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The Basics:

Click on Start, go up to Programs, then find Microsoft Word. If you don’t see it in the
Programs menu, look for a folder named Microsoft Office Programs or Microsoft Small
Business or something similar.

Below is a picture of the opening screen, which is a new blank document.
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At the top of the window is the Title Bar — it shows the program you are using (Word)
and the name of the document. Because this document has not yet been saved, it is
given a document number.
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Below the Title Bar is the Menu Bar which allows you to open menus and select options
from the drop down menu items.
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Below the Menu bar is the Toolbar, a collection of icons which are shortcuts to the most
commonly used options. You can choose which Toolbars to display.
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The Ruler will display below the Toolbars if you have chosen to have the Ruler display.
The Ruler can help you see where the margins and tabs are set, and lets you see
measurement in your document.
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The white blank area below the Ruler (or below the Toolbars if the Ruler is not visible) is
the body of your document. This is where you enter the content of your document.

Below the main body of your document are the View buttons. The choices are normal
view, web layout view, print layout view, and outline view. In the example below,
print layout is selected (it looks like it is pressed in).
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Below the View buttons, the Drawing toolbar will display (if you have chosen that as
one of the toolbars to display).
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At the bottom of the window is the Status bar, which tells you which page, section,

page x of y and current position of the cursor.
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Create a Document

If you don’t already have a blank document open,
1. open a blank document
2. type your name and something about yourself.

3. Click on the Save icon on the toolbar H' or File, then Save. Notice the Save in
window that opens. You need to make sure you pay attention to where the file is
being saved. Because your file has a document number rather than a file name,
you are prompted to give your document a name. The Save as type
automatically defaults to Word Document (giving the file an extension of doc). It
is not necessary to type in the .doc but it doesn’t hurt if you do either.

4. After you have chosen a name and where you want to save the file, click on
Save or press enter.

Close your document by clicking the X in the upper right-hand corner of the Menu bar.
Note, if you have more than one document open, there will not be an X in the upper
right-hand corner of the menu bar. When you have multiple documents open, clicking
on the X in the upper right-hand corner of the Title bar will close only that document. If
you have only one document open, clicking on the X in the upper right-hand corner of
the Title bar will close the document and exit Microsoft Word.



Open a Document

-

1. Click on the Open icon =lor File, then Open. The Open dialog box opens.

2. If the file you want to open is not in the current folder, browse to the drive and
folder which contains your file, highlight the file and click on Open (or press
enter).

You can also look near the bottom of the File menu and the most recent documents you

have accessed will be listed. | have mine set to list the most recent 4, but you can

customize that setting. We will discuss customizing your options in a few minutes. To

open one of these files, click on the listing and that file will open.
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Now that you have opened your document, we will add a graphic.

1. Place your cursor where you want to insert the image. If you need to go down

the page lower than your cursor will let you move, press enter a few times to add
blank lines. The cursor will only move down or to the right if there is something
on that line (even if it is only a hard return or a space).

. Once you get the cursor where you want to insert the image, click on Insert from
the menu bar, position your mouse on Picture which will expand out your
choices for what type of picture. Choose Clip Art and find a clip art image to
insert into your document.

. Save your document. You will notice that because your document had a name
instead of document number, you were not prompted to give the file a name. It
replaced the older version of your document with the new version. Once you
have saved the file, there is no way to get back the old version.

. A habit | would recommend is choosing Save As instead of save. You can then
give your document a new name. If you want to keep the same document name
and discard the older version, you can just press enter when the Save In window
opens.



Customizing Word Options

You can customize Word tools and options.

One of the first things you will probably want to do is change the menu bar so it expands
to show all the commands available under a particular heading instead of the most

recently used.

1. Click on Tools, then Customize. The window shown below will open.

Costomize

Toolbars | Commands — Options |

Personalized Menus and Toaolbars

[ Standard and Formatting toolbars share one row

v iMenis show recertly Used commands First '

¥ Show Full menus after a short delay

Reset my usage data

Cther
I Large icons
IV List Fonk names in their Font
¥ sShow ScreenTips on toolbars
[ sShow shortcut keys in ScreenTips

Menu animations: ({Mone) -

@l kevboard. . | Close I

2. Click on the Options tab, and remove the check mark from the second item
under Personalized Menus and Toolbars — Menus show recently used
commands first.

3. Close
LWTE S TR K 1
Tookers [Garman ] | pptors | You would use the Commands tab to add
items to your toolbar.
i| 1. Select the Category
2. Click on the command you wish to add

and drag it to the toolbar in the position
where you would like it to appear.
3. Close




You can also customize a number of default options to suit your needs. See below.

options T

Track Changes | Iser Information | Cornpatibility | File Locations

Wig | General I Edit | Prink | Save | Spelling & Grammar
Shiow

v ¥ animated kext ™ Field codes

[ Bookmarks ¥ Horizontal scrcll bar - Field shading:

¥ sStatus bar ¥ wertical scroll bar I'u'-.-'hen selected j

¥ ScreenTips [ PBicture placeholders

Farrmatting marks
[T Tab charackers [ Hidden text
[ Spaces [ optional hyphens
[™ Paragraphmarks [ &l

Print and Web Layouk options
¥ Drawings [ werkical ruler (Prink wiew only)
[~ oObject anchars
[T Text boundaries

Cutline and Mormal options
[ “rap to window Skyle area width;
[ Draft Font 0" =

(0] 4 I Cancel |
Opions T

Track Changes | Iser Information | Cornpatibility | File Locations
Wiz zeneral | Edit | Prink | Save |Spelling & Grammar

General options
¥ Background repagination
[ iBiue background, white text!
[ Provide Feedback with sound
¥ Provide feedback with animation
r Confirm conversion ak Open
¥ Update automatic links at Open
¥ mMail as atkachment
¥ Recently used file list: |4 5‘ entries
[ Help For WordPerfect users
[ Mavigation keys For WordPerfect users

Measurernent uniks:

IInches j

[ show pixels for HTML Features

Web Oplions. .. | E-mail Options. .. |

(] 4 I Cancel |




Options

Options EiE4
 TrackChanges | User Information | Compatibity | File Locations |
| Save | Speling & Grammar |
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Options E |

Track Changes | IJser Information | Compatibility | File Locations
Wig IGeneraII Edit | Prink Save |S|:|elliru;| & Grammar

Save options

[ ialways create badkop copy'
[ allow Fast saves
™ Prompt For document properties
[ Prompt to save Mormal kemplate
[~ Embed TrueType fonts

I Embed characters in use only

[ save data only For Forms
¥ allow background saves

v Save AukoRecover info every: |1III 5‘ minukes

Save Word files as: W'ord Document CF,doc) j
[ Disable Features not supported by Word 97

File sharing options For “wordbasics. doc"
Password ko open; Password bo modify;

[™ Read-only recommended

(] 4 I Cancel |
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Track Changes | IJser Information | Compatibilicy | File Locations |
Wig | General I Edit | Prink | Save Speling & Grammar
Speling

W iChedk speling as vou tepe

[ Hide spelling errors in this document
v Always suggest corrections

[ Suggest from main dickionary only
¥ Ignore words in UPPERCASE

¥ Ignore words with numbers

¥ Ignore Internet and file addresses

Custam dictionarsy

ICLISTOM.DIC | @ctinnaries...|

(3 ammar
¥ Check grammar as vou kvpe Wriking skyle:
[ Hide grammatical errors in this document IStandard j

[T Check grammar with spelling - |
[T show readability skatistics 3eLbings. .

Recheck Document

(] 4 I Cancel |
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Options E |

Wi IGeneraII Edit | Prink | Save |Spelling & iarammar
Track Changes | User Information Compatibility File Locations

Compatibility options for wordbasics.doc

Font Subskitution, . |

Recommended options For:

Microsoft Mord 2000 j

Options:
Add space For underlines
™ adjust line height to grid height in the kable
™ align table rows independently
[T allow table rows to lay out apart
[ auto space like Word 95
™ Balance SBCS characters and DBCS characters
[ Combine table borders like Word 5.3 For the Macintosh
[ Convert backslash characters inka ven signs
™ Do full justification like WordPerfect 6. For Windows
™ Don't add automatic tab stop For hanging indent
[ Don't add extra space For raisedflowered charackers LI
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Turn off that Annoying Paper Clip!

You can turn off the Help Office Assistant (paper clip or whatever animation you have
selected).

1. Click on Help

2. Choose Hide Office Assistant

To change the the animated assistant

Click on Help

Choose Show the Office Assistant

When the Assistant Dialog box appears, click on Options
Click on the Gallery tab

Choose the animated assistant you like

arwnE

Format Your Document

Font

You can change the typeface, style, size, color and effects.
1. Click on Format

2. Choose Font
3. When the dialog box (shown below) opens, edit the font as desired.

Font |
Fook | Character Spacing | Texk Effecks I
Fonk: Font skyle: Size:
IM IReguIar 1z
8 -
a
10
Arial Rounded MT Bold Bold Italic 11
arial Unicode M5 =] =l -
Font colar: ndetline style: Undetling color:
I Automatic j I{nu:une]l j I Autanmatic j
Effects
[ Skrikethrough ™ shadow [ Small caps
[ Double strikethrough ™ outline [ all caps
[™ Superscript ™ Emboss [ Hidden
[ Subscript [ Engrave
Preview
Arial
Thiz is a TruaType Font, This Font will be used on both printer and screen,

Default, .. | Ik I Zancel




Margins

1. You can set the page margins by clicking on File then Page Setup. The window

shown below will open.

Page Setup |

Maragins | Paper Size I Paper Saurce | Lawauk I

Top: 1" =
Botkarn: 1" =
Left: 1" =
Right: 1" =
Gukker: ||:|" 5‘
rom edge

Header: 0.5" =

Footer; n.s"

r Mirror margins
[ 2 pages per sheet

—Preview

Apply ko I'u'-.-'hu::le docurnent

[

Gutter position

' Left " Top

Default, .. |

o |

Cancel

2. From the Margins tab, you can set the top, bottom, left and right margins. In the
Apply to box, you can choose whether to apply the settings to the whole
document or from this point forward. You can either click on the up and down
arrows to change the value in the margins box, or you can click in the box and
type in the margin value you want.

3. If you want this new setting to be the new default setting for your margins, click
on Default at the bottom of the window.

4. You can also specify how far from the edge of the page you want the header

and/or footer.

You can also set the left and right margins using the ruler bar. Point to the margin
boundary on the ruler bar — when the mouse pointer changes to a double arrow <¢—»
drag the margin boundary left or right to decrease or increase the margin.

[EeE
71
tab alignment

margin boundary
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margin boundary




Paper selection

1. Click on the Paper Size tab to choose the paper size and orientation (portrait or
landscape).

2. Click on the Paper Source tab to choose which tray you want the printer to pull
from for the first page and for other pages. The safest way to print something on
special paper (such as labels) is to set the paper source to be manual. Then it
won't print until you feed the paper you want into the manual feed tray. This will
avoid the problem of someone else’s document printing on the labels you put in
the regular paper tray.

The last tab is Layout. If you wanted to center the page vertically (up and down) on the
page, you would click on the arrow in the vertical alignment field and choose center
(the choices are top, center, justified and bottom). The default vertical alignment is top.
This is also the tab where you can set headers and footers to be different for even and
odd pages, or set the headers and footers to be different on the first page than on other
pages.

Alignment (horizontal)

You can choose alignment of text or images to be left, right, centered, or justified. You
can click on Format then Paragraph then Alignment, or use the icons on the toolbar
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Center



Format Paragraph allows you options for alignment, indentation, and line spacing.
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Widow/Orphan control allows you to set whether a single line of a paragraph is on one
page while the rest of the paragraph is on another page. Widow/orphan control stops
this from happening.
Widow - the last line of a paragraph that appears at the top of a page by itself
Orphan — the first line of a paragraph that appears at the bottom of a page by itself

Tabs

1. You can set tabs in the ruler by clicking where you want to set tab stops. The
default is left aligned tab, but you can change that by double clicking where you
want to set the tab which opens up the same tabs box you would see if you

2. Click on Format then Tabs (see below). Set the tab position, alignment and
leader, then click Set. Continue for each tab stop needed, then click OK. (You
can also change the tab alignment by clicking on the tab type button at the far left
on the ruler bar.)

Tabs |
Tab stop position: Diefaulk kab stops: 05" =
— Alignment
5.84 A w Left ™ Decimal
i~ Center i~ Bar
" Right
Leader
% 1 None [ Qe PR
o e C1

Set | Clear | Clear all |

] 4 I Zancel |

You could use Leader #2 to create a table of contents like this one:

o) (0] 1 (10 | TR 21-24
OO e e 25
TE BaASICS ..o 1-20



Create a Table

Let's add a table to our document. There are several ways to add a table, but the
easiest for me is
1. Click on Table in the menu bar
2. Choose Insert, then Table. The Insert Table dialog box shown below will
display. You can then set the number of columns and rows easily.

Insert Table E |

Table size

Murmber of columns: |§ E‘ I
Mumber of rows: |2 E

AutoFit behavior

" Fixed column width: I.ﬁ.utu:u 5‘

o AukoFik bo conkents
" AutoFiE ko window

Table formakt {none) AukoFormat. .. |

[ Set as default For new tables

(04 I Cancel |

Create a table that has 3 columns and 3 rows and click OK. You now have a table in
your page.

1. To get from one cell to the next in the same row, use the Tab key.
2. To move from one row to the next, use your up and down arrows.
3. Totab within a table cell use CTRL+tab.

To set the lines (borders) for your table
1. Click within one of the cells in the table
2. Click on Format
3. Choose Borders and Shading.
4. Choose the setting (box, shadow, etc.) for your table, the border style you want
and choose whether to apply to the whole table or only the current cell.

There are other ways to set borders, but this is the easiest for me. If you do not
want any border to print with your table, choose no border.

While working with a table, it is easier for me to have the gridlines show. To hide the
gridlines
1. Click on Table
2. Click on Hide Gridlines.
If you have hidden the gridlines and decide you want to see them, click on Table
then click on Show Gridlines. If you have chosen no border and have gridlines
showing, they will display in your document but will not print.
You can also set a border for an entire page.
1. From the menu bar, choose Format



Select Borders and Shading.
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Click on the Page Border tab, choose the setting, then select your border style,

color, and width. Make sure the Apply to section at the right says Whole

Document.

4. If you want a fancy border, below border style, color and width is a box Art —
choose from one of the fancy art borders.

To add a background color to the cells of your table

1. Goto Format,
. Select Borders and Shading

2
3. Click on the Shading tab. Under Fill, choose a color.
4. You can also set a pattern style by clicking on the arrow in the drop-down box

under Patterns|Style.

5. You can choose whether to apply the shading (fill color and/or pattern) to the
whole table, the cell, or the paragraph.

Borders and Shading |

Borders | Page Border  Shading I

Fill

Mo Fil

|

[TTTTTrrE
I
I

EREEEEEE | e
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W m-
mr m-
Crrrrrer

Mare Caolars, ..

Patterns

autorratic j

Presview

Apply ko

ITaI:uIe

[

Show Toolbar | Horizonkal Line. .. |

o |

Cancel

For this exercise, enter data into your table. Let’'s create a header row with labels for
what is contained in each column. If your table has three columns, enter column
headings of Name, Address, and Phone. In the second row, type in your name,
address and phone in the appropriate columns. Enter data into the third row.

After you have entered a phone number into the last column of the third row, press tab,
and a fourth row will be added. This is helpful if you aren’t sure how many rows your
table will need; the table will expand as data is added. Experiment with formatting the
borders, shading, font, etc. in the table you have created. Use CTRL+Tab to indent text

within a cell.



Experiment with gridlines by changing your table borders to “none” and alternating
between Show Gridlines and Hide Gridlines.

Other
Bulleted and Numbered Lists

You can create bulleted and numbered lists easily with Word. The problem comes
when you want to discontinue the list.

To create a bulleted list

. Click on Bullets icon in the formatting toolbar 2=

1

2. Type your list

3. To stop using bullets, press enter, then click on the Bullets icon to turn bullets off

4. Or press enter, then use backspace to delete the bullet. This will discontinue
bulleting items.

To create a numbered list

1. Click on Numbering icon in the formatting toolbar 12t

2. Type your list

3. Press enter, then click on Numbering icon to turn numbering off

4. Or press enter, then use backspace to delete the number and discontinue your
numbered list.

Undo

If you make a change and for some reason, you do not like the change, or it messes up
your document, you will appreciate one of the most important functions in Word - Undo.

You simply click on the Undo icon “lor press Crtl + z. This will undo the last
change you made. You can undo a number of items by clicking on the arrow next to the
undo icon and selecting down to the last item you want to undo. You cannot pick
individual items in that list — you must step back (undo) all items above it in the
list. You can click undo a number of times until you have restored the document to the
state you desire, or find the action you want to undo in the list.

il wordbasics.doc - Microsoft Word
JFiIe Edit Miew Insert Format | Tools Table Window Help |
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Spell Check

Word Spell Check is very useful, but not a substitute for proofreading. Remember, it will
only detect a word it thinks is misspelled, not a word that is not used correctly. You can
add words you frequently use to the dictionary for which Word does not know the
correct spelling.

To add words to the Custom Dictionary

1. Click on Tools

2. Go to Options

3. Click on the Spelling & Grammar tab

4. The section “Custom Dictionaries” should have an entry CUSTOM.DIC. Click on
the button next to that box which reads Dictionaries

5. Click Edit. A new window will open with any entries you already have in your
dictionary. Add words you want to add to the dictionary (each on a new line).

6. Click Save, then close the CUSTOM.DIC window.

AutoCorrect
You can change how Word makes automatic corrections.

1. Click on Tools
2. Choose AutoCorrect...

The screens below show the dialog box and the option tabs.

AutoComect: English [U.5.] |

AuktoiZorrect | AukaFormat As You Type | AukaTexk | AukaFormat |

¥ Correct TWao IMitial Capitals Exceptions. .. |

¥ Capitalize firsk letker of sentences
¥ Capitalize names of days
¥ Correct accidental usage of caPS LOCK key

—I¥ Replace text as wou kype
Replace: With: % Plain et € Formatted text
[ |
<= < ]
o== - |
= w
=== -
- =
abbout about
abotu about LI
Add Delete |
v aukomatically use suggestions from the speling checker

K Zancel




AutoCormrect

<<
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v
v
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AutoCormrect

Author, Page #, Date
Besk regards,

Best wishes,

CERTIFIED MAIL
COMFIDENTIAL
onfidential, Page #, Date

All active templates




AutoFormat is part of the AutoCorrect function, but this controls settings and what
happens when you choose to apply AutoFormat. Below is the setting within
AutoCorrect for setting options for AutoFormat.

AutoCorrect K |

AuktoCorreck I AukoFormat &s You Type | AutoText  AuktoFormat |

Apply
v iH ¥ automatic bulleted lists
[V Lists ¥ Sther paragraphs

Replace
¥ "straight guotes" with “smart quokes™
¥ ordinals {1st) with superscript
¥ Fractions {12} with Fraction characker {14
¥ Swmbol characters (-3 with symbals {—)
¥ *Eold* and _jtalic_ with real Farmatting
¥ Intermet and netwark paths with hyperlinks

Preserve
¥ gkyles

Always fukaFarmak
¥ Flain text WordMail documents

(o] 4 Cancel

AutoFormat can be found under Format. When you choose AutoFormat, the
following window opens. If you click on Options from this window, the dialog box above
would appear. Document types to select are General document, Letter, or Email.

You can choose whether to have Word perform AutoFormat now or AutoFormat and
review each change.

AutoF ormat E |

‘iard will aukomatically Format “wordbasics, doc®,

= AukboFormat now

™ autoFormat and review each change

Blease select a document bype to help improve
the formatting process;

General document j

Cancel | Cipkions. .. |




Keyboard Shortcuts

Function key

Press
F1
F2
F3
F4
F5
F6
F7
F8
F9
F10
F11

F12

SHIFT + Function key

Press

SHIFT+F1

SHIFT+F2

SHIFT+F3

SHIFT+F4

SHIFT+F5

SHIFT+F6

SHIFT+F7

SHIFT+F8

SHIFT+F9

SHIFT+F10

SHIFT+F11

SHIFT+F12

To
Get online Help or the Office Assistant
Move text or graphics
Insert an AutoText entry (after Word displays the entry)
Repeat the last action
Choose the Go To command (Edit menu)
Go to next pane or frame
Choose the Spelling command (Tools menu)
Extend a selection
Update selected fields
Activate the menu bar
Go to the next field

Choose the Save As command (File menu)

To
Start context-sensitive Help or reveal formatting
Copy text
Change the case of letters
Repeat a Find or Go To action
Go to the last place you worked (edited) in a document
Go to the previous pane or frame
Choose the Thesaurus command (Tools menu, Language submenu)
Shrink a selection
Switch between a field code and its result
Display a shortcut menu (right click menu)
Go to the previous field

Choose the Save command (File menu)



CTRL + Function key

Press To
CTRL+F2 Choose the Print Preview command (File menu)
CTRL+F3 Cut to the Spike *
CTRL+F4 Close the window
CTRL+F5 Restore the document window size
CTRL+F6 Go to the next open document
CTRL+F7 Choose the Move command (Control menu)
CTRL+F8 Choose the Size command (document Control menu)
CTRL+F9 Insert an empty field
CTRL+F10 Maximize the document window
CTRL+F11 Lock a field
CTRL+F12 Choose the Open command (File menu)

*Spike - A special AutoText entry that stores multiple items that you've deleted. Microsoft Word appends
one item to another until you paste the contents as a group in a new location in your document. You can
also use the Office Clipboard to get the same result.

CTRL + SHIFT + Function key

Press To
CTRL+SHIFT+F3 Insert the contents of the Spike *
CTRL+SHIFT+F5 Edit a bookmark
CTRL+SHIFT+F6 Go to the previous window
CTRL+SHIFT+F7 Update linked information in a Word source document
CTRL+SHIFT+F8 Extend a selection or block (then press an arrow key)
CTRL+SHIFT+F9 Unlink a field
CTRL+SHIFT+F10 Activate the ruler
CTRL+SHIFT+F11 Unlock a field

CTRL+SHIFT+F12 Choose the Print command (File menu)



ALT + Function key

Press

ALT+F1

ALT+F3

ALT+F4

ALT+F5

ALT+F7

ALT+F8

ALT+F9

ALT+F10

ALT+F11

To
Go to the next field
Create an AutoText entry
Quit Word
Restore the program window size
Find the next misspelling or grammatical error. The Check spelling
as you type check box must be selected (Tools menu, Options
dialog box, Spelling & Grammar tab).
Run a macro
Switch between all field codes and their results

Maximize the program window

Display Microsoft Visual Basic code

ALT + SHIFT + Function key

Press
ALT+SHIFT+F1

ALT+SHIFT+F2

ALT+SHIFT+F9

ALT+SHIFT+F11

To
Go to the previous field

Choose the Save command
(File menu)

Run GOTOBUTTON or MACROBUTTON from the field that displays the
field results

Display Microsoft Visual Studio code

CTRL + ALT + Function key

Press

CTRL+ALT+F1

CTRL+ALT+F2

To

Display Microsoft System Information

Open command
(File menu)



Other Shortcuts:

Press

CTRL + End
CTRL + Home
SHIFT + End
CTRL +a
CTRL+D

CTRL +i

CTRL +u
CTRL+n
CTRL+o0

CTRL +p

CTRL +s
CTRL+w
CTRL+c

CTRL +v

CTRL +x

CTRL +y
CTRL+z

End

Home

CTRL + backspace
CTRL + delete
CTRL + [

CTRL +]

CTRL + left arrow
CTRL + right arrow
CTRL + up arrow

CTRL + down arrow

To

Go to bottom of document

Go to top of document

Highlight text from the cursor to end of line
Select all the text in the document
Bold

Italicize

Underline

Open a new (blank) document
Open

Print

Save

Close the document

Copy

Paste

Cut

Repeat last action

Undo

Move to the end of the line

Move to the beginning of the line
Delete one word to the left

Delete one word to the right
Shrink font by 1 point

Increase font by 1 point

Move to the left one word at a time
Move to the right one word at a time
Move up one paragraph

Move down one paragraph
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Additional tips are available on NT at (D on ObolerNT)J:\Library Staff\Office\Word.Doc

Tips for Access, Excel, PowerPoint and Outlook are also available in that same

directory. Sue Carter updates those tips periodically from tips she receives via email.

Be sure to set your view for “Web Layout View” (second icon from the left) and under

View, select “Document Map” to make tips easier to find.
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