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INTRODUCTION

Introduction
Microsoft Word is a word processing software. You can use it to type letters, reports, and other documents. This
guide introduces users to Microsoft Word 2016. Opening Microsoft VWord 2016:

Click the Start Menu

Click All Programs

Choose Microsoft Office
Click Microsoft Word 2016

N XX

Understanding the Backstage
All of Microsoft Office 2016 contains the Backstage area. The Backstage is where you manage, save, and open your
files. Here you can also print, select templates, and complete other useful tasks. Let's take an in depth look at the

Backstage. First, click your File tab (found at the top left corner of the window).

AutoSave (@ off) © v

Backstage »”  File Home |Insert Draw Design

Iff] Calibri (Body) v
@

Paste . I U~
s 5FormatPainter B - %

Clipboard [

The first page you see is the Info Page. Info displays your file's name, size, and authors. You can also see when the last
AutoSave occurred. AutoSaves are Office’s safety net. Periodically, your computer will automatically save your file as

a temporary file. If you experience a computer shut down, you can recover some of your work from the AutoSaves.

Protect Document Properties ~

Mt types of changes people can make to s docurment

Inspect Document

Before p e, be awace that it contains

Version History
View and restore previous

Autho
Manage Document @ OWDA Hamza

&) There are no unsaved changes
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New: You can create a new, blank document or select from Word’s template library.
Word provides resume, calendar, and flyer templates to help you get started.

Open: Click this option to open a previously saved file and continue editing it.

B New

Save: Save your file frequently. You can also click the in the upper left corner. Or press
= en
CTRL + S on your keyboard at the same time. =

Save As: The first time you save your file you will see the Save As menu. See below for T

more information.

Save

Save as Adobe PDF: Lets you save the document as an Adobe PDF file.

Save As

Print: Print your document using this screen. We will go into more details about this
Print

later in the class.
Share: This is new to Office 2016. This allows you to email your file, upload it to a blog s

site or present your document online. You will need additional accounts to use these Sk
features, such as a Microsoft Account (to present) or a WordPress account (to blog). Transform
For this introduction we will not cover these features in-depth but be aware that these Close
capabilities exist.

Export: Allows you to export (or save) your document as a different document type.
Account: Allows you to change the colors of your Office Background and sign in with
a different Microsoft Account if needed.

Options: Gives you access to the advanced features in Word. This feature also allows

Account

you to rearrange the ribbon or other settings in this application.
Feedback

To return to the Word window, click the arrow at the top. S

The Ribbon

The Ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by tabs. Each
product in the Office Suite has a set of tabs that pertain to the functionality of that application. Each tab is further
divided into groups such as the Font and Paragraph.

AutoSave (@ OFf 9 = Document » Saved to this PC ~ £ Search (Alt+Q OWDA Hamza ‘% F B - o

File  Home Insert Draw Design Layout References Mailings _ Review  View  Hel 2 Share 7 Comments
X S LOFind v Q

fﬁ B Calibri Body) v /18 v A" A" Aav Ao AaBbCcDd | AaBbCcDd AgBbC( AaBbCcl Aa B %12 Repiace \Q) &1 ﬁ' @\

Paste 5 ? w2 Aoy 1Normal |1 NoSpac.. Heading1 Heading 2 Tite [ : Dictate | Sensitivity | Editor | Reuse

v < Format Painter E I'Uvaxx A = I¥ Select v v Files
Clipboard ) Font [ paragraph [ Styles & Editing Voice Sensitivity Editor  |Reuse Files

At the bottom right-hand corner of some groups, there is a diagonal arrow called a Dialog Box Launcher (See Figure
4). Clicking this button opens a dialog box for that group containing further option selections for the group.

Document] » Saved to this PC ~ P Search (Alt:Q) OWDA Hamza ‘a &
File Home Insert Draw Design Layout References Mailings Review View Help 2 Share  J Comments ~
| & : o g == B A ~ PFind ~ $ e
LD : Calibii Body) ~ 18 ~ A" A" Aav A = = [o] v 2l T | assbcepd] asebecnd AaBbCc AsBocc AdB v & Replace \[‘JJ i L-_:I\
2] B¢
Paste = = 2 '= ¥ ) —— ading1 Head Tite = Dictate | Sensitivity | Editor | Reuse
U~ v v A v | | O R~ Normal | NoSpac.. Heading1 Heading2 itle =
v Sromatpuinter M T U v x <A = = Ay . I Select~ - Fae
Clipboard Font Paragraph el Styles & Ediing Voice | Sensitivity | Editor |Reuse iles
fo e En 2 L e

Figure 4 - Dialog Box Launcher
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Contextual tabs will appear depending on what you are working on. For example, if you've inserted pictures, the
tab appears whenever a picture is selected.

AutoSave (@ 0f) 9V s Document1 + Saved to this PC ~ OwbAHamza By S @
File Home Insert Draw Design Layout References Mailings Review View Help | Picture Format & Share 7 Comments v

E4 0 Ecolor~ 5l Compress Pictures Z Picture Border v 1 | B rosition v C ] = =

AL~ = = e 7 ~— [ palies o > HIERE)
E{3 Artistic Effects v G Change Picture ¥ ad |ad i adl af ~ | @ Picture Effects v 20 Wrap Text v W Selection Pane A Rotate v
Remove  Corrections = Alt Crop 65"
Background o El@ Transparency v £ Reset Picture ~ &R picture Layout v Text < = Align ¥ )
Adjust Picture Styles 15| Accessibilty Arrange sze [

Figure 5 — Contextual Tab

Customizing the Ribbon

You can hide/unhide tabs that you do not use or create your own tab of favorite tools. The following explains how
to customize the Ribbon to build your own tabs and groups.

v" Click the File tab.

Autosave @ o) ] O v Q¥ < Document + Saved to this PC ~ £ Search (Alt+Q) OWDA Hamza ‘7% & | - o 4
File | Home Insert Draw Design Layout References Mailings Review View Help |2 Share ] Comments
<n X St S ey o= LOFind O
LD > calri Gody) <18« A" A"[Aav (Ao | EEv IS Ev E = BE| v 3l T | |aasbcend| aasbceod AaBbC( AsBbeet AQB - i \0/ |§/ @‘\
Paste 2 el T Nor N = ¢ Dictate | Sensitivity | Editor | Reuse

v v v A~ TNormal | TNoSpac.. Heading1 Heading2 — Tite |3
v <& Format Painter @ Iuvasx A ] =2 Iy Select v v Files

Clipboard & Font o] Paragraph & Styles & Ediing Voice | Sensitivity | Editor | Reuse files

Figure 6 - File Tab (Backstage View)

In the Backstage View, click Options.

In the Word Options dialog box, click Customize Ribbon (See Figure 7).

Click the New Tab button (See Figure 7).

A New Tab has been added in the list of Main Tabs. Under New Tab, you will see New Group
is already selected for you (See Figure 7).

From the column on the left, select a command from the list under Choose commands from to add
to the New Group (See Figure 7).

Click the Add button (See Figure 7).

The command will be added to your New Group tab.

To rename the tab or group, right-click on the New Tab or New Group (See Figure 8).

Click Rename (See Figure 8).

To hide a tab, remove the check-mark next to the name of the tab (See Figure 8

< AN N NN

D N NI NI NN

E"E‘J Customize the Ribbon and keyboard shortcuts.

Choose commands from: Customize the Ribbon:

Popular Commands ~ Main Tabs -

Accept Revicion = Main Tabe

_
@ Add New Tb
- Blog Post
= @ Insert (Blog Pgghiey 04 New Group
Outlining Rename
Background R Remove

P Picture o b tNew Group Rename..
Tt : Q=== -

Cu s [ Reset > |

e——— Figure 8 - Rename New

[1mport/Export ~ |

o ][ coes Tab or New Group

Figure 7 - Creating a New Tab
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The Quick Access Toolbar
The Quick Access Toolbar is in the upper-left part of the main Word window, above the File and Home tabs. It

provides easy access to commands that you may use often and be customized to your preferences. The following

explains how to customize the Quick Access Toolbar:

v Click the drop-down arrow in the Quick Access Toolbar (See
Figure 9).

v In the Customize Quick Access Toolbar drop-down menu,
click the command(s) you wish to add or remove from your

. Quick Prmt
Quick Access Toolbar (See Figure 9). % @, Print Previcsy and Print
v’ Click More Commands (See Figure 9). o e
v In the Customize Quick Access Toolbar window, from the + Redo
Dravs Table

column on the left, select a command from the list
v Click the Add button (See Figure 10).
v Click the Ok button (See Figure 10). ~ S Beloy

Customize Quick Access Toolbas

Lo New
|22
- ~

Open
Remove Cormrectior
Background -

o

E

Touch/Mouse Maode

the Ribbor

Figure 9 - Customize Quick Access Toolbar

Quiick Access Toolhar

Add-ins

Figure 10 - Adding Commands to the Quick Access Toolbar

Other parts

At the top of the ribbon are several tabs; clicking a tab displays several related command groups.

v

Home: This tab contains the most used commands in word. Some of these include commands to change
how the text looks and is displayed on the page. The Cut, Copy, and Paste commands are also here.

Insert: This tab contains commands that allows you to insert various objects such as pictures, tables, and
shapes into the document.

Design: In this tab you can change the way the document looks and add visual features.

Page Layout: Here you can change the position of the text on the page and the document formatting.
References: You can manage your sources and citations. You can also add a table of contents and footnotes
here.

Mailings: This tab lets you set up and use the Mail Merge feature of Microsoft Word.

o
SKILL
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v Review: This tab allows you to use spell and grammar check, insert comments, track changes that you have
made to the document, and use a thesaurus.

v View: In this tab you can change how the Word window looks

File Home Insert Design Layout References Mailings Review View

The Title Bar
Next to the Quick Access toolbar is the Title Bar. The Title Bar displays the title of the document on which you are
currently working. Word names the first new document you open “Document1” until you save it and give it a new

name.

Intro to Word 2016 [Compatibility Mode] - Word
—

The Ruler

The ruler is found below the ribbon. Using the ruler, you can efficiently adjust your page margins and paragraph
indents.
(3] 200 TN EEYEEE TRRTYYS IRRTRERC IRRYRYRY IRRNRRRTION, ] =
To view your ruler:
1. Click the View tab. < Ruler
2. Click the check box next to Ruler in the Show group. When the box is | = e
checked, the ruler is visible.

Mavigation Pane

Show

The Text Area

Just below the ruler is a large area for your work. The blinking vertical line in the upper-left corner of the text area is

the cursor. It marks the insertion point. As you type, your text displays at the cursor location.

The Status Bar
The Status Bar appears at the bottom-left corner of Word. The status bar displays the current page and the word

count (the number of words) of your document. You can customize what displays on the Status Bar.

Page 130f 19 1 of 4491 words [[®

——
Customize Status Bar

Formatted Page Number 1

To customize the status bar:

Section 1

<

Page Number Page1l of 26

1. Right-click the status bar. Vil Pagestion st
2. Select the options you want displayed from the menu that appears. o ;
3. Click an item to select it or deselect it. A check mark next to an item || .. o

Spelling and Grammar Check Checking
e \ Longusge

means it is displayed in the status bar. o .
Information Management Policy off
Permissions off
Track Changes Off
Caps Lock off
Overtype Insert|
Selection Mode

Macro Recording Mot Recording
Upload Status

Document Updates Available No

View Shortcuts

T I R S Y

Zoom Slider

Zoom 100%)

o
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Document Views

In Word 2016, you can display your document with one of the following five views: Draft, VWWeb Layout, Print Layout,

Full Screen Reading, or Online Layout. These settings are found in the View tab.

File Home Insert Design Layout
[=] outline Ruler

[;j |:| D [= Draft

Read Print Web
Mode Layout Layout

Views Show

Gridlines

Navigation Pane

References

Mailings Review

Q _) ] One Page Eﬂj E

—E G Multiple Pages m
Zoom 100% New Arrat
) Page Width Window Al

Zoom

v" Draft View: Draft view eliminates excess space. You will not be able to see margins or the page layout.

v" Web Layout: View your document as it would appear in a web browser such as Internet Explorer.

v' Print Layout: Shows everything from margins to page layout. It is the most common document view, as it

shows how the document will look when printed

v Read Mode: You can view how your document looks as a two-page spread. This is a great way to test how

your document may look on tablet devices. You cannot edit while in this mode.

v Outline View: Displays the document in outline form. You can display headings without the text. If you move

a heading, the accompanying text moves with it.

NOTE: You cannot edit while in Read Mode. However, you can make some setting adjustments such as changing the

background to Sepia. You still have full access to the Backstage. To get out of Read Mode, hit the Esc key on the

keyboard.

 Select the options you want displayed from the
menu that appears

 Click an item to select it or deselect it. A check
mark next to an item means it is displayed in the
Status bar.

Understanding Document Views

in Word 2013, you can display five views: Draft,
Ly

3. Print Layout:
ment wil loo

4. Read Moda: Yo «

Exercise

v' Change the document view to Read Mode
v" Change the document view back to Print Layout.

5. Outline View: ¢
without th

You should use Draft view for these lessons. Before moving ahead, make sure
you are i Draft view:

1. Click the View

tab.

2. Click Draftin the

Document Views
group. When the Draft option s selected it appears in a contrasting color.

w

Co-funded by the
European Union

(&)

IOM=«0OIM




CREATE & SAVE A DOCUMENT

Create a document
Once you open Word 2016, you have started a new document. You will see a blank page and a blinking cursor.
Either before you start or shortly after, you should save your document. Saving a document frequently prevents a
loss of file if your computer unexpectedly shuts down. At

Document’ - Word

this point, you can start entering text. You may need i T VI U R
several sessions in Word to complete final versions of Gl {1+ 4 M- 0 R e e AaBCs ottt AQB sasbec

b RRTS R R RS A T8 AV € Be B | lomd | ThoSpic. Heatog) Hedng2 e Sbide
lengthy or complex documents. i

Ipvoard 3 font a Paragraph

When you type text into a Word document, each
character appears to the left of the blinking insertion
point (the cursor) in the document window. The text you
enter a document can include letters, spaces, numbers, TR MG 08 e ey
and symbols. As you type, the insertion point moves

across the screen from right to left.
Try typing: The quick brown fox jumps over the lazy dog.

Save a document

The Save As menu appears the first time you save your file. You can also use the Save As menu to save different
copies of the same file by giving each copy a slightly different file name. This can be done at any time. Example:
myfile.docx and myfile2.docx.

You can save your file before, during, or after you have finished your session. Let’s save your file now so you can
learn about the Saving screen. Open the Save As screen. By default, you have two places that you can save your file:
(1) directly on your computer, or (2) in a OneDrive Account

Your OneDrive account is a cloud storage service where you can save your file on Microsoft’s servers instead of your
computer. This option allows you to access your files from any computer, anywhere that has Internet access. For this
course we will not be going over OneDrive, only saving our file to the computer. For more information, including
pricing, please visit onedrive.live.com/about. Unless you want to use a OneDrive account, you will save most of your
files to a computer. From the Save As screen:

1) Select This Computer 2)  Click Browse.
[ ]
» <« My Documents » Classes » Word » Intro 2 ~ [ 42| [ Search intro o
Organize + New folder 5 =~ @
5| Documents P Name = Date modified Type Size
@' Music i
s @= Intro to Word 2010 4]. 52 PM
=) Pictures :
P 3 @= Intro to Word 2013 05 PM
B videos

@= Word Practice file 00 PM

% Computer
&L Local Disk (C) | _
e HP V100w (E3)

€ Network =||Re w +

File name: | UTRCRNSEPITE] i =

Save as type: Word Document [ -

Authors: Tags: Add atag

[F] Save Thumbnail

~ ' Hide Folders Tools ~ | save | [ cCancel |

w
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-10 -

You can also use the Save As dialog box to save different copies of the same file by giving each copy a slightly different

file name.

1.

File Name box: Word will automatically insert a default filename when you first save a document. This
default is always the first phrase in the document, but you could modify it. Word can handle filenames of up
to 255 characters. These filenames can include uppercase and lowercase letters, numbers, and even spaces.
However, they cannot contain the following symbols: < >: % |\ “ " 7/

File Path: At the top of the box, you can see the file path of the document. The File Path

shows which folders the document is saved under.

File Location: The default location where the document will be saved is My Documents. To store the
document in a different location (including flash drives), you can click on the folder or drive on the left side
of the Save As dialog box.

Similar Files: When you are saving a document, files of similar types will be displayed. For example, if you are
saving a Word 2016 Document, you will see other Word 2016 (.docx) documents listed.

New Folder: You might consider creating a new folder before saving your file. This step will help you organize
and find them later.

File Type: When you save a file, you can also change its format type. For example, you can save your file as
a PDF (protected document format) or as a Word Document. Click the drop-down box to save your
preferred type. The file type is denoted by the file name’s extension (.pdf, .doc, .docx, or jpg).

Exercise

v
v

v

Save your document to the Desktop.

Change the name of your document. Use something simple, like the title of the document
or your last name.

Make sure that the file type of the document is a Word Document.

What happens when you exit out of Word before saving a document?

You have three options: A

If you click the “X” before you save, you will

see the pop-up to the right. Micrasoft Word =)

S 1% Do youwant to save changes you made to Document1?

v" Save to open the Save as dialog box. [ Save ] [ Don't Save ] [ cancal

v" Don't Save to discard the document.
v" Cancel causes Word to return to the document.

Co-funded by the
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OPENING EXISTING DOCUMENTS

Documents previously stored on your computer or
OneDrive can be opened for revision. Choose Open
from the backstage. If the file you that you want to open
is on OneDrive, then select OneDrive to download and
edit files stored in your OneDrive account (see page 5
for more information). Notice that recently saved
documents are listed on the right side. You can open
these by clicking on the folder or file name.

If you don't see the file that you need, choose Browse.
This will cause the Open dialog box to pop up. It is very
similar to the Save As dialog box. Use this tool to search

for and open your file.

Open Dialog Box

If you see your file in the current location, select it, and click Open (4). A file saved in a specific folder is opened by
double-clicking the folder to view the files in the folder (2). For a file saved on a flash drive, select the flash drive on
the left (1) to view folders and files on it. If you do not remember where you saved the file, you can type the file
name in the Search Box (3) and click the magnifying glass symbol to search for it.

il ,
»

i

@ [ Libreries » Documents » MyDocumenI} [ =

Organize v New folder 3
I (W] Microsoft Word [  Documents libr. —
Arange by:  Folder v
My Documents
't Favorites hime Size
B Desktop
CE
18 Downloads
%] Recent Places Classes
= Computer C
3 Libraries i My Music
[ Documents | £l My Pictures
&M & My Videos
5 Pictures OneNote Notebooks
B Videos Fessport
Project Learn
/8 Computer &1 KnowltNow 24x7 2 KB
&, Local Disk (C))
- HPVIOOW (E)  ~
File name: All Word Documents -
Tunl4 Cancel |

NOTE: Search will only look through one drive at a time. To search your flash drive, you need to click the icon located
on the left side.

Exercise
v" Click on the File tab in the upper-left corner.
v Click Open.
v" Find the file that you saved in the last lesson and open it.

Co-funded by the
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PRINT PREVIEW & PRINTING

-12 -

Print Preview
You can preview your document before you print it.
This ensures the document will have your preferred

look/layout. To access the print preview:

1) Click the File tab 2) Click Print.

The Print Preview in Word 2016 is automatically
displayed with the print menu. To return to the

Word window without printing, click the arrow at

the top-left corner.

Printing
After you create a new document, you can print it. You do not have

to save the document beforehand. Click the File tab and click ) 1
Print. It’s the same menu from the previous lesson. You can use P Il ﬂt /
this menu to adjust your current print settings. For example, you cosies 1 <
opies: -
can specify how many copies you need or the portion of the %ﬂ
document you would like to print (e.g., single page or paragraph). Print
: . . Printer i 2
Before we go any further, let’s look at other Printing Options
) ) ) ) @f; BW Passport Acceptance Of... .
including selecting a range (set of pages you want to print) & Ready
and choosing a printer. 4 Printer Properties
Settings
. . . Print All Pages .
1. Determine how many copies to print. WD The whole thing
2. Select which printer to use. You should verify that the Pages:
correct printer is selected if you have access to more than one EI Print One Sided - — 3
) Only print on one side of th..
prlnter' ||=|:|-|=|:| Collated .
3. If your printer is capable, you can print on both sides of 123 123 123
the paper (called duplex printing). D Portrait Orientation - 5
4. Select the print range (all, specific pages, or selection). ] Letter /
i ifi . 85" x11"
To print specific pages, type the page numbers in the Offce 2003 Defaut Margins
Pages: box. L Left 125" Right 1257
5. Select paper size. Typically, you will use 6 | , D 1Page Per Sheet -
“letter size” or 8.5” x 11", Page Setup
6. You can opt to print multiple pages per sheet. This will
decrease the size of your text.
If your printer is Wi-Fi enabled, make sure it is your printer you are printing to!
— Co-funded by the A
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CUT, PASTE & COPY

To Cut: means to remove the text from your document and store on your Clipboard

To Copy: means to make a duplicate of it.
To Paste: means to deposit the text that you have either cut or copied

X, cut pE ER Copy

to another location in your document, or to a different document.
Use format painter to apply formatting settings to another set of text on your document, ¥ Format Painter

Tip: This is great for keeping any headings or titles consistent in your document.

Clipboard

The clipboard is a feature of all Microsoft Office products. It is a temporary holding place of Clipbosrd

text or images that you have copied or cut. Clipboard T
Paste All Clear All

To see what is stored on the clipboard: Cony ot 0 coieet s

1.Click on the Home tab.

2.Click on the right corner button ( —=L) on the Clipboard group. The Clipboard appears.

Exercise 1: Copying
Highlight your name.

v’ Click on the copy icon ( =2 C9P¥ ) in the ribbon. This creates an invisible copy of your name.
v Move the cursor down a few lines by pressing the Enter key on the keyboard.

v" Click the paste icon ( “_]). This should paste a second copy of your name on your document. Every time

Paste
you click the paste icon, another copy of your name appears.

Exercise 2: Cutting
v" Once again highlight your address.
v Click on the cut icon in the toolbar. This cuts the original text (e.g, your address) from the document. It
disappears from the document and is now on the clipboard.
v" Click on a different area of the document.

v" Click the paste button. Your address now appears in a new spot.

Co-funded by the A
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HIGHLIGHTING & CHANGING THE FONT

-14 -

Highlighting

Many of Word'’s shortcuts and functions require that you know how to highlight text.

How to Highlight

1.Position the cursor in front of the first letter of your sentence.

2.Click the mouse button once, so that the blinking insertion point is present.

3.Click on the left mouse button and hold the button down; then drag the mouse over the entire sentence.
4 Release the mouse button.

5.Notice that your sentence now appears in a different color. This is called highlighting.

6.To remove the highlighting, click anywhere outside the highlighted text.

Select with the Shift and Arrow Keys

1.Position the cursor in front of the first letter of your text. Click the mouse button once so that the blinking insertion
point is present.

2.Hold down the Shift key on the keyboard.

3.As you hold the Shift key, press the right arrow key. This will highlight one letter at a time.

4.Press the down arrow key until the first paragraph is highlighted.

5.Click anywhere outside the highlighted area to remove the highlighting.

If you need to highlight the entire document, press the Ctrl and A keys at the same time.

Changing the Font
A font is the style, or typeface, of the text. Some of the most common fonts are Calibri, Times New Roman, and
Arial. The default font of Word 2016 is Calibri. Font sizes are measured in points. Point size is the vertical measurement
of a character. One-inch equals 72 points. The most common point sizes are 10 and 12 points. This handout is written
in 11 pt. Arial.

Point

Font

alibri (Body) ~ |12 ~#@*™E | Aa- | A

B I U -~ abe X, X° &,ay,_&,

Font [

The ribbon has shortcuts to make it easier to change the size, shape, and style of your font. From here, you can
Bold ( B ), Italicize ( £ ), or Underline your text. You can also change the point size and the font style. First
highlight the text, then select the command. If you decide to type in 16 point and Times New Roman font at the
beginning of your document, this decision will remain as you continue to type (provided you don’t change these
settings).

Exercise

1.Type your name 3. Click the drop-down arrow on the Font menu bar. It's located under the home tab.

o
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2.Highlight your name. 4. Select a different font style.
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LINE SPACING

The default line spacing of Word 2016 is multiple spacing. This means when you press Enter, there will be a wider
space in between sentences. You can change the default line spacing at any time. For example, you can change the
setting when you open a new document, in the middle of drafting a document, or after you have finished. Some users
prefer to type their document first and format it (or change the style) after they've typed. Others prefer to format

before typing.
Paragraph P
Exercise
v Type your name and address as three (3) different lines. It Paragraph L9 o
should look like this: Indents and Spacing | Line and Page Breaks
General
Alignment: IZ|

Twinsburg Library 10050 Ravenna Road
Twinsburg, Ohio 44087

Qutline level: |Body Text |Z|

Indentation

Left: 0" s Spedial: By:
v" Highlight your name and address. Right: - = g [2] b 12
v" Click on the Paragraph icon or on the paragraph’s right ] Mirror indents
corner button (™= ) to reveal the paragraph dialog box. spacing
v" Notice the option to change the line spacing. Click on the Before: opt £ Line spacing: At
after: opt = Single |Z| =

small triangle under Line Spacing and choose single.
v Click OK.

[7] Don't add space between paragraphs of the same style

Preview

You can change line spacing for an entire document by specifying

the spacing before you begin typing. Or you can change the line

spacing by highlishting a specific paragraph (as you just did). | Tebs.. | [setaspefaut| [ ok | [ concel
pacing by hignlighting a sp paragrap you |
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SPELLING & GRAMMAR CHECK

-16 -

Grammar Check
A feature of Microsoft Office that checks for grammar errors throughout the document.
Spell Checker

A feature of Microsoft Office that checks for spelling errors throughout the document.

What do the lines mean?
When you see wavy blue lines, this means that grammar check has found a possible grammatical error.
When you see wavy red lines, this means there are possible misspellings. If it's spelled correctly, you can always add

the word to its dictionary, so it doesn’t keep coming up as a misspelled word.

How to Fix Errors

v You can right-click over the red or green lines. Word will Wheah Wateh
display a menu of how to correct any possible mistakes (see Witch N
rlght) Dutch

v You can select Spelling & Grammar under the Review :::::Y

ribbon

Ignore All
\ F\¢BC IE |f: | Add te Dictionary
. . % Hyperlink...
Gpelling & Define Thesaurus Word
A MNew Comment

Grammar Count
Proofing
spelling - = You will see a pane open on the right side of your screen that displays possible
spelledd mistakes in the document.
== e v Click Change if you agree with Word's suggestion.
spelled
’ v Click Ignore if you do not agree.
v Click Ignore All if you want to ignore all instances of the word in the current
Change Change All document.
o v Click Add to add the word to the dictionary of your computer. Click
spelles 7]
ys— Change to change only this instance of the word.
- brou.ght
e v Click Change All to replace all instances of the misspelled word with the

Sign in Using Your Microsoft Account

suggested word.

AutoCorrect: A default feature that automatically corrects common typos and grammar =

errors without your involvement. You can decide to keep this feature active or turn it
off. To turn AutoCorrect off:

1. Click File.

2. Click Options.

3. Click Proofing.

4 Click AutoCorrect Options.
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BEYOND TYPING: USING THE KEYBOARD

The following commands can be used on your keyboard to navigate within Microsoft Word.

One character to the left or right Left Arrow or Right Arrow

One word left or right CTRL+Left Arrow or CTRL+Right
Arrow

One line up or down Up or Down Arrow

One paragraph up or down CTRL+Up Arrow or CTRL+Down
Arrow

One page up or down Page Up or Page Down

To left or right end of current line Home or End

CTRL+Home or CTRL+ End

To first or last character of the entire

-17 -

document

Basic Shortcut Keys for Navigating Through Documents

The following are keyboard shortcuts (keys are bolded):

Function Description Keyboard Shortcut

New Creates a new blank document Ctrl+ N

Open Opens a saved document Ctrl+ O

Save Saves the current document Ctrl +S

Print Prints the current page Ctrl +P

Undo Cancels the last change to the document Ctrl+Z

Copy Copies the selected text to the clipboard Ctrl + C

Paste Pastes the cut or copied selection Ctrl +V

Cut Removes the selection and places it in the Ctrl + X
clipboard

Find Finds text within the current document Ctrl+ F

Help Opens Word’s Help Center F1
Displays the next page Page Down
Moves the cursor to the top of the next page Ctrl + Page Down
Displays the previous page Page Up
Moves the cursor to the top of the previous page Ctrl + Page Up
Moves to the end of the current line End
Moves the cursor to the end of the document Ctrl + End
Moves to the beginning of the current line Home
Moves the cursor to the beginning of the document Ctrl + Home

o
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