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Introduction into Microsoft Word 
Microsoft Word is a powerful tool to create professional looking documents. 

This tutorial will help you get started with Microsoft Word and may solve some of your problems, but it is a very good idea to use the Help Files that come with Microsoft Word , or go to Microsoft's web site located at http://microsoft.com/office/word/default.htm for further assistance. 


Starting Microsoft Word 
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Double click on the Microsoft Word icon on the desktop. [image: image2.jpg]



or Click on Start --> Programs --> Microsoft Word 

Viewing the toolbars 

The toolbars in Microsoft Word provide easy access and functionality to the user. There are many shortcuts that can be taken by using the toolbar. First, make sure that the proper toolbars are visible on the screen. 

1. Click View 

2. Select Toolbars 

3. Select Standard, Formatting, and Drawing 

4. Other toolbars can be selected if you wish 
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	Name
	Icon
	Description

	New Blank Document
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	Creates a new, blank file.

	Open (File menu)
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	Opens or finds a file.

	Save (File menu)
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	Saves the active file with its current file name, location, and file format. (You can change the name or location by using the “save as” option.)

	Mail Recipient
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	Sends the contents of the document as the body of the e-mail message.

	Print (File menu)
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	Prints the active file or selected items. To select print options, on the File menu, click Print.

	Print Preview (File menu)
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	Shows how a file will look when you print it. 

	Spelling and Grammar (Tools menu)
	[image: image10.jpg]



	Checks the active document for possible spelling, grammar, and writing style errors, and displays suggestions for correcting them. To set spelling and grammar checking options, click Options on the Tools menu, and then click the Spelling and Grammar tab. 

	Cut (Edit menu)
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	Removes the selection from the active document and places it on the Clipboard.

	Copy (Edit menu)
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	Copies the selection to the Clipboard.

	Paste (Edit menu)
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	Inserts the contents of the Clipboard at the insertion point, and replaces any selection. This command is available only if you have cut or copied an object, text, or contents of a cell.

	Format Painter (Standard toolbar)
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	Copies the format from a selected object or text and applies it to the object or text you click. To copy the formatting to more than one item, double-click [image: image15.jpg]


, and then click each item you want to format. When you are finished, press ESC or click [image: image16.jpg]


again to turn off the Format Painter. 

	Undo (Edit menu)
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	Reverses the last command or deletes the last entry you typed.

	Redo (Edit menu)
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	Reverses the action of the Undo command.

	Hyperlink
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	Inserts a new hyperlink or edits the selected hyperlink.

	Tables and Borders
	[image: image20.jpg]



	Displays the Tables and Borders toolbar, which contains tools for creating, editing, and sorting a table and for adding or changing borders to selected text, paragraphs, cells, or objects.

	Zoom
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	Enter a magnification between 10 and 400 percent to reduce or enlarge the display of the active document.

	Office Assistant
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	The Office Assistant provides Help topics and tips to help you accomplish your tasks.



Creating A New Document 
1. Click on File 

2. Select New 

· To create a blank document, simply select Blank Document. To create a document based on one of the templates provided in Microsoft Word, select which one you would like to create and select OK 

Selecting Text

To change or edit the words (text) it must be highlighted first. Select the text by dragging the mouse over the desired text while keeping the left mouse button depressed, or hold down the SHIFT key on the keyboard while using the arrow buttons to highlight the text. The following table contains shortcuts for selecting a portion of the text:

	Selection
	Technique

	Whole word
	double-click within the word

	Whole paragraph
	triple-click within the paragraph

	Several words or lines
	drag the mouse over the words, or hold down SHIFT while using the arrow keys

	Entire document
	choose Edit|Select All from the menu bar, or press CTRL+A
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Deselect the text by clicking anywhere outside of the selection on the page or press an arrow key on the keyboard.

Example of Highlighted Text:

Deleting Text

Use the BACKSPACE and DELETE keys on the keyboard to delete text. Backspace will delete text to the left of the cursor and Delete will erase text to the right. To delete a large selection of text, highlight it using any of the methods outlined above and press the DELETE key. 

Formatting Text

The formatting toolbar is the easiest way to change many attributes (properties like size, font, etc) of text. This can also be done by clicking on Format/ Font on the menu bar to access the Font Dialog Box (see below). If the toolbar as shown below isn't displayed on the screen, select View|Toolbars and choose Formatting.[image: image23.png]justity across page
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· Style Menu - Styles are explained in detail later in this tutorial. 

· Font Face - Click the arrowhead to the right of the font name box to view the list of fonts available. Scroll down to the font you want and select it by clicking on the name once with the mouse. The following graphic demonstrates the difference between serif (Times New Roman on the left) and sans-serif ("no feet", Arial on the right) fonts.
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· Font Size - Click on the white part of the font size box to enter a value for the font size or click the arrowhead to the right of the box to view a list of font sizes available. Select a size by clicking on it once. A font size of 10 or 12 is best for paragraphs of text.

· Font Style - Use these buttons to bold, italicize, and underline text.

· Alignment - Text can be aligned to the left, center, or right side of the page or it can be justified across the page. 

· Numbered and Bulleted Lists 

· Increase/Decrease Indent - Change the indentation of a paragraph in relation to the side of the page.

· Outside Border - Add a border around a text selection.

· Highlight Color - Use this option to change the color behind a text selection. The color shown on the button is the last color used. To select a different color, click the arrowhead next to the image on the button.

· Text Color - This option changes the color of the text. The color shown on the button is the last color chosen. Click the arrowhead next to the button image to select another color.



The Font dialog box allows you to choose from a larger selection of formatting options. Select Format|Font from the menu bar to access the box. 
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Inserting a Table 
1. Click where you want your table to go 

2. Click Table at top of screen 

3. Select Insert 

4. Select Table 

5. Give your table dimensions 


Inserting a Picture 
1. Click where you want your picture to go 

2. Click Insert at top of screen 

3. Select Picture 

4. Select Clip Art or From File 

5. Select picture and click Insert 

Inserting Page Numbers and Date/Time 

1. Click Insert at top of screen 

2. Select Page Numbers and/or Date & Time 

Spell Checking Your Document 

1. Click Tools at top of screen 

2. Select Spelling and Grammar 
Bulleted and Numbered Lists 

· Click the Bulleted List button [image: image26.png]


or Numbered List button [image: image27.png]


on the formatting toolbar. 

· Type the first entry and press ENTER.  This will create a new bullet or number on the next line. If you want to start a new line without adding another bullet or number, hold down the SHIFT key while pressing ENTER. 

· Continue to typing entries and press ENTER twice when you are finished typing to end the list. 

Use the Increase Indent [image: image28.png]


and Decrease Indent [image: image29.png]


buttons on the formatting toolbar to create lists of multiple levels.

NOTE: You can also type the text first, highlight the section, and press the Bulleted List or Numbered List buttons to add the bullets or numbers. 

Nested Lists

To create a nested list, such as a numbered list inside of a bulleted list, follow these steps:

· Type the list and increase the indentation of the items that will make up the nested list by clicking the Increase Indent button for each item.
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· Highlight the items and click the Numbered List button on the formatting toolbar. 

Formatting Lists

The bullet image and numbering format can be changed by using the Bullets and Numbering dialog box.

· Highlight the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet. 

· Access the dialog box by selecting Format|Bullets and Numbering from the menu bar or by right-clicking within the list and selecting Bullets and Numbering from the shortcut menu.
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· Select the list style from one of the seven choices given, or click the Picture... button to choose a different icon. Click the Numbered tab to choose a numbered list style. 

· Click OK when finished. 
