Save a File and Close Word

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

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

EXERCISE 4

Save a File—W,indows Vista:

1. Click the Microsoft Office button A menu appears.
2. Click Save. The Save As dialog box appears, if you are saving your document for the
first time.
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Open Word 2007.

Press Ctrl+o.

Locate the folder in which you saved your file. The file is name
Click Lesson Two.docx.

ko E

Cut and Paste

d Lesson Two.docx

Click Open. The file you created during the previous lesson appears.

You can use Word's Cut feature to remove information from a document. The you can use
the Paste feature to place the information you cut anywhere in the same or another

document. In other words, you can move information from one place i

n a document to

another place in the same or different document by using the Cut and Paste features. The

Office Clipboard is a storage area. When you cut, Word stores the data

you cut on the

Clipboard. You can paste the information that is stored on the Clipboard as often as you like.

EXERCISE 2

Cut with the Ribbon
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Type the following:

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

Choose the Home tab.

wmn

places it on the Clipboard. Your text should now read:
"l am content where | am."

Paste with the Ribbon
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Youwill-want-the-copy-me.-One-of me-is-all-you-need.-Yo u-will-want-the-com-me.h
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Place the cursor after the period in the sentence: "One of me is all you need."
Press the spacebar to leave a space.
Choose the Home tab.

Click the Paste ' button in the Clipboard group. Word places the data you copied at
the insertion point. Your text should now read: "You will want to copy me. One of me

is all you need. You will want to copy me." U\(

M whe

Alternate Method—Copy with a Context Menu

e
S :.canmmodw@'t‘i .0‘8 5 |
¥

1. Type the following:

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

Select "You will want to copy me."

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

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

wmn

Alternate Method—Paste with a Context Menu
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4. Click the item on the clipboard you want to insert into your document. Word pastes
the Clipboard item into your document at the insertion point.

Create AutoText

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

EXERCISE 5

Create AutoText

I'--.; _d L B H Lettan Thréedoo - Micrasoft Weoerd —

-R
-.J'I Home Insert «m@ References  Madngs  Review  View  Adddns ol

3 j = E‘::jl E w3 3 Head@ ﬁ 3 CQuick Paris—= & - 2

5 =l Footer - | Docurent Property
i'igﬂ Table Picture  Clhip Lmks . ;
, - A 0D - =) Page Number s | Eield..
Takbles Nustrations Header & Footer = Buding Bladks Crganizer,
7 9 q -
E’ : = = ' ' ! - "‘d Get More on Office COnling.

@ * Save Selecton to Quick Part £1I|¢r:.-
Auto Text-information-is-stored- permanenthy. 1]<—® @ \(
cO:-

1. Type the following: th
AutoText mformatlon |s s
2. Select "AutoText in sored acjﬁ
3. Choose th rﬁ\b&‘o Dﬁl
s in enu appears.

4.
5. @ ave Selectlo art Gallery The Create New Building Block dialog
box appears.

Create New Building Block

Hame: I-"LT F @

Gallery: |Quick Parts EI

Category: |Gener3l j

Description: |

Save in: |Hmldmg Blocks.dotx j

Qptions: |1r1-5ert content only j
Cancel

6. Microsoft Word suggests a name. Change the name by typing AT in the Name field.
7. Click OK. The dialog box closes.
8. Click anywhere in the text area to remove the highlighting.
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Spelling and Grammar: English {United States)

Not in Dictionary;

Openthr-doorfor-Mayrala.- P Q il Jgnore Once

Ignore All

ﬂ Add to Dictionary

Change
Change All
AutoCorrect
[v" Check grammar
Options. .. Cancel

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

Click "the" in the Suggestions box.

8. Click Change.

Note: If the word is misspelled in several places, click Change A&@r&a&“

misspellings. \%
9. The name "Mayrala" is not in the dictionary, ET-‘?@Q t.Click Ignore Once to
leave "Mayrala" in the document wit

Note: If a word appears.in ;ﬁn the e@%k Ignore All so you are
not prompted toc % SC;& ing for
10. "Rldge @\i{gund in the @ctﬁg u frequently use a word not found in
at w

~

?ES you ord to the dictionary by clicking the Add

|ct|0nary button then recognize the word the next time it appears.
Click Add to chtlonary

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

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

Note: You can also press F7 to initiate a spelling and grammar check. If you don't have
anything selected, Word checks the entire document.

Find and Replace

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

After you find the word or phrase you are searching for, you can replace it with new text by
executing the Replace command.
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2. Choose the Home tab.
3. Click Replace in the Editing group. The Find and Replace dialog box appears.

{ (e ' W =
— e i Fage Liryoll Relereres L e ot Yoy Ao -
= & PR ) T ]
| s Cabbn Bty - - A R e TR R 0P | e opa | AsBbCeDd AaBby .I‘!ﬂL o
Peile o B F B ocdeow W A VA EEEEF - Tl |1 o Spacng  Hewde] | ;“:’F 4 Select -
Find and foplnce B 1=l
Fing  Raplsos | geve |
- I = r’E“\
P what; 21l .‘_ U
Dptoa: Search Down
Monica-is-from-Easton.- " £,
' Rorplace with: et 1—
Eastern-High-School.f) @
Bdorn = | | [Eeplace l‘-“[/:(\] tnd
= .Y i
"y
| Papl degedoll words 1R G5 oen |30 3 = -}

4. Type east in the Find What box.

5. Type west in the Replace With box.

6. Click Find Next. The East in Easton is highlighted.

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

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

9. Click Close. Do not replace the "East™ in "Eastern” with " tCO .

10. Your text should now read, @Klé .
"Monica is from Weston. She lives on,t @5‘@5 wn. Her daughter attends

Eastern High School.” m 0
Alternate Method—\—éQNe-&Xthys Ac2 O‘ l
1. I‘ca\}(!nica is fr % lives on the west side of town. Her daughter

attends Western High*School.”
2. Press Ctrl+h.
3. Follow steps 4 through 11 in the preceding section.

Change the Font Size
A font is a set of characters (text) represented in a single typeface. Each character within a

font is created by using the same basic style. In Microsoft Word, you can change the size of
your font. The following exercise illustrates changing the font size.
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EXERCISE 9

Change the Font with the Ribbon

, Wl M- F = a—
.-' Haome h @ References  Malngn  Faview  Wiew  Aod-en o
=3 F—
DL -(_-,@
da =

- . - H
_I e sg.| |AaBbCEDd| AaBbCeDd AABhCH 7z

Fede RIFYE THomal | THo Spacng  Headeg ] 5 ‘Change  Ediing
Cambria (Headangs) s
J| Choioard = . Frr— ; Shyes .
f= Calibri Body) [y =
Lf 2 - [ : . . e )
= | Restently Ued Foeis i = : : . .

— & ALGERAN
T Times New Roman

% Aviel CHANGINGFONTSY ¢—

Ay Fonts
)} Adgbe Callon Pre

} Adobe Caskon Fro Bold
€} Adobe Garamond Pro

(} Adobe Garamond Pro Baold X

B gy FA ; = = = -
”’9‘” e i i T - : +

i Aharoni na 1TaR L =

T ALGERLAN ‘H

W Anicne

T andakus Ty [ @ @
1. Type the following:
_ cO- uk

Changing fonts

2. Select "Changing fonts." a\e

3. Choose the Home tab. ‘ngs

4. Click the down arrow next to the Egn W(O nu of Qdappears.

5. Move the cursor over tﬁtﬂ rd 200 pr ’ ve preview of what the
font will logk ksﬁ!y 5/

6. Cllcké\,)\lé select t tA ant.

AIterrEe Method—ChangP h W|th the Mini Toolbar

e SIS SE TTRT THTTITET LT

' Rockwell Extra Bold

% Rod I T13aX
f < () BOSETHNN SEH DRETLAS, I .
d®-u s | —mx
i B Scuipt MT Sold
= Home et | Page Layoud Belergnces Ligdmagy R*“'i: Seane Print [
A ke ¥ 2y Orientasion * 755 Bresks - 3 Watermark | g, i::w; Script inFrend - L
""" I * 1 sae - £ Lime embers = ¥ Fage Color - -.- ul T
The_m“ ich|= WP} M Colames - of Hyphesaton - . Fage Borde X I-’:II;;E - coTUIe
Themes P Setap * | Fage Backgrow et e
= | T Shndi =,
@ e v - . ; . J - - ; ]
& SimHei | |
. T Simpllied Adabic Fph oapd
B Simplified Arabic Fix.
T SamSun
@ % SimSun-ExtE
, ' 7 Snap ITE
!{—Hi-«' ¥ f
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1. Select "Changing fonts."
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2. Click the Microsoft Office button. A menu appears.
3. Click New. The New Document dialog box appears.

NowDocwmeet —————_____[E|
Templates = % | Blank decument

Biank and recent

installed Temglates Blank and recent

Mty templates

Pew Troam exsting o ] i

Micrasoft Office Cnline : ) 4—
Blank dotunvent

Featured

Agendas

fward certéficates - ;j
Brochures F

Business cards Mew blag pest
Cadendars

Contracts

Ervelopes

Faxes

Flyers

Forms

P T T T li

4. Click Blank Document. tesa-
5. Click Create. A new blank docu‘rﬁt NO

Add Sample Text, \N "(O
AL ot for -
This I?K mple tex?@_@ icrosoft for training and demonstration purposes.
r, ther&1s

You cah type the text; howe a quicker way. You can use the rand function.

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

EXERCISE 2
Add Sample Text

1. Type =rand().
2. Press the Enter key. The following text appears:
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2. Press Ctrl+l. The paragraph is now left-aligned.
Alternate Method—Center with Keys

1. Select the paragraphs you created.
2. Press Ctrl+e. The paragraph is now centered.

Alternate Method—Justify with Keys

1. Select the paragraphs you created.
2. Press Ctrl+j. The paragraph is now justified.

Create a Hanging Indent

The hanging indent feature indents each line except the first line by the amount specified in
the By field, as shown in the example.

EXAMPLE: Hanging Indent

Hanging Indent: The hanging indent feature indents the first Iine
of the paragraph from the margin by the am
specified in the Left field. The amount m&& ft

field plus the amount specified w@
indent all subseque &
EXERCISE 8 m &

(O
Create a Hangi ‘@N 66
PLX A\ifr B s Q_,_m.t, Micrasoft Word - m x|

Home ayout References Kashngs Review View  Addens W
u‘J & | Calibri Body) ot VIR =R =R - - % A. »
WD B F Ol -ahe x x| |E¥ N Nz
Paste ™ —— . Quick Change Editing
- F B - A A A A = = Gl stytes = Styles -
Clipboard ™ Fart a Styles

Hangingndent:-The-hanging-indent-feature-indents-thefirst-line-by-the-amount:
specified-in-the-Left-field. Subsequent-lines-are-indented-by-the-amo unt-specified-in-
the-Left field-plus-the-amount specifiec-in-the By field. {— @ @

1. Type the following:
Hanging Indent: The hanging indent feature indents the first line by the amount
specified in the Left field. Subsequent lines are indented by the amount specified in
the Left field plus the amount specified in the By field.

2. Select the paragraph you just typed.

Choose the Home tab.

4. Click the launcher in the Paragraph group. The Paragraph dialog box appears.

W
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review each page, view multiple pages at the same time, zoom in on a page, and access the
Size, Orientation, and Margin options.

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

When you are ready to print, you use the Print dialog box. In the Print Range area, choose All
to print every page of your document, choose Current Page to print the page you are currently
on, or choose Pages to enter the specific pages you want to print. Type the pages you want to
print in the Pages field. Separate individual pages with commas (1,3, 13); specify a range by
using a dash (4-9).

EXERCISE 8
Print Preview
1. Click the Microsoft Office button. A menu appears.

2. Highlight the Print option. The Preview and Print the Document menu appears.
3. Click Print Preview. The Preview window appears, with your document in the

window.

4. Click One Page to view one page at a time. Click Two Pages to view two\pi ata
time.

5. To view your document in normal size, click 100%. e ‘CO *

6

. Click the Zoom Button. The Zoom dlalog box, ﬁgﬁ
7. Select an option and then click OK P SK for e@ option and note the

results. ,L
Note: As you revi X? c“nent if z @an you would like to make to the
@M Orie

layou Tt ze options to make the changes. If you want to
make dfher*types of changes cument click the Close Print Preview button, to return
to your document. Once you are satlsfled with your document, you are ready to print.

Print

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

2. Click the down arrow next to the Name field and select the printer to which you want
to print.

3. Choose All as the page range.

4. Click OK. Word prints your document.

You have completed Lesson 5. You can save your document and close Word.
Lesson 6: mail merging.

The mail merge process entails the following overall steps:

1. Set up the e-mail message . The main document contains the text and

graphics that are the same for each e-mail message. For example, your
company logo or the body of the message.
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Match Fields ?]X]

In order to use special features, Mail Merge needs
ko know which Fields in wour recipient list rmat ch

ko the required fields, Use the drop-down lisk to
select the appropriate recipient lisk field for ach
address field component

Inique Identifier nok matched) |
Courtesy Title (nok matched) w
First Mame ok matched) w
Middle Mame nok matched) w
Last Mame Surname bl

The elements of an address and greeting are listed on the left. Column headings
from your data file are listed on the right.

Word searches for the column that matches each element. In the illustration, Word
automatically matched the data file's Surname column to Last Name. But Word was
unable to match other elements. From this data file, for example, Word can't match
First Name.

In the list on the right, you can select the column from your data file that matches the
element on the left. In the illustration, the Name column now matches First Name.
It's okay that Courtesy Title, Unique Identifier, and Middle Name are not matched.
Your e-mail merge message doesn't need to use every field. If you add a fie

does not contain data from your data file, it will appear in the merged m

Match Fields (3 O‘e

In order to use special Features, Mail Merge n 8
ko know which Fields in your recipie l
ko the required Flelds Llse thed O
seleck the appropri N l:I Fl:ur each () 0
addres Fif e (!
UQE entifier l{nc@tag w| A
Courkesy Title (nok matched) b
Firsk Marme Marne bl
Middle Mame ok matched) W
Last Mame SUrnare el

Type content and add fields

1. Inthe e-mail message main document, click where you want to insert the
field.

2. Use the Write & Insert Fields group on the Mailings tab.

Write & Insert Fields
3. Add any of the following:
= Greeting line
1. Click Greeting line.
2. Select the greeting line format, which includes the salutation, name
format, and following punctuation.
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First ... |Last Name| Favorite Roast |

Gicc.. [N X
Naney_ Ao ]

Ann Beshe - defincd fclds in Folder
Richard | Carey IUSEI efined fields in folder j

Wilis | Johnson

Suril Koduri

NOTE You can add a new field in the Field Chooser dialog box by
clicking New at the bottom.

15. After you add all of your custom fields to the view, close the Field
Chooser dialog box.

16.To remove a field that you do not want included in the mail merge, click
the field name in the column heading in Phone List view, and drag it off
of the column heading.

Run mail merge from Outlook

17.1n Outlook Contacts, select individual contacts by pressing SHIFT and
clicking to select a range, or by pressing CTRL and clicking to select
individuals. If you want to include all the contacts currently visible in th\4

view, do not click on any contacts. u
18.0n the Tools menu, click Mail Merge. O
19.1f you have selected individual contacts to mclu%ﬁ_\@]e% click
Only selected contacts. If you wa t o e contacts currently
visible in the view, click All co r ent g
20.1f you have configure ‘f@ Llst view >§_ ays exactly the
hé m fi

fields you wa QB'E erg%ﬂz;( elds in current
Vv e \é ck All to make all of the contact fields
?ﬁ in the mer? a@ e
21.1f you want to generate a new main document for the merge, click New
document. Otherwise, click Existing document, and click Browse to
locate the document to use as the main document.
22.1f you want to save the contacts and fields that you have selected, so
that they can be reused, select the Permanent file check box, and then
click Browse to save the file. The data is saved in a Word document as
comma-delimited data.
23.Select E-mail.
24.Click OK. When the document opens in Word, on the Mailings tab in the
Write & Insert Fields group, click the arrow next to Insert Merge Field,
and then click the fields that you want to the e-mail message main
document.
25.When you are ready to complete the merge, on the Mailings tab in the
Finish group, click Finish & Merge, and then click Send E-mail
Messages. The Subject line is filled with the text you typed in the Mail
Merge Contacts dialog box in Outlook.
NOTES
%+ You can't type merge field characters («« »») manually or use the Symbol
command on the Insert menu. You must mail merge.

©Lumoci 2016



AaBbCcDe | AaBbCcDe AaBbCi AaBbCc %
; ; ; — Change

T Marmal T Mo 5paci.. Headingl Heading 2
Styles =

Styles ]
For example, if you selected text that you want to style as a main heading,
click the style called Heading 1 in the Quick Style gallery.
NOTES

+ If you don't see the style that you want, click the arrow to expand the Quick
Style gallery.

+ If the style that you want does not appear in the Quick Style gallery, press
CTRL+SHIFT+S to open the Apply Styles task pane. Under Style Name,
click the style that you want.

Mark individual text entries

If you want the table of contents to include text that is not formatted as a heading,

you can use this procedure to mark individual text entries.

1. Select the text that you want to include in your table of contents.

2. On the References tab, in the Table of Contents group, click Add Text.

S Add Text =

= Update Table

Table of
Contents =

Tahble of Contents K

3. Click the level that you want to label your selection, such as L@@ t&r—&
main level display in the table of contents. a&

4. Repeat steps 1 through 3 until you have I%et@ text that you want
to appear in the table of contents. N

Create a table of contents _‘ ’}_
After you mark the entr &Yo table nt y are ready to build it.

Create a tazé S fro ding styles
Use tl?[f re if you ument by using heading styles.

1. Cliek where you want e table of contents, usually at the beginning
of a document.

2. On the References tab, in the Table of Contents group, click Table of
Contents, and then click the table of contents style that you want.

S Add Text =

= Update Table

Table of
Contents =

Tahble of Contents
NOTE For more options, click Insert Table of Contents to open the Table
of Contents dialog box.
Create a table of contents from custom styles that you applied
Use this procedure if you already applied custom styles to your headings. You can
choose the style settings that you want Word to use when it builds the table of
contents.
1. Click where you want to insert the table of contents.
2. On the References tab, in the Table of Contents group, click Table of
Contents, and then click Insert Table of Contents.
3. Click Options.
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+ To update the index, click the index, and then press F9. Or click Update
Index in the Index group on the References tab.

=] Ihsert Index

2 Update Index
fdark
Entry

Inde:x
+ If you find an error in the index, locate the index entry that you want to
change, make the change, and then update the index.
+ If you create an index in a master document , expand the subdocuments
before you insert or update the index.
Edit or format an index entry

1. If you don't see the XE fields, click Show/Hide T in the Paragraph group on
the Home tab.

= - | (34 1]

I11
1
.
4

I
111
il
B
11|
4
4
4

Faragraph ]
2. Find the XE field for the entry that you want to change, for example, { XE
"Callisto" \t "See Moons" }.
To edit or format an index entry, change the text inside the quotation ma
To update the index, click the index, and then press F9. Or C|ICk dﬁﬁ
Index in the Index group on the References tab.

—le =1 Insert Index Sa\

=f Update Index NO %
Fark
_— Index , "( Om g O" ’LO
NOT 8
¥ ?‘r@an error in @% ate the index entry that you want to
a

nge, make the ch nd then update the index.
%+ To quickly find the next XE field, press CTRL+F, click Special, and then click
Field. If you don't see the Special button, click More.
Delete an index entry
1. Select the entire index entry field, including the braces ({}), and then press
DELETE.

If you don't see the XE fields, click Show/Hide T in the Paragraph group on
the Home tab.

wr||EEE| 2| T

ko

I11
i
.

A

I
i
I
>
11|

4

4

4

Paragraph P
2. To update the index, click the index, and then press F9. Or click Update
Index in the Index group on the References tab.
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Display the shortcut menu for the selected part. SHIFT+F10

Display the menu or message for an available action or for the Autocorrect
Options button

or the Paste options button. If more than one action is present, switch to
the next action and display its menu or message.

ALT+SHIFT+F10

Move between options in a menu of available actions. Arrow keys
Perform the action for the selected item on a menu of available actions.  |Enter
Close the available actions menu or message. ESC

Tips for Word 2010
e You can ask to be notified by a sound when an action is available (not available in
Word Starter). To hear audio cues, you must have a sound card. You must also have
Microsoft Office Sounds installed on your computer.
« If you have access to the Internet, you can download Microsoft Office Sounds from
Office.com. After you install the sound files, do the following:
1. Press ALT+F, T to open Word Options.
2. Press A to select Advanced, and then press Tab to move to the Advanced
Options for working with Word.
3. Press ALT+S two times to move to the Provide feedback with sound check
box on the General tab, and then press SPACEBAR. K
4. Press Tab repeatedly to select OK, and then press Enter. O u

G

Note When you select or clear this ch %05@}3%9' affects all Office
programs that support sound e{

Navigating the Ribbon 08

Access any commands b rX eyst ke ‘S l

Access keys let use'a command% everal keystrokes, regardless of

where gra in Word 2010 can be accessed by using an

access ucan access@ ands by using two to five keystrokes. To use an

access key, follow these step

1. Press ALT. The KeyTips are displayed over each feature that is available in the
current view.

2. Press the letter shown in the KeyTip over the feature that you want to use.

3. Depending on which letter that you press, you may be shown additional KeyTips. For
example, if the Home tab is active and you press N, the Insert tab is displayed,
together with the KeyTips for the groups on that tab.

4. Continue pressing letters until you press the letter of the command or control that you
want to use. In some cases, you must first press the letter of the group that contains
the command.

Note To cancel the action that you are taking and hide the KeyTips, press ALT.
Change the keyboard focus without using the mouse
Another way to use the keyboard to work with programs that feature the Office Ribbon is to
move the focus among the tabs and commands until you find the feature that you want to use.
The following table lists some ways to move the keyboard focus without using the mouse.

To do this Press
Select the active tab of the Ribbon and enable  [ALT or F10. Press either of these keys
the access keys. again to move back to the document and

©Lumoci 2016



Paste formatting only CTRL+SHIFT+V
Undo the last action. CTRL+Z
Redo the last action. CTRL+Y
Open the Word Count dialog box. CTRL+Y

Working with documents and webpages

Create, view and save documents

To do this Press
Create a new document. CTRL+N
Open a document. CTRL+O
Close a document. CTRL+W
Split the document window. ALT+CTRL+S
Remove the document window split.]JALT+SHIFT+C or ALT+CTRL+S
Save a document. CTRL+S

Find, replace and browse through text

To do this Press
Open the Navigation task pane (to search document). CTRL+F
Repeat find (after closing Find and Replace window). ALT+CTRL+Y
Replace text, specific formatting, and special items. CTRL+H
Gotoa page, bookmark, footnote, table, comment, graphic, or CTRLAG \4
other location. \)
Switch between the last four locations that you have edited. @TJCJHQ

Open a list of browse options. Press the arro
option, and then press ENTER to browse

using the selected option.

Move to the previous ))(Q

&J&‘%et in bfq\@oi:sxs

ys Cﬁﬁfyﬂ-
0‘9&(& ent bG%T+CTRL+HOME

CTRL+PAGE UP

Move tot r\ﬁe‘bbject (set iq EdBWSEDLptions). CTRL+PAGE DOWN
Switc er view
" To do this Press
Switch to Print Layout view.|ALT+CTRL+P
Switch to Outline view. ALT+CTRL+O
Switch to Draft view. ALT+CTRL+N

Outline view

To do this

Press

Promote a paragraph.

ALT+SHIFT+LEFT ARROW

Demote a paragraph.

ALT+SHIFT+RIGHT ARROW

Demote to body text.

CTRL+SHIFT+N

Move selected paragraphs up.

ALT+SHIFT+UP ARROW

Move selected paragraphs down.

ALT+SHIFT+DOWN ARROW

Expand text under a heading.

ALT+SHIFT+PLUS SIGN

Collapse text under a heading.

ALT+SHIFT+MINUS SIGN

Expand or collapse all text or headings.

ALT+SHIFT+A

Hide or display character formatting.

The slash (/) key on the numeric keypad

Show the first line off body text or all body text.

ALT+SHIFT+L
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beginning of a line.

Extend a selection one line down.

SHIFT+DOWN ARROW

Extend a selection one line up.

SHIFT+UP ARROW

Extend a selection to the end of a
paragraph.

CTRL+SHIFT+DOWN ARROW

Extend a selection to the
beginning of a paragraph.

CTRL+SHIFT+UP ARROW

Extend a selection one screen
down.

SHIFT+PAGE DOWN

Extend a selection one screen up.

SHIFT+PAGE UP

Extend a selection to the
beginning of a document.

CTRL+SHIFT+HOME

Extend a selection to the end of a
document.

CTRL+SHIFT+END

Extend a selection to the end of a
window.

ALT+CTRL+SHIFT+PAGE DOWN

Extend a selection to include the
complete document.

CTRL+A

Select a vertical block of text.

CTRL+SHIFT+F8, and then use the arrow keys; press
ESC to cancel selection mode

Extend a selection to a specific
location in a document.

“
L B

F8+arrow keys; press ESC to v&l M mode

Select text and graphics in a table DT~V )%
To do this U * PressA O,

Select the next cell's \UVY

contents. \NB‘( O " Y

Selec Qe‘i'l‘%

e S*@Ta@

Extend a selection to
adjacent cells.

Hold down SHIFT and press an arrow key repeatedly

Select a column.

Use the arrow keys to move to the column's top or bottom cell, and
then do one of the following:

Press SHIFT+ALT+PAGE DOWN to select the column
from top to bottom.

Press SHIFT+ALT+PAGE UP to select the column from
bottom to top.

Extend a selection (or
block).

CTRL+SHIFT+F8, and then use the arrow keys; press ESC to
cancel section mode

Select a complete table. |ALT+F5

on the numeric keypad (with NUM LOCK off)

Move through your document

To move Press
One character to the left LEFT ARROW
One character to the right RIGHT ARROW
One word to the left CTRL+LEFT ARROW
One word to the right CTRL+RIGHT ARROW
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displays the field results.
Display a menu or message for an available action. ALT+SHIFT+F10

Select the Table of Contents button in the Table of Contents
container when the container is active.

CTRL+ALT+Function key

ALT+SHIFT+F11

To do this Press
Display Microsoft System Information.|CTRL+ALT+F1
Select the Open command. CTRL+ALT+F2

APPENDIX I
Microsoft Word
software produced by the microsoftcompnay to produce text document such as letters,essays,
resumes, reports etc.

ribbon

an area at the top of an office program window that contains commands for working with the
open file; the commands are organized under tabs.

blank document

A new blank document opens each time you start word. The word document has a temporary
name, such as document 1. When you finish typing in the document, you can save it with a
new name

cursor/insertion point

point on a display screen where the next character or space is entered. \4

red underline O ‘\)

Means the flagged text is not in Word's dictionary e C
green underline

Indicates the text may be incorrect grammatiNO‘.e

blue underline

ﬁ)g:ﬁ(;tl_l)_/ast[))elled word Uﬁ{"n&&c@m 06 O“
called? ‘F@B’t}oecor@wﬁga fr’)mently used commands

group

vertical columns in a table

Font Group

Under the Home tab; contains the buttons to format appearance of font in text. (Example:
Type face can be easily changed from standard to bold, italic or underlined using this group).
Styles

sets of formatting specifications

Default page margins

1" top and bottom, 1 1/4" left and Right, this refers to the amount of non-printable space on a
page.

Scroll Bar

appears at the bottom and/or right side of a window to allow a user to view another part of the
window

Formatting Marks

special symbols that represent spaces, tabs, and paragraphs, that do not appear on paper when
a document is printed

Microsoft Office Clipboard

allows you to copy up to 24 multiple texts, and graphical items from Office documents or
other programs and paste them into another Office document
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