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The Word Screen

When you start Word, the screen contains a blank document called Documentl. Below are descriptions of
some of the key tools and buttons you will find around the screen.
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The Ribbon: Nearly all tools can be found somewhere on the Ribbon. The Ribbon organizes Word’s tools by
tabs across the top, such as: HOME, INSERT, PAGE LAYOUT, REFERENCES, etc. Each tab is then further divided by
groups. For example, the HOME tab contains the following groups: CLIPBOARD, FONT, PARAGRAPH, STYLES and
EDITING. If you can't find the command you are looking for, click the Dialog Box Launcher in the bottom right
corner of the group.

Rulers: The Vertical Ruler provides page measurement and quick access to changing margins (displays in
PRINT LAYOUT view only). The Horizontal Ruler provides quick access to changing margins, tabs, and indents.

Status Bar: The STATUS BAR is the long thin bar at the bottom of the screen. The left side of the status bar
displays your location in the document (e.g. Page 3 of 28) and how many words are in the document. On the
right side, you'll find different viEw oPTIONS and the ZzOOM SLIDER BAR.

Close File: The red “x” in the top right hand corner will close the file you are currently viewing. The two buttons just
adjacent to the close file button are the maximize/restore button and minimize button.

View Options: With these buttons, you can choose between 5 different ways to view a Word document. The
different options include: PRINT LAYOUT, FULL SCREEN READING, WEB LAYOUT, OUTLINE, DRAFT.

Zoom Slider Bar: Use this bar to zoom in or out on your document. If you click the percentage shown, you
can type in a specific zoom percentage.
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A Closer Look at Word's Tools

Examining Word a little closer below we can see the key elements across the top of the screen that allow you

to use Word effectively.

= Tabs: The ribbon is divided into several tabs which consolidate related commands.

= Contextual Tabs: These tabs only appear when needed (Picture, Tables, Drawing, etc.)

= Groups: Each tab then groups together more specifically related items (Font, Paragraph, etc.)

= Dialog Box Launchers: Many, but not all, groups provide access to more advanced commands

through a small button which launches a dialog box.

= Quick Access Toolbar: A customizable toolbar which is always visible.

Quick Access I
Toolbar

Dialog Box
Launcher

Mini Toolbar

= This toolbar appears directly next to selected text to offer
quicker access to font and paragraph formatting options

Default File Location

References Mailings
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Each time Word is started, it is convenient to click the oPEN button and have it go to the same location each
time. If you browse to a different location and open a file, Word will return to the last visited folder when
clicking the oPEN button again. Setting the default file location only specifies where Word looks the first time
the opPEN button is clicked after launching the program. To set the default file location:

1. Click the FILE tab and select OPTIONS.
Go to the save category.

3. Click the BROWSE button at the end of the DEFAULT
FILE LOCATION field.

4. Browse for the desired folder and click ok.
5. Click ok on the opTIONS box.

N
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The Ribbon

Below is an in depth look at what tabs are available on Word’s R1BBON and some of the most popular

commands found on each tab.

Insert Page Layout References Mailings Review View

o
B N L EET | Ay | B
W=] [ C2nor {Body) A AT | Aar | ) =T AaBbCcDe | AaBbCcDc AaBbCi ah

EE] - tac Replace
Paste B 7 U -abe x x T Mormal | T Mo Spaci.. | Headingl || Change
- J = * P 9 T Styles v |« Select v

Clipboard = Font Styles ] Editing
HOME

FI1LE
Provides access to file-level commands,
such as: SAVE, SAVE AS, OPEN, CLOSE,
NEW, PRINT, OPTIONS, etc.

INSERT
Used for inserting objects, such as:
TABLES, PICTURES, SHAPES, SMART ART,
CHARTS, HEADERS & FOOTERS, TEXT
BOXES

REFERENCES
Used to setup TABLE OF CONTENTS,
INDEXES, FOOTNOTES, CITATIONS and
more

RENV I EWVW
SPELLING, TRACK CHANGES and
PROTECTION

Contextual Tabs

Contextual tabs appear only when needed. For example, the PICTURE TooOLS tab appears only when a picture is

Contains some of the most frequently
used text-editing tasks: CUT, COPY,
PASTE, FONT, PARAGRAPH, BULLETS &

NUMBERING, STYLES

PAGE LAYOUT
Common PAGE SETUP features, such as:
MARGINS, ORIENTATION and SIZE. Also

includes WATERMARK, PAGE BORDERS and

PARAGRAPH INDENTS & SPACING

MAILILINGS
Commands used with ENVELOPES,
LABELS and MAIL MERGE

1 EVvW
Document viewing properties such as:
PRINT LAYOUT, FULL SCREEN READING,
THUMBNAILS, PAGE WIDTH, ZOOM

selected and has one sub-tab — FORMAT. Other contextual tabs have multiple sub-tabs like, TABLE TOOLS.
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Setting Word’s Options

From Word’s oPTIONS dialog box you can modify many settings and display options. The categories within this
box are listed below along with helpful settings within each category. To access the options dialog box, click

the FILE tab.

=  General
0 Show Mini-Toolbar on Selection
o Enable Live Preview
o Color Scheme
0 Open e-mail attachments in Full Screen
Reading view

Information about GUIDE PowerPoin...

EABOCO Clasaes PewerPeint GUIDE PeverPeint 2007 - Level LA

Campatibility Mode

s of Office. Converting this i
enalbi these lsabusea, bt ey
changes.

Permissions.

Airsyone can epen, copy. and chasgt any pat
of this document.

= Display
o Show formatting marks

Prepare for Sharing
Befcas eharing thit £le, b wwsrs that it

=  Proofing

0 AutoCorrect Options | oo v et s
o Spelling & Grammar Shuacinsfommstd s iddon ot
et s e
= Save iyt =

Versians Show AN Propertees

5] There are ne previous verions of this
[

o Default file save format (*.doc or *.docx)

o Default file location Mi.

= Advanced
o Editing options
o Cut, copy and paste options
o Document content options

= Customize Ribbon
o Options for creating your own custom tabs, custom groups and adding buttons

= Quick Access Toolbar
o Allows you to add buttons to this toolbar

G 1 & . . .
w General options for working with Word.

Display

Proofing User Interface options

Save Show Mini Toolbar on selection (i)
Enable Live Preview i)

LColor scheme: n

ScreenTip style: | Show feature descriptions in ScreenTips [=]

Language

Advanced

Customize Ribbon
Personalize your copy of Microsoft Office

Quick Access Toolbar

Username: |Ste'\re

Add-Ins Initials:

Trust Center

Start up options

|:| Open e-mail attachments in Full Screen Reading view ()

[ ok | [ concar
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Ways to View a Word Document

You can view a Word document in several different ways. Each of these five different views are available on

the HOME tab or on the STATUS BAR in the bottom right hand corner.

Home Insert Page Layout References Mailings
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Document Views show Zoom

Print Layout

Work in print layout view to see how a document will look when printed. This view is
useful for editing headers and footers, for adjusting margins, and for working with
columns and tables.

Full Screen Reading
In this view, the document takes up nearly the entire screen and all unnecessary toolbars

are hidden. Text appears larger on the screen making it easier to read, however the flow of

text does not correlate to how it will appear when printed. To exit full-screen mode and

switch to the previous view, click the cLose button in the top right hand corner or press Esc

on the keyboard.

Web Layout

Work in Web layout view when you are creating a Web page. In Web layout view, you can
see backgrounds, text is wrapped to fit the window, and graphics are positioned just as
they are in a Web browser.

Outline

In outline view, page boundaries, headers and footers, graphics, and backgrounds are not
visible. Your document is displayed in outline format, with the paragraph formatting
defining the levels of the outline. With this view you can move, copy, and reorganize text
by dragging headings. Additionally, you can collapse the document so that only the main
headings are visible or collapse certain portions of the document.

Draft

Draft view displays your document as one long page. Subtle dotted lines indicate where
automatic page breaks occur. This view is best for quickly editing the text of your
document. Prior to Word 2007, this view was called Normal view.

Displaying Margin Guidelines

Armdie Optiens.

In print layout view, you have the option of seeing in the body of the document where the page margins are
located. Word calls this feature TEXT BOUNDARIES. To enable TEXT BOUNDARIES, follow the directions below.

Go to the FILE tab and click oPTIONS.
Click on the ADVANCED category.
Scroll down to the SHOW DOCUMENT CONTENT section.

il A

Select the TEXT BOUNDARIES checkbox.
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Create a New Document

When you start Word, the screen displays a blank document with the default file name Documentl. This
default template is ready to use with the settings for font, font size, margins, etc. already in place. The default
settings for these items can be changed at any time and will be discussed later in this guide.

Templates
Word offers many pre-formatted templates such as, Agendas, Flyers and
Invoices. To access these templates:

1. Go to the FILE tab and select NEW
2. Double-click on your desired template

Typing & Deleting Text
= Start typing on the first line in the document or double-click where you would like to type

= Press the ENTER key to end a line a move to the next line

= Press the TAB key to move the cursor ¥2" to the right

= Press the BACKSPACE key to delete characters or spaces to the left of the cursor
= Press the DELETE key to delete characters or spaces to the right of the cursor

Insert/Overtype Text _ oot o
When you want to add text to an existing line or . » V] overtype sert
paragraphs, by default, the text will shift over to the Selection Moge

right as you begin typing. This method of adding text

. . v

is called INSERT mode. However, if you prefer to . /

. . y Document Updates Available No
overwrite text as you type, you will need to change to - = I——
; v
v

Macro Recording Mot Recording

Upload Status

Zoom 220%

OVERTYPE mode.

Zoom Slider

Page:1 of1 Words: 0 %% Insert

To easily toggle between INSERT and OVERTYPE mode
you can add a button to the STATUS BAR. Right-click on the sTATUS BAR and place a check next to
OVERTYPE/INSERT. From then on, the STATUS BAR will indicate your current text mode.

Formatting Marks

Text entered on the page is immediately visible. However, Word hides keystrokes such as ENTER, TAB or
SPACEBAR. In the background, these keystrokes and other page formatting options are assigned formatting
marks. These marks do not print, but it can be very helpful to see them when you are making formatting
changes to a document. To display these formatting marks click the sHow/HIDE ] button on the HOME tab.
Example formatting marks are listed below:

Y PARAGRAPH is created when you press ENTER to end a line
SPACE is created when you press the spacebar
— TAB is created when you press the TAB key
+«! SOFT RETURN is created when you press SHIFT + ENTER to start a new line in the same paragraph

Page Layout References Mailings Review View
) Cut e oI = i i
_=| ‘* |Verdana '!1!} '|A_ A | Aa~ | 20| = i ey | == | 2l | q
i 53 Copy b —=Y *
'‘aste - o - anF . - == == = - -
e e LT e o) A-lsl=s==sl= &
Clipboard ] Font [ Paragraph (]
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Formatting Text

Character formatting helps to emphasize specific text with effects such as FONTS, I1TALIC and UNDERLINE. Such
formatting can be applied to a single character, single word, single paragraph or the entire document.
Character formatting can be applied by using the HOME tab's FONT group.

Select the text you want to format.

2. Choose the corresponding button or drop-down list.

Moving left to right on the adjacent image, font formatting
options include: Font

Font Font Size Grow FONT shrink Font CHANGE CASE  Clear Formatting

Bold Italics Underline Strikethrough suscript superscript  Text Effects Highlighter Color

4. To see more font formatting options, click the dialog box launcher in the bottom right corner of the
FONT group.

~ TIP: It is not necessary to select a single word to apply formats,
just click once in the word, then apply the formats.

Setting the Default Font
All new documents begin with a default font already applied. To change the default font, follow the directions
below:

1. From the HOME tab, click the dialog box launcher on the FONT group
2. From the FONT tab, select the desired FONT, FONT STYLE, SIZE, etc.
3. Click the seT As DEFAULT button on the bottom-left
4. At the confirmation dialog box, if you want it to apply to all new documents (recommended), select ALL
DOCUMENTS BASED ON THE NORMAL.DOTM TEMPLATE?
5. Click ok
b F |
Font = Micrasoft Word D i
Font | Advanced Do you want to set the default font to (Default) Verdana, 9 pt for:
(@ This document only?
Eont: Font stle: Siee: () All documents based on the Mormal, dotm template?
Verdana Regular 9
o oK [ cancel
Bold Italic 11 -
— Wb i

Font color: Underline style: Underline color:

Automatic E (none) |z| Automatic

Effects
[ strikethrough [ Small caps
|| Double strikethrough [] Al caps
[ superscript [ Hidden
[ subseript

Preview

Verdana

vont. This font will be used on both printer and screen.

[Setﬂs Default [Textgf-fects.‘. ] [ oK l [ Cancel ]

Keyboard Shortcuts: Refer to the end of this document for font formatting keyboard shortcuts.
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Selecting Text

Before you can move, copy, or change text already typed, the text must be selected first. Shown below some
are quick ways to select text:

To Select
Any amount of text

A word
A sentence
A paragraph

Multiple paragraphs

From cursor to end of a
line

From cursor to beginning
of a line

A large area

Items that aren’t next to
each other

The entire document

A vertical block of text

Do This
= Option #1: Click and drag your mouse over the text.
= Option #2: use SHIFT + ARROW KEY

Double-click on the word
Hold down the cTRL key, then click anywhere in a sentence

= Option #1: Triple-click on the line
= Option #2: Move your mouse to the left edge of the line or paragraph
until it changes to a right-angled arrow, then click and drag

Move pointer to the left of the paragraph until it changes to a right-
angled arrow, then double-click & drag up or down

Press SHIFT + END

Press SHIFT + HOME

Click on the 1st word to be selected, press SHIFT + ARROW KEY
Select the 1st item, then CTRL + select additional items

Press CTRL + A
Hold down ALT, then drag over the text

(except within a table cell)
A graphic Click the graphic

Move the pointer over the border of the frame or text box until the
pointer becomes a four-headed arrow, then click to see the sizing handles

A text box or frame

Open the header or footer by double-clicking in the respective area. Move
the pointer to the left of the header or footer until it changes to a right-
pointing arrow, then triple-click

Headers & Footers

Click in the pane, move the pointer to the left of the text until it changes
to a right-pointing arrow, then triple-click

Footnotes & Endnotes

DE-SELECT A SELECTION Click elsewhere in the document.

Delete Text
If you plan to replace text, select the text first using any method above, then start typing the new text. Other
delete commands using shortcut keys are:

To delete Press
1 letter to the right DELETE
1 letter to the left BACKSPACE

1 word to the right
1 word to the left
To end of line

CTRL + DELETE
CTRL + BACKSPACE
SHIFT + END, DELETE

To end of page SHIFT + DOWN ARROW (to end of page), DELETE

Undo & Redo

To undo a mistake, click the uNDO button on the QUICK ACCESS TOOLBAR (Or press
CTRL + Z). If you decide to go through with the action after all, click the REDO
button (or press cTRL + Y). To undo or redo multiple actions, click the arrow to
the right of these buttons, then drag to select the actions you want.
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Formatting Paragraphs

Paragraph formatting helps to further enhance your documents with features such as alignment, indents, and
line spacing. The most frequently used paragraph formatting tools can be found in the PARAGRAPH group on

the HOME tab.

Decrease
Indent

P IS . AT . 4. | € |A
- — 3 — i- =5
@JE‘E = = | b=,
— — = *_
Parag. ~ah
Center

Alignment

Paragraph alignment refers to how a paragraph is lined up between the margins.
Options include LEFT ALIGNED, CENTER ALIGNED, RIGHT ALIGNED and JUSTIFY. The
last option, JusTIFY, adds space between a paragraph’s words so that the text

exists as a block and touches both the left and right margins.

Indentation

The INCREASE INDENT and DECREASE INDENT buttons on the paragraph group will
shift the entire paragraph in or out. To indent just the first line of a paragraph, &
press the TAB button at the beginning of the first line. By default, this will shift the |
first line in by a ¥z inch. To create a custom first line indent, click the dialog box

launcher in the PARAGRAPH group.

Add Border & Shading to a Paragraph
To add accent to any paragraph, you can add borders and/or
shading.

1. Select the paragraph you want to apply a border and shading
2. Go to the PAGE LAYOUT tab and click PAGE BORDERS

3. Click the BORDERs tab and select a border setting, style,
width, and location (top, bottom, left, right)

4. Click the sHADING tab and select a fill color
5. Click ok

Increase
Indent

Spacing

Paragraph

Germsl
Mgrent: Left
Qutine kevel:  Body Text

Indentanee

After: opt

Don't add spage between paragraphs of the seme stle.

Indents and Spacng | Line and Page Bresis

2
2|

Fratine

Hangrg

— e ‘

e -]

| Tabs... Set s Defoult [ o= Concel
Borders and Shading [
Page Border | Shadng
Preview
Ciick on diagram below or use
buttons to 2pply borders
=
] e e
b Apply to:
At Whole document [
(none)

This paragraph is indented by 1.5” on the left and

right.
shaded with a light red accent color.

It has borders on the top and bottom and is
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Vertical Alignment CITm oo
Text can be equally distributed between the top and bottom margins using the Yapna | awer | tavos
VERTICAL ALIGNMENT tool. You may want to use this tool when formatting title [ |
pages. e
1. Select text to be centered vertically :Iﬂ::i?-::aml S
2. Go to the PAGE LAYOUT tab and from the PAGE SeTuP group, click the T e o t
dialog box launcher R =—
3. Click the LAYouUT tab
4. In the VERTICAL ALIGNMENT box, click the way you want to align text o
between the top and bottom margins
5. The JusTIFIED setting affects only full pages; Word aligns partial pages
with the top margin restp: [Taman 5] (e (e
St s Celait [ ]| cwes

Setting Tab Stops

When pressing the tab button on the keyboard, your cursor will shift in ¥2 inch each time you press it. You can
set your own custom tab stops via the horizontal ruler or through a dialog box.

Settings Tabs Via the Horizontal Ruler
1. Select a TAB TYPE by clicking the button to the left of the
horizontal ruler

2. Available tab types are: LEFT, CENTER, RIGHT, DECIMAL, BAR, FIRST
LINE INDENT, HANGING INDENT

3. Set the tab location by clicking on the horizontal ruler
4. Tabs will appear on the ruler with their associated symbol

Settings Tabs Via a Dialog Box _ §
If you’d like to be more exact with your placement of tab stops or Tabs [R5
would like to take advantage of more options, use the tabs dialog box.

Tab stop position: Default tab stops:
0.5 =

1. Go to the HOME tab and from the PARAGRAPH group, click the
dialog box launcher Tab stops to be deared:

2. From the PARAGRAPH dialog box, click the TABs button in the
bottom left hand corner i

3. Enter the measurement for your desired tab stop in the TAB Alignment
STOP POSITION field © Left ©) Center ©) Right
4. Choose your alignment type (LEFT, RIGHT, etc.) © Dedmal e
- A Lead
5. You may optionally choose a LEADER (the leader will fill the e

@) 1Mone ) s ()@=
4

space between your starting point and the tab stop location
with dots, dashes or a solid line)

6. Click seT

7. You can continue adding more tab stops and click seT after each |L [ o [ concel |
one, then click ok =

In the below example, two tab stops have been applied: A left align tab set at 1.5” and a right align tab
set at 5.5” with a dashed leader.

Mickey MOUSE ————————— == o e e 567-8214
Minnie MousSe ——————————————— 648-7812
Goofy-—-—---—— - ————— 569-5201
Daffy Duck-—————————— oo 231-7048
Dalisy DUCK-——————— oo~ 647-7845

Page 10



Important Note on Applying Tab Stops

If you are setting tab stops on an existing document, make sure to select the line, paragraph, page or more
that you want the tab stops to be applied to. If it is a brand new document, you only need to apply the tab
stops to the first line.

Modifying or Deleting Tab Stops

Tab stops can be changed by clicking and dragging the tab symbols on the horizontal ruler or you can modify
them through the tabs dialog box. To delete a tab stop from the ruler, you can click and drag it off the ruler.
However, when maodifying them, be sure that the entire range of text that you want to apply the new tab
settings to is selected.

Format Painter

The FORMAT PAINTER button allows the user to copy the formatting of selected text and apply that formatting
elsewhere. All formatting of the source text is included: font, size, color, paragraph alignment, etc. This
can save a great deal of time for heavily formatted text that you would like to apply elsewhere. Use the
FORMAT PAINTER as follows:

Select the text that has the formatting you want to copy

Go to the HOME tab’s cLIPBOARD group and click the FORMAT PAINTER button

Note that your mouse arrow now has a paint brush next to it

Click or drag over the word, line or paragraph that you want to apply that format to

a s wbdpe

Once you apply the formatting, the format painter automatically turns off

To apply desired formatting to more than one location, select the source text and double-click on the FORMAT
PAINTER button. You may then click in multiple locations to apply the source formatting. When finished, click
the FORMAT PAINTER button again to turn it off.

Clear
Formatting

Page Layout References Mailings

=) Micut
=3 Copy
Paste
- j Format Painter
Clipboard

Clear Formatting
If you do not like any of the formatting choices you made, you can revert the text back to the default font,
alignment & paragraph style.

1. Select the text you wish the clear the formatting from
2. From the HOME tab, go to the FONT group and click the CLEAR FORMATTING button
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Cut, Copy & Paste

The Office Clipboard enables you to cut or copy any item in a document, then paste it to another location, to
another document, or to any other Microsoft Office program. If you make the Office Clipboard visible, you can
cut or copy up to 24 separate items, then paste them one at a time or all at once. When you paste, a copy of
the item remains on the Office Clipboard so you can paste it in more than one location.

Cut or Copy & Paste One Item
1. Select the text you want to cut or copy

0 To remove the item from the document, click the cuT button
(or press CTRL + X)

o To make a copy of the item, click the copy button _:I
(or press CTRL + C) =3 Copy
; ; Paste
2. Click where you want the item to appear % j Format Painter
i + :
3. Click the PASTE -button (or press CTRL + V) Clipboard 2
4. If necessary, click the PASTE OPTIONS BUTTON that appears at the bottom
corner of the pasted item and select the desired option
Cut or Copy Multiple Items =
The Office Clipboard provides you with a visual representation of cut or N o
copied data. With this you can choose which item to paste and it allows you (== % | =
to collect 24 separate cut or copied items. Collected items remain on the I oo | G O Pl
Office Clipboard until you cut or copy more than 24 entries, exit all Office it g R AL IS | FANGS . 5
applications, or exit Windows. When you cut or copy a 25th item, the oldest ||Sizked = fent L
item on the Office Clipboard will drop off. = P
@Past& Al &.C\ear NI’.
1. To open the Office Clipboard, go to the HOME tab and click the Djvcamg" N
dialog box launcher on the CLIPBOARD group. il e i
2. Select the 1st item you want to copy. ) : :
3. Click the copy or cuT button “" -
4. Select and copy/cut any additional items =) '
5. Click where you want to paste an item i
o0 To paste items one at a time, on the Office Clipboard, click CU
on the item you want to paste m
0 To paste all the items, click the PASTE ALL button in the task | Show Office Cliphoard Automatically
pane Show Office Clipboard When Ctrl+C Pressed Twice
6. If necessary, click the PASTE OPTIONS BUTTON that appears at the || <ot "ihouthowing Ofice Clipsozre
bottom corner of the pasted item, then select the desired option W Show Ofce Cliphaare lcon on [ackbar

i ¥ Show Status Mear Taskbar When Copying

Note in the adjacent example, the Office Clipboard has collected text, a EEE

chart, a shape and a picture.

Office Clipboard Options
Click the oPTIONS button at the bottom of the OFFICE CLIPBOARD to see more options. Using the last three

options on the list are particularly helpful as you’ll see the status of the oFFICE CLIPBOARD appear on the
WINDOWS TASKBAR every time you cut or copy an item.

2% 11 of 24 - Clipboard
Item collected.
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Paste Options Button
This button allows you to choose how Word pastes the Clipboard contents. The options will vary depending on
the type of item to be pasted, the program you paste from and the format of the text at the location you

paste to.

Information & Telecommunication Services is pleased to
announce our Winter training calendar. Upcoming classes
include:
[Euamﬁ
_E{e 0pt;' ons:

het Default Paste...

Keep text

Keep source
only

formatting

formatting

To modify default paste options, click the SET DEFAULT PASTE... button at the bottom of the PASTE OPTIONS
button. (You can also go to FILE = OPTIONS > ADVANCED.) Scroll down to the cuT, COPY, AND PASTE section.

| i
[l General “I N
‘Cut, copy, and paste
Display
Praofing Pasting within the same document: Keep Source Formatting (Default) El
Pasting between documents: Keep Source Formatting (Default) Iz‘
Save
Pasting between documents when style Use Destination Styles (Default [= | |
Language definitions conflict:
[—] Pasting from other programs: Keep Source Formatting (Default) El I
Advanced . N N
Insert/paste pictures as: In line with text El
Il Customize Ribbon Keep bullets and numbers when pasting text with Keep Text Only option I
Quick Access Toolbar D Use the Insert key for paste
Show Paste Options button when content is pasted

Add-Ins Use smart cut and paste (i |
Trust Center
Image Size and Quality lﬁﬂ All New Documents E|

D Discard editing data
D Do not compress images in file [
Set default target output to: | 220 ppi E|

=

Bulleted & Numbered Lists

Bullets & Numbers apply alignment elements to a list of items which improves its readability. To begin a
bulleted or numbered list, follow the directions below:

1. Click where you want the numbered or bulleted list to HLLGES Numbering

begin
2. Go to the HOME tab's PARAGRAPH group and click either = 2: * =
NUMBERING Or BULLETS
3. Type your text and press enter after each item to start
the next number or bullet character
To start a new line without a bullet, press sHIFT + Paragraph
ENTER (this line is an example)
4. To discontinue the number or bullet, press ENTER twice after the last item or, click the NUMBERING oOr
BULLETS buttons
5. To choose a different bullet or number style, click the down-pointing arrow next to the icon.

-

*
W

ul
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Choose a Different Bullet Symbol

To change the bullet symbol for any existing bulleted list:

1.
2.

Select your bulleted list

|%L | bl | A3BbCcDe | Aak

Click the down-pointing arrow from the BULLETS button in the ey 1ne
PARAGRAPH group wos | @ [ O W & e
Choose a bullet symbol from the list or, to see more, choose DEFINE NEW " »|lv
BULLET
Document Bullets
From the DEFINE NEw BULLET dialog box click symsoL allol[n]nlfe
From the font list choose either WEBDINGS, WINGDINGS, WINGDINGS2 Or = ,
WINGDINGS3 Define New Bullet...
Select your desired bullet symbol and click ok
Click ok on the DEFINE NEw BULLET dialog box
Define New Bullet liléJ Symbol ‘ m«
| Buet character I Font: |Wingdings 2 [=]
w200 ] [(Bcwen ] [ Gt ] 2|27 2| <|F) | n|o|g|=|=|a|D
Alignment: — =1, - . T2 |~ Q:
’Le& = [BEEEC%&'@E@“@Q&:Tﬂv
Freview e I Al kool {ﬂp"bq‘*{fx
| VHMEIR®® QS er&|&|a|? PP
I " ———— Recently used symbols:
S — <|ele|¥|o|®|™|£|#[<]2]+[x|o[p|a
! - : Wingdings 2: 63 Character code: |69 from: | Symbol (decimal) E
[ —_—
I

Cancel

Choose a Different Number Format
The process for choosing a different number format is very similar to choosing a different bullet symbol. While
there are numerous bullet symbol choices, the number format choices are limited to standard number,

roman numeral and alphabetical. However, with numbering you have the option of customizing the NUMBER
FORMAT. For example, your numbering list could read:

CE-Basic Model
SE-Leather Seats, Alloy Wheels
XE-5un Roof, Leather Seats, Alloy Wheels

Option 1.
Cption 2.
Option 3.

= o =EE | A Define New Number Format M
= = EE 0] T ] saebcend ase
=| = Recently Used Number Formats =| 8 Number format

4 MNumber style:
- 1,23 .. [-]
i 3 ! MNumber format:

1

Alignment
Left

Numbering Library

None 2 2)

Preview
3 3)
| A a) 1
Il B. b) 2
11 C. ]
4 3
<= Change List Level 3
Define New Number Format...

Set Mumbering Value...
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Continue Numbering
If you have turned numbering off to type regular, unnumbered text, then want to continue with the same
sequence of numbers in another list:

1. Type the text for the next item in which you want the numbering to continue or, click in existing text
2. Apply NUMBERING
3. Right-click on the new numbered list and choose CONTINUE NUMBERING

Restart Numbering
If you have an existing numbered list which is linked to another list, you can restart the numbering for the
second list to start at the beginning of the sequence. A numbered list can start over at 1, a, A, 1, etc.

1. Right-click on the number you want to reset to "1"
2. Click RESTART AT 1

Adjust the spacing
To change the spacing between the bullet or number and the text:

1. Right-click on the list you want to adjust and select ADJUST LIST INDENTS

2. From the ADJUST LIST INDENTS dialog box enter your desired measurements for:
=  BULLET POSITION: this measures the distance from the margin
=  TEXT INDENT: this also measures the distance from the margin

3. Click ok
s PA M = Adjust List Indents (sitin M0
L] I".."\n“lji By Bullet position:
ic i 0.25" 2
. BIE |, Paste Options: | -
- - - : Text indent:
* S0 % A 0.5" =
Adijust List Indents... : Follow number with:
Tab character |Z|
[ Add tab stop at:
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, 0.5 :
| oK, I [ Cancel ]

Multilevel Bulleted or Numbered List

I

. Ford
Some bulleted or numbered lists may require more detail and follow o Sedans
an outline pattern. These lists include more than one level. An » Taurus z
example is shown below: * Focus m
" Fusion
1. To create a bulleted or numbered list with multiple levels, o SUV/Truck m
begin as you normally would by pressing the BULLETS or " Flex [
NUMBERING button from the paragraph group * Edge| m
2. After entering your 1st level items, press ENTER then TAB - F‘150
3. After entering your 2nd level item(s), press ENTER then TAB * TCEO;Zdans p
4. You can continue the process for a maximum of 9 levels . Corolla
5. To move the next item back to the previous level, press sHIFT * Camry m
+ TAB * Avalon
o SUV/Truck @n
" Rav-4 1
. Highlande
= Tacoma
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Customizing a Multilevel List

A multilevel list can be further customized via the DEFINE NEW MULTILEVEL LIST dialog box. To access this box:

1. Go to the HOME tab’s PARAGRAPH group and click the MULTILEVEL LIST button and select DEFINE NEW

MULTILEVEL LIST

2. To modify any of 9 levels, click the desired level from the list on the left
3. If you are dealing with a numbered list, enter your desired custom number format in the ENTER

FORMATTING FOR NUMBER field

4. Whether using a numbered or bulleted list, choose your desired style from the NUMBER STYLE FOR THIS

LEVEL list

Click ok

®» No o

=

—
[
= =

Current List

1.

a.

List Library

None a)

=
Define Mew Multilevel List...
Define New List Style...

-

:

Spelling & Grammar Check

Enter your desired indent options in the BULLET POSITION fields
Repeat the process for each of the levels you wish to apply

Define new Multilevel list P ]
Click level to madify:
0.
2
3
2 a
5
6 .
7 a
8
9
.
o
Number format
Enter fgrmatting for number:
[o | [ cont...
Mumber style for this level: Include level number from:
Bullet position
Number alignment: || .q Aligned at: |g, 25" =
Textindentat: 0.5 + | Setfor All Levels...

NOTE: you can combine numbers and bullets in the same multilevel list using this dialog box

£| Tl AaBl aasscc

Few things do more damage to your professional image than spelling and grammatical errors. There are two
ways to correct these errors: as you type or check the whole document using a dialog box.

Spelling & Grammar Check As You Type

By default, Word will check your spelling and grammar as you type. Errors are noted with red, wavy lines for
spelling and green, wavy lines for grammar. Right click on the word(s) to see suggested changes. Either
choose a suggestion from the list, enter your own correction or choose ADD TO DICTIONARY. This last option
applies if Word does not recognize the word you have entered, yet you know it is a properly spelled word.
When you add this word to the dictionary, all other Microsoft Office applications will also now recognize that

word as being properly spelled.

Now is the winter of our dishnent
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descent
discontent
dissent
disconnect
descents
Ignore

Ignore All

[

Add to Dictionary

suggestion,

Add it to the
dictionary

Choose a
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Running Spelling & Grammar Check Tool
To check your document all at once using a dialog box, run the spelling & grammar tool.

Home rt Page Layout Referen Mailings

ABC | o - — K
Y el % %))y
Spelling & aesaurus Word | Translate Language MNew Drelete Previous Next

‘Grammar Count 32 Comment -
Proofing Langusge Comments

1. Place the cursor at the top of the document (if the cursor is not at the top, Word starts the checker at
the cursor location, checks to the end of the document, then checks from the beginning of the
document to the cursor)

Go to the rReVIEW tab and click the SPELLING & GRAMMAR button

If the SPELLING of a word is incorrect, choose from the following buttons:
= IGNORE ONCE: Ignore this instance of the error

= IGNORE ALL: Ignore all instances of this error
= ADD TO DICTIONARY: Adds the word to the Custom Dictionary and is no longer treated as an error

* CHANGE: Changes this instance of the error based on what is listed in the suggestions field. If
multiple words are listed in the suggestions field, click on a word then click Change.

" CHANGE ALL: Like the above, choose a suggested spelling change and click Change All. All
instances of that misspelled word will be replaced with the suggested change.

* AUTOCORRECT: Adds the word to the AutoCorrect list. If this word is misspelled the same way
again, Word will automatically correct it as you type.

"= NOT IN DICTIONARY: If none of the suggested changes are appropriate, type the correct spelling in
the NOT IN DICTIONARY box.

4. If the GRAMMAR of a sentence is incorrect, choose from the following buttons:
= IGNORE ONCE: Ignore this instance of the error

* IGNORE RULE: Ignore that particular grammatical rule in this document

* NEXT SENTENCE: SKip this error and move on to the next error

* CHANGE: Make a selection from the suGGesTIONS listing then click change to place in the document
= EXPLAIN: Provide further details on that particular grammatical rule

5. When you are finished, click cLose

r ™ B
Spelling and Grammar: English (U.S.) ‘ lilﬂ Spelling and Grammar: English (U5.) % lilﬂ
Mot in Dictionary; Subject-Verb Agreement;
His judgement|was called into question. - Ignore Once U.5. communities being served by one or - Ignore Once
m more cable TV companies has the right to A
b collect a fee from those companies to fund a b
public-access cable TV channel.
Suggestions: Suggestions:
fudgment ] U.S. communities being served by one or more cable TV -
judgments companies have |; |
. E
A U.5. community being served by one or more cable TV
AutoCorrect companies has -
Check grammar Check grammar
A J & ——

Spelling & Grammar Check Options

To make changes to the way word checks your document for spelling & grammar, visit the options page for
Word.

1. Go to the FILE tab and click options
2. In the PROOFING category there are options for AUTOCORRECT, SPELLING and GRAMMAR

Page 17



Using the Thesaurus

1. Right-click on a word you want to find a synonym for

2. Point to SYNONYMS
3. Click on a replacement word

Move Around Your Document Quickly

You can easily go back to the previous location or jump to a specific page, heading, or type of object using
either your mouse or the keyboard:

Jump to a specific object
1.

2.
3.

Click the seLecT BROWSE OBJECT button on the vertical scroll bar (looks like a
small ball)

Cancel
adl i ARSI =]
fay )l || 3|23 O

Click an object on the menu to browse by

Click the button above or below the Select Browse Object button to move to
the previous or next item you selected. If no item is selected on that menu,
it displays the previous or next page.

Move with Keystrokes

To go to Press
Next word Ctrl + >
Previous word Ctrl + «
Beginning of line Home
End of line End
Next paragraph ctrl + 4
Previous paragraph ctrl + 1

Top of next page
Top of previous page

Ctrl + Page Down
Ctrl + Page Up

To a specific page Ctrl + G

To a specific location Ctrl + G

Scroll up 1 screen Page Up

Scroll down 1 screen Page Down

End of document Ctrl + End

Beginning of document Ctrl + Home

To a previous revision Shift + F5 (see below)

To the cursor location when the Shift + F5
document was last saved

Go back to the last place you = Press Shift + F5 up to 3 times to return
typed or edited to the previous three locations.

= Press Shift + F5 a 4th time to return to
where you started.
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Navigation Pane
The NAVIGATION PANE is a separate pane that displays a list of headings in the document. [searcn Document o -

Use the NAVIGATION PANE to quickly navigate through the document and keep track of your

location in it, as follows:

1.

2.

Go to the view tab and from the sHow group, place a check next to NAVIGATION

PANE

The NAVIGATION PANE has three tabs at the top: BROWSE HEADINGS, BROWSE PAGES

and

BROWSE SEARCH RESULTS

BROWSE HEADINGS: If your document has any heading styles applied, you can 2
click a heading in the NAVIGATION PANE and Word jumps to that corresponding

heading in the document

BROWSE PAGES: Clicking on any thumbnail image of your document’s pages

will make Word jump to that page

BROWSE SEARCH RESULTS: Displays a listing of all results matching criteria

entered in the seARcH field

3. Show or hide the Document Map at any time

Page Layout

The PAGE LAYOUT tab on the ribbon includes important page setup options such as, Margins, Orientation and
Size. Each of these items has a default setting for all new Word documents. Those default settings are:

Margins: 1" on all four sides (top, bottom, left & right)
Orientation: portrait
Size: 8%2" x 11"

Margins
You can modify the current document’s margins through the MARGINS listing on the PAGE LAYOUT tab or
through the PAGE seTup dialog box. The margins listing offers several pre-defined choices. To set your own
specific margins click either custoMm MARGINS at the end of the MARGINS listing or click the dialog box launcher
in the PAGE SETUP group. If you would like your new margin settings to become the new default margins for all
new documents, click the seT As DEFAULT button at the bottom of the PAGE seTuP dialog box.

Page Layout References Mailings

n Colors = [ L Ij >,f:| Breaks =
Fonts = . _j £ 7line Numbers =
Themes Margins Orientation Size Columns
w O] Effects - s i < ~ bl Hyphenation -
Themes Page Setup ]

Review View

B AN

Watermark Page Page
4 Color - Borders

Indent
= Left: 0
£ Right: (0

If a document already contains text and the margins are altered, the text will automatically be re-aligned to fit
within the new margins. For example, changing margins from 1" to 1.5" may shift text down to another page.

Page Layout

B
Margins Orientation Size Columns.

=, Breaks *
£_1Line Numbers -

b~ Hyphenation ~

Normal
| I Top:  1- Bottom: 1°
| Left: 1 Right: 1°

Dialog Box
Launcher

| | Tem  os Bottom: 0.5"
| et o5 Right: 0.5

M1 T 1 Bottom: 1”
| et o7 might 075

T Wide
| ‘ Top:  1° Bottom: 1°
‘ Left: o Right: 2~

Mirrored
Top: 1 Bottom: 1°
l| Inside: 1.25 Outside:1”

Office 2003 Default

T T Top 1 Bottom: 1°
| w125 might 125
Custom Margins...
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et il
Margins | paper | Layout
Margins
Top: r = Bottom: 1" =
Left: 1" - Right: 1" =
Gutter: [0 2| Gutter positon:  |Left [~]
Orientation
Landscape
Multiple pages: MNormal [-]
Preview
Apply to: | Whole doy
,




Paper Size & Page Orientation
Both size and orientation can be modified from the PAGE LAYOUT tab.

ORIENTATION: There are only two choices for orientation — PORTRAIT (short side down) or LANDSCAPE

(long side down)
si1ze: The most common choice for paper size are listed first from the size listing — 8.5"x11" LETTER,

11"x17" TABLOID and 8.5"x14" LEGAL

CROEGTE  Reterences  Mailings R

References Mailings

Page Layout

A —— - — U g — -
i e pr— (] Mlcsmn s (][] e
L] ] i IJ | 4N e nilmner == [a]Fonts - - = £ 1Line Numbers ~
Malgim‘orientatian Size Columns T [ eftects - fmpsiakiatn) = Lo e
i - - ~ b Hyphenation ~ e 1 - -
- - Letter

B85 x11"

5

= |= Partrait
| ;j Landscape

Tabloid
11" x17°

Legal
85 x14"

o 2l

Print the First Page on Different Paper

At times, you may need to print a multiple page document with page one printed on letterhead. If your printer
has multiple trays, you can place letterhead in one tray and standard paper in the other tray. The final step is
to alter the PAGE SeTuP options for that document. To do so, follow the directions below.

1.
2.
3.

Go to the HOME tab and from the PAGE SETUP group, click the dialog box launcher
Click the PAPER tab
To specify a paper tray for the first page of the document, select the appropriate tray from the FIRST

PAGE box
To specify a paper tray for subsequent pages of the document, select the appropriate tray from the

OTHER PAGES box

r »
Page Setup A M

Margins Paper Layout

Paper size:
T |
Width: |8.5"
Height: |117

A | ([«

Paper source
First page: Other pages:

Default tra PRIl Default tra -

Preview

Apply to: | Whole document |z| Print Options...

b S— 4
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Saving a Document

Save

Until you save a document, it exists only in the computer’s temporary memory. It might be lost if you turn off
your computer or close Word before you save the document. Get into the habit of saving documents
frequently. The sAVE button is located on the QuUICK ACCESS TOOLBAR. Once a file has been saved, click the save
button to save changes to the file (with the same name and location).

When you save a file for the first time, Word automatically assigns a filename by using the first words of your
document. You can accept this default name or name it something different. Some guidelines to follow:

= A document name can contain up to 255 characters
= The following characters are not allowed in a filename: \/|:;*?" <>
= Do not add a file extension to your filename; Word will take care of this automatically

e N —r—
o N Save -
C)'\J | % b Lbranes ¢ Documents » Lot e = 3 | sewrch Docurments »
Crganize »  Mlew folder N s = . @
(W MecrosehWerd o Documents library

. Templates Includes: 2 locations

dame
w0 Favorites
micrasaft

B Deskacp

B Downloads My Adohe Captivate Projects

4 Recent Places My Captivate Prajects
Onelote Notebooks

PEStE L4 Libracies ) Weed Level Ldacx . .
+ Documents -
- _f Format Painter
File parne lm lz | .

{Ii .-I ;. ’ £ Save as bypes | Word Document ("duosa) -

Authors: Steve Tags: Addatag Title: Add a title

Save Thumbmail |

= Hide Folders Teols * | Cancel |

Save As
You can save a document using the save As command in any of the following ways:

= For the first time
= With a new filename
= In a different location (on another disk or folder)

Go to the FILE tab and click save As

Specify a location to save the document
Type a name for the file in the FILE NAME box
Click save

PP
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Keyboard Shortcuts in Microsoft Word

Copy, Cut and Paste |

Ctrl + C Copies the selected text to the clipboard.
Ctrl + X Cuts, or moves, the selected text to the clipboard.
Ctrl +V Pastes the contents of the clipboard to where the cursor is located.
Ctrl + A Selects the entire document.
Editing |
Ctrl + Z Undo
Ctrl +Y Redo

Alt + Backspace

Un-does the previous action. This works in most Windows programs, even those
without an Undo command.

Ctrl + F

Brings up the Find and Replace dialogue box.

Ctrl + Delete

Deletes 1 word to the right of the cursor.

Ctrl + Backspace

Deletes 1 word to the left of the cursor

Ctrl + Enter Starts a new page in your document by inserting a page break.
Font Formatting |
Ctrl + B Bold: Toggles the selected font between Bold and non-Bold
Ctrl + 1 Italic: Toggles the selected font between Italic and non-italic.
Ctrl + U Underline: Toggles the selected font between Underlined & non-underlined.
Ctrl + ] Increase size of selected text by 1 point
Ctrl + [ Decrease size of selected text by 1 point
Paragraph Formatting |
Ctrl + L Left Align
Ctrl + E Centered
Ctrl + R Right Align
Ctrl +J Justify
Ctrl + 1 Single Spaced
Ctrl + 5 1Y% Spaced
Ctrl + 2 Double Spaced

Ctrl + Shift + L

Starts a bulleted list

Page 22




Selecting Text |

Ctrl + A

Selects the entire document.

Shift + Ctrl + —

Highlights 1 word to the Right.

Shift + Ctrl + «

Highlights 1 word to the Left.

Shift + Ctrl + 1

Highlights 1 paragraph up from the current cursor position.

Shift + Ctrl + {

Highlights 1 paragraph down from the current cursor position.

Shift + Page Up

Highlights the contents of 1 screen up from the current cursor
position.

Shift + Page Down

position.

Shift + Ctrl + Page
Up

cursor.

Shift + Ctrl + Page
Down

the cursor.

Shift + Home

Highlights text to the beginning of the line from the current
cursor position.

Shift + End

Highlights text to the end of the line from the current cursor
position.

Shift + Ctrl + Home

Highlights all text to the beginning of the document from the
current cursor position.

Shift + Ctrl + End

Highlights all text to the end of the document from the current
cursor position.

Tools |
Ctrl + O Open a document
Ctrl + S Saves the current document.
Ctrl + P Brings up the Print dialogue box.
Ctrl + N Starts a brand New document.
F1 Get Help
F7 Starts the Word Spell Checker.
Shift + F7 Starts the Word Thesaurus.
F12 Opens the Save As dialog box
ESC key Cancel an action
Alt + Ctrl + 1 Print Preview (or close Print Preview)
Alt + F4 Close a program (Note: You will be prompted to save the document.)
Moving Around in a Document |
Tab Moves ¥2" to the right each time it is pressed.
Ctrl + — Moves the cursor 1 word to the Right.
Ctrl + « Moves the cursor 1 word to the Left.
Ctrl + 1 Moves the cursor up 1 paragraph.
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Highlights the contents of 1 screen down from the current cursor

Highlights text up to the first character in the document from the

Highlights text down to the last character in the document from




Ctrl + 1 Moves the cursor down 1 paragraph.

Page Up Moves the cursor up 1 screen.

Page Down Moves the cursor down 1 screen.

Ctrl + Page Up Moves the cursor to the top left hand corner of the current screen.

Ctrl + Page Moves the cursor to the bottom right hand corner of the current screen.

Down

Home Moves the cursor to the beginning of the current line.

End Moves the cursor to the end of the current line.

Ctrl + Home Moves the cursor to the beginning of the document.

Ctrl + End Moves the cursor to the end of the document.

Ctrl + G Opens the Go To dialogue box. Use to move to a specific location in a
document.
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