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REFERENCE MATERIAL

ò This Course Created Entirely From:

é Microsoft Office On-Line Audio Training

é Word 2003 Training Courses

é http://office.microsoft.com/en -us/word/HA011189521033.aspx

é Get To Know Word; Create Your First Document

ò Since Not All Attending Have Microsoft Word, We Will Use 

OpenOfficeWriter Which Is A Free Look-Alike

ò The Program Is Labeled Word-OOIn The Start Menu
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OVERVIEW

ò Start Word-OO

ò When You Open Word-OO, You're Faced With A Blank Screen With 
Toolbars At The Top

ò If You're New To Word Processing, You May Wonder What To Do First 
As You Start To Type Your Letter, Report, Or List Of Things To Do

ò How Do You Indent A Paragraph Or Adjust Margins, And What Are 
Those Strange Red Underlines In Your Document? 

ò We'll Begin By Helping You Get Comfortable With Some Basics That 
Will Guide You When You Get To Work
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PART 1 ðSTART TYPING

ò When You Start A Word Processor, A New File Opens

ò That File Is Called A Document

ò Above The Document You'll See The Menu Bar And The Toolbars Displayed 

Across The Top Of The Window, Shown Below
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START TYPING ðCONõT

ò If You've Already Started Your Word Processor, You Create A New Document By 
Clicking NewOn The FileMenu

ò Click Text Document

ò In The Upper-left Corner Of The Document, Or Page, Is The Insertion Point, A Blinking 
Vertical Line. The First Thing You Type Will Appear There

ò You Can Start Further Down The Page By Pressing EnterUntil The Insertion Point Is 
Where You Want The First Line To Begin

ò As You Type, The Insertion Point Moves To The Right

ò If You're Typing A Letter, Start By Typing The Date

ò Press Enter To Move The Insertion Point Down The Page One Line

ò If There's An Address, Add A Few Empty Lines Before You Type
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START TYPING ðCONõT

ò Press Enter Several Times Until The Insertion Point Is Where You Want It Then Type 
The First Line Of The Address, Press Enter, Type The Next Line, Press Enter, And So 
On

ò Type A Greeting Like Dear Sir:

ò To Indent The First Line Of A Paragraph Press The TabKey On Your Keyboard To 
Move The Insertion Point To The Right

ò Type The Following:

é The quick brown fox jumps over the lazy dogõs back.  1234567890. ` ~ ! 
@ # $ % ^ & * ( ) - _ = + [ ] \ { } | ; õ : ó , . / < > ?  Now is the time for all good 
men to come to the aid of their country.  This is fascinating stuff.  Where 
does he get all of this?  I hope Iõm learning something today.  I had to get up 
early to get here on time.

ò When You Get To The End Of The First Line, You Don't Have To Press Enter

ò Continue To Type. Whatever You Are Typing Will Continue On To The Next Line.  Then 
Press EnterTo Start Another Paragraph
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SAVE YOUR WORK EARLY

ò Now You Have A Finely Tuned Sentence, Or A Paragraph Of Facts And 
Figures That You Would Regret Losing If You Accidentally Deleted Some Text, 
Or If A Power Failure Shut Your Computer Down

ò To Keep Your Work, You Have To Save It, And It's Never Too Early To Do That

ò To Save Your Document For The First Time, Click File, SaveOn The Toolbar

ò If You Prefer To Use The Keyboard, Press The CtrlAnd S Keys Together (Hold 
Down The CtrlKey And Then Press S; This Is Called A Keyboard Shortcut

ò Tip Toolbars Have All Sorts Of Buttons That You Can Use To Carry Out 
Commands. To Find Out What A Button Does, Move Your Mouse Over It. A 
Word Or Two Is Displayed To Tell You What The Button Does
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SAVE YOUR WORK EARLY ðCONõT

ò The Save AsDialog Box Opens Next
é A Dialog Box Is A Smaller Window In Which You Perform Some Action. Use This 

Box To Tell Where You Want To Store The Document On Your Computer, And 
What You Want To Call It

ò In The Practice You'll Learn The Steps For Exactly How To Use The Save As
Dialog Box

ò After You Save Your Document, And You Continue To Type, Click The Save
Button, Or Click Ctrl+S, Every Once In A While. That Will Save The Changes 
You Make As You Work. Then, When You Finish, Save The Document Once 
Again

ò When You Are Through Working, And Have Saved Your Work, You Close The 
File By Clicking CloseOn The FileMenu

ò Tip If You Forget To Save Your Document Before You Close The File, You 
Will Be Asked If You Want To Save Changes. Then Click YesOr No
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WHAT ARE THOSE UNDERLINES IN MY DOCUMENT?

ò Most Of Us Make Mistakes Sometimes, With Spelling Or Perhaps 
With Grammar

ò We Might Enter Text, Such As A Proper Name Or Place, That Isn't 
Recognized And Is Marked As Misspelled

ò If Misspelled (Or Not In The Dictionary), You'll See Wavy Red 
Underlines For Possible Spelling Errors

ò When You See Something With An Underline, Right-click It. A Menu 
Appears With A List Of Suggested Alternatives. Click One, And That 
Word Will Replace The Underlined Word In Your Document
é Every Once In A While It May Not Be Able To Offer Any Spelling 

Alternatives
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UNDERLINES ðCONõT

ò Sometimes The Red Underline Is On A Word It Does Not Recognizeñ
Like Your Name

ò You Can Add Those Words To The Word Dictionary By Clicking Add To 
A Dictionary So That They Aren't Underlined In The Future

ò Tip When You Want To Know What's Going On In The Document 
Window, Or If You Want To Know How To Do Something, Click On Help
In The Toolbar Or Press The òF1ó Key

ò For Example, To Find Out About Misspelling Or Dictionary, Type 
MisspellingOr DictionaryIn The Index Search Term Box
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WHATõS THAT

ò Something Else You Might See From Time To Time Are Paragraph 
Marks: ¶. A Paragraph Mark Is Added Every Time You Press Enter

ò You'll Only See Paragraph Marks In Your Document If Nonprinting 
Characters  (Formatting Marks) Are Turned On. You'll Also See A 
Small Dot Between Each Word In A Document; The Dots Are Spaces

ò So Don't Worry If You See Paragraph Marks And Dots, Nothing Is 
Wrong

ò Formatting Marks Are Turned On And Off By Clicking The Nonprinting 
Characters ¶ ButtonOn The Standard Toolbar

ò The Advantage Of Turning Paragraph Marks On Is That They Show You 
Where You Have Extra Line Spaces, Or Extra Spaces Between Words. 
This Can Be Very Helpful If You're Trying To Tidy Up A Document
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WHATõS THAT ðCONõT

ò For Example, If There Are Two Many Blank Lines Between A 
Paragraph, Look For The Extra Paragraph Marks And Delete 
Them, Which You Can Do By Pressing The BackspaceOr 
DeleteKey

ò If There Is Too Much Space Between Words And You Can't 
Figure Out Why, Look For Extra Dots Between Words.  Those 
Are The Extra Spaces.  Delete The Extra Dots By Pressing 
BackspaceOr DeleteAnd You Fix The Problem

ò Paragraph Marks And Dots Do Not Print In Your Documents; 
They Are Displayed Only On The Screen.  But The Extra Line 
Spaces And Extra Spaces Between Words Do Print
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CHOOSE HOW THE PAGE LOOKS ON THE SCREEN

ò When You Start A Word Processor, You See The Page In Print Layout View

ò This View Shows The Document As It Will Look When You Print It

ò For Example, You Can See The White Space Around The Outside Edge Of The 
Page That Makes Up The Margins. Also, You See A Gray Space At The Top, 
Bottom, And Sides Of Each Page

ò If You Have A Multiple Page Document, The Gray Space Separates Each 
Page

ò You Can Also Look At The Page Another Way On The Screen: In Web View
(Normal).   In This View, You Don't See The Margins (Or The Gray Space 
Around The Page), You Just See The Body Of Your Document

ò If You Have A Multiple Page Document, The Pages Run Continuously, 
Separated By A Dotted Line At The End Of Each Page
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CHOOSE HOW THE PAGE LOOKS ðCONõT

ò You Can Type In Either View. It's Up To You To Decide Which 
View You Best Like To Work In

ò If You Work In Web View (Or Normal), It's A Good Idea To 
Switch To Print LayoutView To Check Your Document Out At 
Least Once Before You Print Or Send Your Document To 
Someone Else

ò There Are Some Elements You Can't See In NormalView. For 
Example, Some Graphics Do Not Show Up In This View

ò You Switch Views By Clicking The ViewMenu. You Can Easily 
Go Between Both Views As You Like. You'll See How In The 
Practice
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CHANGE PAGE MARGINS

ò Page Margins Are The Blank Space Around The Edges Of The Page.  
Word Processors Have Different Default Margin Sizes

ò These Margins Will Probably Be Fine For Most Of The Documents You 
Create

ò If You Want To Create A Document With Different Margins, You 
Should Know How To Change Them.  When You Type A Very Brief 
Letter, For Example, Or If You Type A Recipe, An Invitation, Or A Poem, 
You Might Like To Set Different Margins

ò For Example, You Could Change The Top And Bottom Margin To 2 Or 3 
Inches, And The Left And Right Margins To 2 Inches
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CHANGE PAGE MARGINS ðCONõT

ò If You Have A Resume That You Want To Keep On One 
Page, You Might Change The Top And Bottom Margins To 
0.5 Inch And The Left And Right Margins To 0.75 Inch To 
Fit More Information On The Page

ò To Change Margins In OpenOfficeWriter (We Call It 
Woord-OO), You Click Page On The Format Menu, And 
Then Click The PageTab

ò Then You Enter Different Settings In The Top, Bottom, 
Left, And RightBoxes, As Appropriate. You'll See How In 
The Practice
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PRACTICE

òOpen The File

éWord 1 - Practice Setting Up.doc

òPractice What You've Learned From The Lesson 

On The Next Pages
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EXERCISE YOUR DOCUMENT SKILLS

òTurn Non-Printing CharactersOn

éClick The ¶ Button On The StandardToolbar To Turn 

Paragraph Marks On

éAfter You Click It, The Button Changes Color, To 

Show That It Is Turned On

é If You Do Not See The Non-Printing Characters

Button, The Standard ToolbarMay Not Be Displayed

éOn The ViewMenu, Point To Toolbars, And Then 

Click Standard
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EXERCISE ðTYPE A DATE

ò In This Exercise You'll Enter The Date, And You'll See That Sometimes Word 
Processors Enter Text For You

ò The Insertion Point Is At The Top Of The Page, On The Left.  If Not, Press The 
BackspaceKey Until You Get It To The Top Of The Page

ò Type Today's Date. Include The Day, The Month, And The Year

ò Notice That As You Begin To Enter The Date, At A Certain Point, The Current Month Is 
Displayed. This Automatic Text Entry Feature Is Called Autocomplete

ò If You Press Enter, It Will Insert The Rest Of The Month For You.  Or You Can Continue 
Typing And Enter It Yourself

ò If AutocompleteDoesn't Happen, The Feature Might Be Turned Off
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EXERCISE 1 ðCONõT

ò Press Enter To Move The Insertion Point Down One Line.  A New Paragraph Mark Is 
Inserted, Which Represents A New Line

ò Press Enter Twice More To Insert Two More Lines, So That You To Get Additional Line 
Space Between The Date And The Address That You'll Type Next

ò Enter The Address.  Type Ms. Adina Hagege, And Press Enter

ò See The Red Underlines Beneath Adina's Name?  It Thinks The Names Are 
Misspelled Because Her Name Is Not In The Dictionary

ò You'll See Later In The Practice How To Add Words To The Dictionary So That They Are 
Not Marked As Misspelled.  Note If The Name Is Not Underlined On Your Computer, 
It Means That Adina Hagege'sName Was Added To The Dictionary On Your Computer 
Sometime In The Past

ò Then Type 234 Elm Street,And Press Enter

ò Finally, Type Townsend, Wa75017 , And Press Enter Twice
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EXERCISE 2: INDENT A PARAGRAPH

ò In This Exercise You'll Indent A Paragraph

ò Now You'll Type The Greeting.  Type Attention

ò Press Entertwice.  Now you'll have two paragraph marks beneath the greeting

ò Press the Tabkey. Notice the arrow, which indicates the tab, and that the paragraph 
mark has moved to the right.  Anything you type on this line will be indented

ò The arrow lets you know that a Tab has been entered.  When paragraph marks are 
turned on, you can see what is going in your document

ò Press the Tab key again.  That indents the insertion point by another half inch. 
Another arrow shows the second Tab

ò Now press Backspacetwice to return the insertion point to the left
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EXERCISE 3: SAVE THE DOCUMENT

ò Next You'll Learn How To Save A Document

ò On The FileMenu, Click Save
é You Could Also Click The SaveIcon On The StandardToolbar, Or Press CTRL+S

ò The Save AsDialog Box Opens

ò At The Top Of The Box, In The Save InBox, It Says My Documents
é This Folder Is Where You Should Save The Documents You Create

é Click The Arrow In The Save InBox.  Listed There Are Other Places To Save 
Documents

é What Is In The List Depends On Your Computer

ò The Hard Drive For Your Computer Is Called The Local Disk (Unless It Has 
Been Renamed); That's Where The My DocumentsFolder Is Located
é You May Also Have A CD Drive

é These Are All Places Where You Can Save A File
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EXERCISE 3 ðCONõT

ò For Now, Save The File In My Documents. 

ò Type Word Practice In The File Name Box

ò Select Microsoft Word 97/2000/XP (.Doc) In The Save As Type Drop 
Down List

ò Click Save

ò Now That You've Saved The Document, If You Were To Continue To 
Type, You Should Click The SaveOn The StandardToolbar At Intervals 
To Save Your New Work. 

ò Now You'll Close The File. On The FileMenu, Click Close
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EXERCISE 3 ðCONõT

ò Now Open The File, So That You Have Practice In Finding A File On Your Computer

ò On The FileMenu, Click Open

ò The OpenDialog Box Appears.  It Is Very Similar To The Save AsDialog Box You Just 
Used

ò Make Sure That Microsoft Word 97/2000/XP (.Doc) Is The Item Showing In The Files 
Of TypeBox At The Very Bottom Of The Dialog Box

ò Notice That At The Top Of The Dialog Box, In The Look InBox, It Says My Documents.
The Dialog Box Is Displaying Any Files In The My Documents Folder

ò Now Look In The List For Word PracticeIf You Named It That

ò Click The Name. The File Will Have A Word Document Icon In Front Of It.

ò Then Click Open
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EXERCISE 4: SEE HOW TO REVISE SPELLING 

ò Place Your Mouse Pointer On Adina's Last Name, Which Is Underlined 
In Red

ò Then Right-Click

ò The Word Processor Does Not Have This Spelling Of Adina's Last 
Name In Its Dictionary, So It Offers A List Of Alternative Spellings

ò At The Top Of The List Is Another Form Of The Name As Well As Other 
Names And Words

ò Click On AddðYou Will See Multiple Dictionaries To Choose From 

ò Click The Dictionary You Want The Word (Name) To Be Added To

ò This Will Prevent The Word From Being Marked As Misspelled Again
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EXERCISE 4 ðCONõT

ò Now Deliberately Misspell A Word

ò Place The Insertion Point Beside The Last Paragraph Mark In The Document

ò Type Mnday(Instead Of Monday)

ò Then Press The Spacebar, Or Press Enter

ò A Red Squiggly Underline Appears, Which Indicates A Probable Misspelling

ò Now Correct The Spelling

ò Right-click Mnday

ò Click The Correct Spelling On The List: Monday
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EXERCISE 5: SEE THE DOCUMENT IN DIFFERENT VIEWS

ò Above The Date You Typed You Can See White Space, Which Is The Top 
Margin

ò To The Left Is The White Space For The Left Margin

ò At The Top Of The Page Is Gray Space. 

ò Click NormalOn The ViewMenu ðThe Date Is At The Very Top Of The Page

ò The Extra White Space Is Gone, As Well As The Gray Space That Was At The 
Top

ò Change Back To Print Layout View.  On The ViewMenu, Click Print Layout
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EXERCISE 6: CHANGE PAGE MARGINS

ò On The ViewMenu, Click Print Layout

ò Change The Top And Bottom Margins.

ò Notice The Setting On The Vertical Ruler At The Top Left Corner Of The Page

ò On The Format Menu, Click PageAnd Then The PageTab

ò Under Margins In The TopBox, Type 2

ò Do The Same Thing In The BottomBox.  Then Click OK

ò Notice That The Vertical Ruler On The Left Is Longer And Shows That The Top Margin 
Is 2 

ò Notice How Much Farther Down The Page The Date Is
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EXERCISE 6 ðCONõT

ò Notice The Setting On The Horizontal Ruler At The Top Left Corner Of The Page. The 
Ruler Is Set On The Right As Well, For The Right Margin

ò On The Format Menu, Click PageAnd Then The PageTab

ò In The Left Box, Type 2

ò Do The Same Thing In The RightBox.  Then Click OK

ò Notice The Difference In The Settings On The Horizontal Ruler At The Top Left Of The 
Page, For The Left Margin

ò The Difference In Where The Date And Address Are On The Page Make It Very Easy 
To See That The Margins Have Changed, Both From The Top, And From The Left

ò Close The Document.  On The FileMenu, Click Close

ò If You Want To Save Your Changes, Click Yes
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TEST YOURSELF

ò As You Type A Paragraph, Press EnterTo Move From One Line To The Next. 
é True

é False

ò To Correct A Spelling Error:
é Double-click, And Select An Option On The Menu

é Right-click, And Select An Option On The Menu

é Single-click, And Select An Option On The Menu

ò When Should You Save Your Document? 
é Soon After You Begin Working

é When You Are Through Typing It

é It Doesn't Matter

ò You Want A Lot More Space At The Top Of Your Page, And You're Inclined To Press 
Enter.  But There's Another Way.  What Is It? 
é Press The Insert Key

é Press The DOWN Arrow Key

é Change The Top Page Margin
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PART 2 ðEDIT TEXT AND REVISE YOUR DOCUMENTS

ò Whether You Make A Mistake Or Change Your Mind, Your Document Is 
Bound To Change

ò You Can Make Those Changes Either As You Type, Or Later On, But To Work 
Quickly And Efficiently You'll Need To Know How To Move Around In The 
Document

ò You Do This By Using Either The Mouse Or The Keyboard

ò Once You Get To The Part Of The Document That You Want To Edit, You'll 
Need To Type The New Text You Want To Add Or Select The Existing Text So 
That You Can Change It

ò You Can Select A Word, A Sentence, A Line, A Paragraph, Or An Entire 
Document. Then You Can Delete The Selected Text, Or Move It To A New 
Location By Cutting And Pasting
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MOVE AROUND THE DOCUMENT

ò In The Picture, You Want To Enter Another Sentence After The Word 
"Civilizationó

ò The Insertion Point Is At The Top, To The Left Of "Thank You," 
So You Need To Get It Next To Where You Want To Type. There Are 
Different Ways To Do That: 

ò Move The Mouse Pointer To The Right Of The Word "Civilization," 
And Then Click
é Once You Start Typing, The Existing Text Moves To The Right As You 

Enter The New Sentence

é Note If Text Doesn't Move To The Right, Overtype Mode Is On, And 
Each Character You Type Will Replace Existing Text

é If This Happens, Press The InsertKey. Then Continue To Type

ò Press The DOWN ARROW Key To Move The Insertion Point Down One Line At A Time

ò Then Press The RIGHT ARROW Key To Move The Insertion Point Forward, One Character At A Time

ò Or Press CTRL+RIGHT ARROW To Move Forward One Word At A Time
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USING THE SCROLL BARS

ò Perhaps You Have A Long Document That You'd 
Like To Read All The Way Down Or Across Without 
Having To Continuously Press The Arrow Keys To 
Move The Insertion Point One Character Or One 
Line At A Time. You Can Do That By Scrolling. 

ò Scrolling Is Performed Through The Use Of Scroll 
Bars. The Scroll Bars Are On The Bottom Of The 
Window And On The Right Side

ò Click The Arrows At Both Ends Of The Scroll Bar To Quickly Move Through 
The Document Without Moving The Insertion Point

ò You Can Also Press The Page Up Or Page Down Keys On Your Keyboard To 
Do The Same Thing

ò We'll Try All Of This In The Practice At The End Of The Lesson.
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SELECT AND DELETE TEXT

ò You've Added A Sentence About Symphonies To The 
First Paragraph Of The Letter In The Picture, But Now 
That You've Read The Paragraph Again, You Think The 
Second Sentence Would Read Better If You Delete The 
Word "Really" 

ò To Delete Text, First SelectIt. You Can Do This By Using 
The Mouse, Or The Keyboard. To Select The Word 
"Really,"   Do One Of The Following:

é Place Your Pointer Over The Word "Really" And Then 
Double-click The Word

é With The Arrow Keys, Move The Insertion Point Next To The Text Hold Down The SHIFT Key And 
Press The Arrow Key That Moves The Insertion Point In The Correct Direction Until All The Text Is 
Selected

ò Once "Really" Is Selected, Press Delete Or Backspace

ò In The Practice, You'll See How To Select A Sentence, And A Paragraph, Using Both 
The Mouse And The Keyboard
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MOVE TEXT

ò Still Looking At The First Paragraph In The Letter, You 
Decide That The Sentence You Added Should Be The 
Last Sentence In The Paragraph. 

ò To Move It, You CutThe Sentence, To Delete It From Its 
Current Location, And Then PasteIt In A New Location

ò First, Select The Entire Sentence, As Shown In The 
Picture, And Then Click CutOn The StandardToolbar, 
Or Press Ctrl+XTo The Do Same Thing (Think Of The X 
As A Scissor). 

ò Move The Pointer To The End Of The Paragraph, Where You Want The Sentence To 
Appear, And Click To Insert The Insertion Point.

ò Click PasteOn The StandardToolbar, Or Press Ctrl+V. The Sentence Is Pasted In 
Place. You'll Learn How To Do This In The Practice.
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UNDO CHANGES

ò Moved The Sentence, But You're Not Happy With The Change

ò Don't Have To Go Through The Entire Cut And Paste Process Again To Move The 
Sentence Back ðOne Click Will Do It

ò On The StandardToolbar, Click The UndoButton . That Will Undo The Very Last 
Action You Took. Or Press CTRL+ZTo Do The Same Thing

ò If You Decided You Didn't Want To Undo The Move, You Can Click The RedoButton To 
Move The Sentence Back Again. Or Click CTRL+YTo Do The Same Thing

ò If You Had Done Some Typing Since The Move, You Can Click The Arrow On The Undo
Or RedoButton To See A List Of The Most Recent Actions You Can Undo Or Redo

ò When You UndoOr RedoAn Action, You Also Undo Or Redo All Actions Above It In The 
List

ò Note You Can Save The Document, And Still Undo And Redo, But You Can Only 
Make These Changes Up Until You Close The Document. Once You Reopen The 
Document, You Can Only Start To Undo Current Changes
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PRACTICE

òOpen The File

éWord 2 - Practice Editing.doc

òPractice What You've Learned From The Lesson 
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EXERCISE 1: MOVE AROUND THE DOCUMENT

ò Move The Mouse Pointer To The Left Of The Date, "December 8, 2009," And 
Then Click

ò Use The Keyboard To Move The Insertion Point

ò Press Ctrl+HomeTo Move The Insertion Point Back To The Top Of The Page

ò Press The Down ArrowKey Until You Can See The First Paragraph In The 
Letter, Which Begins With "Thank You For Your Enquiry...ò

ò Press Ctrl+DownArrow To Move One Paragraph Down

ò Press The EndKey To Move The Insertion Point To The End Of The First Line 
In The Paragraph

ò Press The HomeKey To Move The Insertion Point Back To The Beginning Of 
The Line In The Paragraph
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MOVE AROUND THE DOCUMENT ðCONõT

ò Click Ctrl+HomeTo Return To The Top Of The Page

ò Look For The Vertical Scroll Bar To The Right Of The Document

ò Click On The Arrow At The Top To Bring The Top Of The Document Incrementally Into 
View

ò Click The Arrow At The Bottom Of The Scroll Bar To Bring The Bottom Of The 
Document Incrementally Into View

ò You Can Drag The Scroll Box In Between The Arrows To Do The Same Thing.  To Do 
That, Click, Hold The Mouse Key Down, And Then Move The Scroll Bar Up Or Down

ò If You're At The Bottom Of The Document, Press Page Up.  If You're At The Top Of The 
Document, Press Page Down.  Either Key Quickly Takes You Through The Document. 
They Are Most Handy If You Have A Long Document
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EXERCISE 2: SELECT TEXT

ò Place The Insertion Point In The Word "Really" In The First Paragraph, Second 
Sentence By Clicking On It

é Double-ClickThe Word.  It Should Be Highlighted To Show That It Is Selected

ò Now Select It Using The Keyboard

é ClickAnywhere Away From The Word To Unselect It

é ClickIn Front Of "Really" Again

é Press The ShiftKey And Press The Right ArrowKey Until "Really" Is Selected

é Delete "Really,ò By Pressing DeleteOr Backspace

é Now Undo The Deletion. Press UndoOn The StandardToolbar Or Press CTRL+Z
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SELECT TEXT ðCONõT

ò Next Select An Entire Line

é Select The First Line In The First Paragraph (It Begins With "Thank You For Your Enquiry...") By 
Moving The Pointer Into The Left Margin (The White Space), Until The Insertion Point Changes 
Into A White Arrow

é With The Arrow To The Left Of The First Line, Click

é The Entire First Line Is Selected. Press Delete

é Press Ctrl+ZTo Undo The Deletion

é Click Anywhere To Unselect

é Click Just To The Left Of The Sentence (Next To The Word "Thank" To Place The Insertion Point At 
The Beginning Of The Sentence)

é Press Shift+DownArrowTo Select The Entire Line By Using The Keyboard

é Click Anywhere To Unselect
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SELECT TEXT ðCONõT

ò Select An Entire Paragraph Using The Mouse

é Move The Pointer Into The Left Margin Of The First Paragraph Until The Pointer Changes To A 
White Arrow

é Double-click. The Entire Paragraph Should Be Selected

é ClickAnywhere In The Document To Cancel The Selection. 

é ClickAnywhere In The First Paragraph And Triple-ClickTo The Entire Paragraph

é ClickAgain To Cancel The Selection

ò Use The Keyboard To Select The Paragraph

é ClickTo Place The Insertion Point At The Very Beginning Of The First Paragraph, To The Left Of 
"Thankò

é Press Ctrl+Shift+DownArrow

é ClickTo Cancel The Selection
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EXERCISE 3: MOVE TEXT

ò Select The Third Sentence In The First Paragraph (It Begins With 
"Symphonies")

ò Move It To The End Of The First Paragraph

é To Select With The Mouse, Press Ctrl, And Then Click Anywhere In The Sentence

é To Select It With The Keyboard, Place The Insertion Point Just Before 
"Symphonies," And Then Press Ctrl+Shift+RightArrowUntil The Entire Sentence 
Is Selected (Including The Period)

é Now Click CutOn The StandardToolbar. (Or Press Ctrl+XTo Do The Same Thing) 

é Place The Insertion Point At The End Of The First Paragraph, After The Word 
"Mentalityó

é Click PasteOn The StandardToolbar. (Or Press Ctrl+V.) The Sentence Is Pasted 
In Place
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EXERCISE 4: GET OUT OF OVERTYPE MODE

ò You Can Insert New Text Within Existing Text. Just Type, And The Existing Text 
Moves To The Right As You Enter The New Text

ò However, If Overtype Mode Is On, The New Text You Type Will Overwrite The 
Existing Text

ò Place The Insertion Point Before The Second Sentence In The Last 
Paragraph (It Begins With "We Are Closed...")

ò On The Bottom Of The Window Click The INSRTIndicator.  It Becomes OVER 

ò Type Next Week. As You Can See, The Text You Type Deletes The Existing 
Text, "We Are Closedò

é If You Were Not Sure Before About Being In Overtype Mode, You Are By Now

ò You Can Get Out Of Overtype By Clicking OVERIn The Bottom Of The Window
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TEST YOURSELF

ò You can delete text by pressing either Deleteor Backspace
é True

é False

ò You place the insertion point in the middle of a paragraph and start typing.  But the 
new text deletes existing text.  What's the problem and how do you fix it?
é Word is in Overtype mode. Press Backspaceand retype

é The Deletekey is pressed in. Press Deleteagain

é Word is in Overtype mode. Click On OVERto turn it off

ò Once you've deleted text, you can't get it back
é True

é False

ò To delete text, the first thing you do is: 
é Press DELETE

é Press BACKSPACE

é Select the text you want to delete
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BEYOND THE BASICS

ò What You Type Is Just The Beginning ñWords Alone Won't Always Get 
Your Message Across

ò Before You Give Your Document To Anyone Else, Ask Yourself, Is It 
Easy To Read?

ò Do Important Points Stand Out?

ò Would A Paragraph Read Better As A List?

ò Use Word Formatting To Help Emphasize Certain Text

ò Ensure That Your Document Is Picture Perfect Before You Print It
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ADD BASIC FORMATTING

ò You Can Change How Text Looks By Changing 
Its Format To Bold, Italic, Or Underlined

ò You Do This By Clicking A Button On A Toolbar, 
Or By Using A Simple Keystroke

ò The Text In The Picture Is A Quote.  To Make It 
More Noticeable In A Paper About The Solar 
System, You Can Format It In Italic

ò Select The Text, And Then On The Formatting
Toolbar, Click Italic .  Or You Can Do The Same 
Thing By Pressing Ctrl+I

ò In The Practice You'll Make Text Italic, As Well As Bold And Underlined. 
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CHANGE LINE SPACING

ò This Document About The Solar System Is Single 
Spaced. If You Want To Change Its Line Spacing 
So That There Is More Space Between The 
Lines, You Can Do That With The Click Of A Button

ò To Change The Line Spacing In An Entire 
Document, Select The Document By Pressing 
Ctrl+A

ò To Change Line Spacing In A Single Paragraph, 
Place The Insertion Point Beside The Paragraph. 

ò On The FormatMenu, Click Paragraph, And Then, In The Line SpacingBox, Select 
The Line Spacing You Want

ò Tip If You End Up With Too Much Space Between Paragraphs, Look For Extra 
Paragraph Marks In Between The Paragraphs. Delete The Extra Paragraph Marks To 
Get Rid Of The Extra Space. 
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CHANGE FONTS

ò Word Processors Typically Use Times New Roman, 12 Point, For Text

ò There Are Many Other Fonts And Sizes That You Can Use

ò Can Embellish Your Document By Using More Than One Font

ò Limit Yourself To No More Than Two To Three Different Fonts In A Document.  
Using Too Many Fonts Can Produce A Cluttered-looking Document That May 
Be Hard To Read

ò To Change Fonts, Select The Text, And Click A Font Name In The FontBox On 
The FormattingToolbar

ò Common Fonts Are Arial, Book Antiqua, Bookman Old Style, Century Gothic, 
Garamond, Georgia, Tahoma, Verdana
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CHANGE FONTS ðCONõT

ò To Change More Than One Aspect Of The Font At One Time, Such As 
The Font Type, The Size, And The Color, Use The FontDialog Box 
Instead Of The Individual Toolbar Buttons

ò On The FormatMenu, Click Font.  The FontDialog Box Opens.  Make 
Changes In The Font, Size, And Font ColorBoxes

ò The FontDialog Box Is Also Used To Select Effects Such As 
Superscript Or Subscript

ò Tip In The FontDialog Box You Can Also Change The Default Font 
That Is Used Each Time You Open Word.  Once You Select A Font And 
Font Size, Click The DefaultButton In The Lower Left Corner And 
Then Click OK. 
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USE STYLES

ò Styles ðPrepackaged Collections Of Formats That Make It 
Easy To Change Text Font, Font Size, And Other Formatting 
All At Once

ò To Add A Style, Place The Insertion Point In Front Of The 
Heading, And Then Click The Arrow In The StyleBox Near The 
Top Of The Document Window

ò Headings Come In Different Levels: Heading 1, Heading 2, 
Heading 3, And So On

ò Tip Styles Aren't Just For Headings, They're Used In Entire 
Paragraphs, Too. 
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CREATE LISTS

ò Create Numbered Or Bulleted Lists To Show Stepped Out Instructions Or To 
Call Attention To Certain Points

ò Create Numbered Or Bulleted Lists Either As You Type, Or To Text That 
Already Exists

ò Create A List As You Type

é To Start A Numbered List As You Enter Text, You Type 1, Then A Period (.), And 
Then Press The SPACEBAR To Enter A Space

é To Type A Bulleted List, Type * (Asterisk), And Press The SPACEBAR To Enter A 
Space. Then Type The Text You Want, And Press ENTER To Add The Next List Item

é To End The List, You Press ENTER Twice, Or Press BACKSPACE To Delete The 
Last Number Or Bullet In The List
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CREATE LISTS ðCONõT

ò Create A List From Existing Text

é Select The Text You Want To Add Numbering Or Bullets To

éOn The FormattingToolbar, Click NumberingOr Bullets

ò Tip You Can Continue A Numbered List Between 
Unnumbered Paragraphs. For Example, If The Last 
Number In The List Is 4, And You Then Type A Paragraph, 
And Want To Start The List Again After The Paragraph, 
Just Type 5, A Period, And A Space, And You Can 
Continue The List. 
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GET READY TO PRINT

ò Check Spelling In The Document

é Even Though Word Processors Check Spelling As You Type, 
Something Might Have Been Missed

é Make Sure The Insertion Point Is At The Beginning Of The 
Document

é On The StandardToolbar, Click Spell Check

é If There Is A Possible Spelling Or Grammatical Problem, The 
Spelling Dialog Box Appears, Where You Can Accept Or Reject 
Suggestions
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GET READY TO PRINT ðCONõT

ò Preview Your Document Before Printing

é Save Time And Save Paper By Previewing Your Document In Print Preview Before 
You Print

é On The FileMenu, Click Print Preview

ò Print Your Document

é On The FileMenu, Click Print

é Select The Printer You Want In The NameBox

é Choose How Many Copies, In The Number Of CopiesBox

é Click OK

© 2008 - Mike Moseley

55



EXERCISE 1: BASIC FORMATTING

ò Open The File - Word 3 - Practice Formatting And Styles.Doc

ò The Second Paragraph, "During The Past 15 Years..." Is A Quote. Select It And Format It In Italics

ò On The FormattingToolbar, Click ItalicOr Press Ctrl+I

ò Note That Once The Italic Formatting Is Applied, The Color Of The Button On The Toolbar Changes

ò To Remove Italics, Repeat The Above Steps

ò With The Second Paragraph Still Selected, Click Increase IndentOn The FormattingToolbar

ò To Undo An Indent, Click Decrease Indent

ò Make A Word Bold. In The First Sentence, Select The Word "Nineó And On The FormattingToolbar, 
Press BoldOr Press Ctrl+B

ò Notice That The BoldButton On The Toolbar Changes Color Now That Bold Formatting Has Been 
Applied

ò Underline The Word "Earth." On The FormattingToolbar, Press Underline, Or Click CTRL+U
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EXERCISE 2: USE A STYLE TO CREATE A HEADING

ò Place The Insertion Point Before The Heading, "Case Studyó

ò Find The StyleBox In The Upper Left Corner Of The Document Window. It Says 
Normal

ò Click The Arrow In The StyleBox Then Click Heading 1In The Menu That Appears

ò Scroll Down And Place The Insertion Point Before The Next Heading In The 
Document, "From The Center Of The Universe To The Edge Of A Galaxy." 

ò Click The Arrow In The StyleBox And Then Click Heading 2.

ò In The Document, Scroll Down To The Next Heading, "The Solar System.ò

ò Place The Insertion Point Before The Heading, Or In ItñEither Way Works

ò Click The Arrow In The StyleBox And Then Click Heading 3
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EXERCISE 3: CENTER TEXT

ò Scroll Up To Place The Insertion Page At The Top, Or 
Press CTRL+HOME

ò Center The Heading "Case Study" On The Page

ò On The FormattingToolbar, Click The CenterButton

ò Click The CenterButton.  If You're Not Sure Which 
Button It Is, Move Your Mouse Over It.  The Word 
"Center" Appears
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EXERCISE 4: CHANGE LINE SPACING 

ò Place The Insertion Point To The Left Of The First Paragraph, Or In 
The First Paragraph ðEither Will Do

ò On The FormattingToolbar, Point To Line Spacing AndClick 1.5.  The 
Line Spacing In The First Paragraph Increases.

ò Change The Line Spacing For The Entire Document

ò To Select The Document, Press CTRL+A

ò On The FormattingToolbar, Click 1.5

ò The Line Spacing Changes For The Document
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EXERCISE 5: PRINT LAYOUT VERSUS WEB LAYOUT

ò Page Down The Document To See All Of Page 1

ò As You Get To The End Of Page 1, Look At The Bottom Left Side Of 
The Window, In The Status Bar

ò As You Continue To Page Down Onto The Second Page, Page 1 
Changes To Page 2

ò Page Up, Notice That As You Go Between Page 2 And 1, You Can See 
A Page Break (The Gray Bit), Between The Two Pages In Print Layout 
View, And Wide White Margins

ò Press Ctrl+HomeTo Get To The Top Of Page 1
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EXERCISE 5: PRINT VERSUS WEB LAYOUT ðCONõT

ò On The ViewMenu, Click Web Layout

ò Page Down Again. As You Get To The Bottom Of Page 1, 
Where It Says "Figure 1: The Solar System", A Dotted 
Line Marks The Bottom Of The Page

ò Notice Also That You Don't See The Wide Margins In This 
View. 

ò Press Ctrl+HomeTo Return To The Top Of The Page. On 
The ViewMenu, Click Print Layout. 
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EXERCISE 6: CHANGE A FONT

ò Select The Second Paragraph

ò Find The FontBox, Near The Top Left Of The Document 
Window

ò Click The Arrow In The Box To Expand It

ò Scroll In The List To See The Fonts

ò Pick Bookman Old Style, Georgia, Tahoma, Or Verdana

ò Click The Font You Want To Apply To The Selected Text
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EXERCISE 7: CREATE A LIST

ò On The EditMenu, Click Find

ò In The Find WhatBox, Type Let's Look At The Planets And Click Find Next

ò Click CancelIn The Dialog Box To Close It

ò Place The Insertion Point At The Beginning Of The Second Sentence In The 
Paragraph, "The First Four Are ....", And Press ENTER

ò On The FormattingToolbar, Click Bullets

ò Place The Insertion Point In Front Of The Next Sentence, "The Next Four 
Are...", And Press Enter

ò Press CTRL+END To Go To The End Of The Document
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EXERCISE 7: CREATE A LIST ðCONõT

ò Press ENTER To Start A New Paragraph. Press ENTER Again To Have A Little More 
Space To Work In

ò Type 1. (Be Sure To Include A Period After The 1), Press The SPACEBAR To Enter A 
Space, And Then Enter Some Text. Then Press ENTER.

ò Type Whatever You Want In Step 2.  Then Press ENTER. 

ò Press ENTER Again

ò To Indent A Bit More, Place The Insertion Point Anywhere In The Text In Step 1

ò On The StandardToolbar, Click Increase Indent

ò To Move The List Back, Click Decrease Indent.
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EXERCISE 8: USE PRINT PREVIEW

ò Press Ctrl+HomeTo Go To The Top Of The Document 

ò On The FileMenu, Click Print Preview

ò Once You Are Sure The Document Is To Your Liking, Click The CloseButton On The Toolbar At The Top 
Of The Window

ò On The StandardToolbar, Click Spelling 

ò The Document Should Be Free Of Errors, Unless There Is A Mistake In The List You Created At The 
Very Bottom Of The Second Page

ò If There Are Any Errors, Click The Appropriate IgnoreOr ChangeButtons On The Right Side Of The 
Dialog Box

ò When The Check Is Complete, You'll See A Message That The Spelling Check Is Complete. Click OK

ò On The FileMenu, Click Print. 

ò If Your Computer Is Connected To A Printer, Click OK. If Not, Click Cancel. 
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TEST YOURSELF

ò The best way to create a heading in a document is to:
é Apply a larger font size to it than the body text

é Add bold formatting by clicking the Boldbutton on the Formattingtoolbar

é Apply a heading style

ò To change line spacing for a paragraph, you must select text first.
é True

é False

ò You create a numbered list as you type by entering 1, adding your text, and pressing 
ENTER. 
é True

é False

ò In the practice you created a numbered list as you typed. To end the list, you 
pressed:
é Numbering on the Standardtoolbar

é ENTER twice

é TAB key once
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QUICK REFERENCE CARD

ò Move The Insertion Point

ò When You Open A Word Processor, The Insertion Point Is At The Top Of The 
Document. You Can Start Typing At The Very Top Of The Document, Or You 
Can Move The Insertion Point Before You Start To Type:

ò Press ENTER To Move The Insertion Point Down One Line At A Time. 

ò Press The Tab Key To Move The Insertion Point In One-half Inch Increments 
To The Right. 

ò Click Show/HideOn The StandardToolbar To Turn Paragraph Marks On So 
That You Can See The Paragraph Marks And Spaces In Your Document. That 
Way You Can Tell Where You Have Extra Lines And Extra Spaces In Your 
Document When It's Time To Tidy Your Document Up Before You Print It Or 
Hand It Off To Someone Else. 
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QUICK REFERENCE CARD ðCONõT

ò Save Your Document Early

ò To Keep Your Work, You Have To Save It, And It's Never To Early To Do That. 

ò To Save Your Document For The First Time, Either Click On The StandardToolbar, 
Click The Save AsCommand On The FileMenu At The Top Of The Window, Or Press 
Ctrl+S

ò In The Save AsDialog Box, In The Save InList, Choose A Location To Save Your 
Document In. My Documents Is A Common Location. 

ò Enter A Name For The Document In The File NameBox. 

ò The Save As Type BoxShould Say Word Documents. Then Click Save. Once You Save 
Your Document For The First Time, Click SaveOn The StandardToolbar Every So 
Often As You Work To Save Your Changes
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QUICK REFERENCE CARD ðCONõT

ò Tips

ò You Can Create A Copy Of A Document By Saving It With Another 
Name. You Click Save AsOn The FileMenu, And Then Type A New 
Name In The File NameBox. Then You Have Two Copies; Your 
Original, And The Copy With The New Name. For Example, If A 
Document Is A Completed Letter To Your Uncle, About Your Vacation 
Plans, But You Want To Send It Your Sister With An Additional 
Paragraph To Her, You Might Save It With The Same Name, But With 
A "2" Added To It, Or With Your Sister's Name. 

ò At The Bottom Of The FileMenu Is A List Of The Documents You've 
Most Recently Worked On. Click Any Document In The List To Open It. 
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QUICK REFERENCE CARD ðCONõT

ò Change Page Margins

ò On The FileMenu, Click Page Setup. Then Click The MarginsTab. Enter 
Settings In The Top, Bottom, Left, Or RightBoxes.

ò Move Around The Document And Select Text

ò Here Are Some Of The Ways To Move Around A Document:

ò Press To: CTRL+HOMEMove To The Top Of The Document CTRL+DOWN 
ARROW Move Down, One Paragraph At A Time END, HOMEMove To The End 
Of A Line, Moves To The Beginning Of A Line CTRL+SHIFT+DOWNSelect A 
Paragraph CTRL+SHIFT+RIGHTSelect A Sentence Mouse Click To Select A: 
Double-click Word Click In The Left Margin, Once Line Double-click In The 
Left Margin Paragraph Triple-click In A Paragraph Press CTRL, Click In A 
Sentence Read The Help Topics Keyboard ShortcutsAnd Select Text.
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QUICK REFERENCE CARD ðCONõT

ò Cut, Copy And Paste Text

ò To Copy Text, Select The Text, Click CopyOn The StandardToolbar, Or Press 
CTRL+C.

ò To Move Text, Or To Delete Text, Select The Text. Then Click CutOn The 
StandardToolbar, Or Press CTRL+X. To Paste The Text In Another Location, 
Place The Insertion Point Where You Want The Text To Go, Then Click Paste
On The StandardToolbar, Or Press CTRL+V.

ò To Undo An Action, Click UndoOn The StandardToolbar, Or Press Ctrl+Z

ò To Redo An Action, Click RedoOn The StandardToolbar, Or Press Ctrl+Y
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QUICK REFERENCE CARD ðCONõT

ò Add Basic Formatting

ò To Add Bold, Italic, Or Underline Formatting, Select The Text, Then On The FormattingToolbar, Click 
Bold(Or Press CTRL+B), Italic (Or Press CTRL+I), Or Underline(Or Press CTRL+U) Buttons. To Undo 
The Formatting, Select The Text, And Click The Button, Or Press The Keyboard Shortcuts Again. 

ò Use A Style To Format

ò Select Text, Or Click In The Text. Then Click In The StyleBox In The Upper Left Corner Of The 
Document Window And Select The Style. For Example, Select Heading 1 Or Heading 2 To Apply A 
Heading Style

ò Change Line Spacing

ò To Change A Document From Single Spacing To Some Other Line Spacing, Such As 1.5 Or Double 
Spacing, Place The Insertion Point Beside A Paragraph, Or In A Paragraph, Or Press CTRL+A To Select 
An Entire Document. Then, On The FormattingToolbar, Point To Line Spacing, And Select The Number 
That You Want.

ò Tip If You End Up With Too Much Space Between Paragraphs, Look For Extra Paragraph Marks In 
Between The Paragraphs. Delete The Extra Paragraph Marks To Get Rid Of The Extra Space. 
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