performed (Word 2000+)

F5 Open the find, replace, and go to window in Microsoft Word.

Ctrl + Shift + F6

Opens to another open Microsoft Word document.

F7 Spell and grammar check selected text and/or document.
Shift + F7 Runs a Thesaurus check on the word highlighted.

F12 Save as.

Shift + F12 Save.

Ctrl + Shift + F12

Prints the document.

Alt + Shift +D

Insert the current date.

Alt + Shift+ T

Insert the current time.
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