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Opening Microsoft Word

1. Double click on this | |3 | icon for Microsoft power point
on the desktop. B

2. Click once on the Start button = All programs
- Microsoft Office 2007 = Microsoft power
point.

Create a new presentation:
MS Office Button >> New

Open an existing presentation:
MS Office Button >> Open

Save the current document:
MS Office Button >> Save

Save a document under a different name:
MS Office Button >> Save As...
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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.

4. use arrow key on keyboard
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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.

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 =——p select =———p 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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To Copy & Paste Text

1. Select the text to be copied.

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

3. Right click choose copy

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

5. Click the Paste command in the Clipboard Group OR (control + v).
6. Right click choose past

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. Right click choose cut

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

5. Click the Paste command in the Clipboard Group OR (control + v).
6. Right click choose past
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Format painter ==

. . . . Perpet
It is used for coping and pasting formatting shape. e _ _—
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Clipboard M=
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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.
3. Make formatting option adjustments as needed
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