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Microsoft Word

Microsoft Word is program that can be used to type documents, from
simple letters to illustrated newsletters.

Opening Microsoft Word

1. Double click on this icon for Microsoft Word on the

desktop.

2. Click once on the Start button === All programs
Microsoft Office 2007 = Microsoft Office Word 2007

6 5 4 3 A

I s AW (

1. Exist ’9;, e .
2. Maximize ‘. Loty NN S-SR Rl _mf_rf;wm’ aatve: smce AQB o0 - M '?:_
3. Minimize M e BB A R BEBEB S e s owgn roml e em sewie e T
4. Title bare . Bt _é-"_l‘*_.4_.::;-____,_'n';f,'_-'.u-m..;-.._......-.:.h_-u-...--'_.'fz.l-_;,-..; S
5. Quick Access .

:

Toolbar i
6. Office button
7. Scroll bar 10
8. Document view 3
9. Status bar

10. Ruler

-

-
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Explain keyboard

Escape [Funchonj [ Enter ] Dckspace Delele %ﬂl&feen ;Scroll indicators
Capitals j r——

Lock "
\!

L

Shift

Control

LWmdows M@é [_%mdows Menu\) Controlx Shift Arrows [ Number Pad

Home
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Moving Around Within a Microsoft Word Document

1. Use the scroll bars.
2. Use the wheel between the left and right mouse buttons.
3. Use the Page Up and Page Down keys.

Typing and selecting text.

1.Click at the beginning of the text to be selected then drag the mouse over
all the text to be selected.

1.Click at the beginning of the text to be selected then drag the mouse over
all the text to be selected.

2. Double-click on a word to highlight and triple-click inside a paragraph to
highlight the whole paragraph.

To Select All of the Text in a Document

Edit at the tOp SCreeN =mmm——p select === select all OR (control + A)

To Delete Text

1. Select the desired text or word then press delete or backspace key on the
keyboard.

2. Click in the document after the text to be removed and press the Backspace
key on the keyboard.

To Replace Text

Select the text to be replaced and type the new text.

To Insert Text
Click at the beginning of the area where you want your new text then type new
text.
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Vo e
-f Home Insert Pag
B Perpet
Pafte f Format Painter B 2
Clipboard P
To Copy & Paste Text
1

1. Select the text to be copied.

2. Click the Copy command in the Clipboard Group under the Home tab OR
(control + ¢)

3. Click once at the beginning of the area where the text is to be inserted.

4. Click the Paste command in the Clipboard Group OR (control + v).

To cut & Paste Text

1. Select the text to be cut.

2. Click the cut command in the Clipboard Group under the Home tab OR
(control + x)

3. Click once at the beginning of the area where the text is to be inserted.
4. Click the Paste command in the Clipboard Group OR (control + v).

Format painter

It is used for coping and pasting formatting shape.

Formatting Text

1. Select the text to be formatted
2. Select the formatting options you want to apply on the ribbon.

Formatting as you Type

You can also type text with a specific format style. To do this:
1. Select the formatting options you want to apply.

2. Begin typing.
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3. Make formatting option adjustments as needed

D) Ed -0 )<
:‘.;g/x
— Home Insert Page Layout References !

PN

Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands
that you may want to use. (Undo and redo) ( Ctrl + Z) (Ctrl +Y)

You can also add items to the quick access toolbar. Right click on any item
in the Office Button or the Ribbon and click on Add to Quick Access
Toolbar and a shortcut will be added to the Quick Access Toolbar.

To Correct Spelling and Grammar Errors as You Type

- 1. Word displays a red squiggly line under each spelling error and a

: green squiggly line for each grammatical error that it finds in your
document.

: 2. Left-click a suggestion to change your word to the suggested word.
- 3. Click “Ignore” if you choose not to accept any of the suggestions.

To Save Your Work for the First Time /or under a New Name

To save your new document, click the Microsoft Office Button . Then
click Save Or ( Ctrl +s) and choose where it is saved on your

computer .
f ==}
Printing '-'.:.; - e .

1. Click the Microsoft Office Button. i oy
2. Click on Print. o
3. Select the number of copies desired under Copies. | =
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4. Select the desired pages to print under Page Range.
5. Click OK in the bottom right corner of the print window.
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