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ELEMENTS OF MICROSOFT WORD

The Word Window

To open Microsoft Word:

1. Click the Start button on the Taskbar.
2. Select Programs and click the Microsoft Word program icon M

Title Bar

Menu Bar
T ocwment - Microsalt Ward

. Standar d Bt E=
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Formatting
Toolbar

Scroll
Bars
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Status Bar
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TERMINOLOGY

Term

Definition

f_l Bocument] - Microsoft Word

Title bar

The colored bar at the top of a
window containing the name of the
application and document name.

@

Minimize button

The leftmost button in the upper
right corner used to minimize the
window.
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Maximize button

The middle button in the upper right
corner used to maximize the window
to its full size.

Restore button

When a window is its maximum size,
the Restore button is available. It
is used to make the window return
to its prior size.

41
i)

Close button

The rightmost button in the upper
right corner used to close the active
window, dialog box, or toolbar.

¢ FEile Edit ‘iew

Menu Bar

The bar directly under the
application title bar containing drop-
down menus for the application.

AR =R~ W= NN

Toolbar

Standard toolbar i contains tools
that are commonly used.

Horizontal Ruler

Used to change margins and set
tabs.

Horizontal &

< » Vertical scroll Used to scroll through a document.
bars
The four buttons at the bottom left
= @|E|= E View buttons corner of the screen used to change
the view of the document.
The bar located at the bottom of the
w! w1 W wppr Status Bar window containing the status of the

application and the active file.

Office Assistant

An animated object that can offer
tips and advice.
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CUSTOMIZING TOOLBARS

1. Click on the View menu, select Toolbars, and click on Customize

2. The Customize dialog box appears:

Tookars | Commands | Options

Toolbars:

|

|+ | Formatting

3-Dr Settings

ko Texk

Conkrol Toolbos

Dakabase

raning
Cirawaing Canmas

E-rnai

Extended Formatting

Forms

Frames

Function Eey Display

Japanese Greetings

Mail Merge v

IO OIS

keyboard... ] [ Closs

Toolbars Tab : Shows all available toolbars. Click on the checkbox
next to a toolbar to enable. Clicking on the reset button will revert
all toolbars to the original configuration.

Commands Tab : Shows a list of all available commands. Click and
drag icons onto an existing toolbar to create a customized toolbar.

Options Tab : With Word 2000, the Standard Toolbar & Formatting
Toolbar share one row. Another new feature of Word 2000 is the
AMenus show recently used commands
these features, deselect the checkboxes for the feature you would
like to turn off.
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Creating a New Document

1. Click on the File menu, and select New.

2. Notice on the right side there is now the Task Pane which gives
you additional options while you use the program. Click on
_] Blank docurent on the Task Pane.

Task Pane
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Opening a Document

1. Click on the File menu, and select Open.
2. The open dialog box appears.
3. Select the drive and directory that contains the file.
4. Select the file and click Open, or double click on the file icon.
Look in: |L‘3MyDncuments V|@'Lj||a?‘x L i ™ Toals~
(5] My Data Saurces WwoRrD2
L\é EAmy music B word Basics
My Recent | |2}y Pictures
Documents IEMY Videos
= l.ﬂ-_]#.-:cessz
: LE-'I_]Iilrant_:|in|'|'l'u;| Access
Deskiop B excetz
LE-'I_]'Il'utre:rrnzl: Basics
N I%]Intrn ko Excel
_____)" @lnuk'ﬂg Into Windows
My Documents | B8] outloak
— @PCTrDubhshmthg
: ’ ! l B powerPoint: basics
Ny @WabDasignBasics
My Computer | B ywhat's in the box
% Fil= name: | w I
My Network | =
Flaces Files of type: sl Files v| I Cancel L
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Common Keyboard Commands

Arrow Keys

Moves cursor one character at a time in
the direction of the arrow.

Control + Arrow

Moves the cursor one word left or right, or
one paragraph up or down.

Page Up

Moves the cursor up one screen.

Page Down

Moves the cursor down one screen.

Control + Page Up

Moves the cursor to the previous page.

Control + Page Down

Moves the cursor to the next page.

Home Moves the cursor to the beginning of the
current line.
End Moves the cursor to the end of the current

line.

Control + Home

Moves the cursor to the beginning of the
document.

Control + End

Moves the cursor to the end of the
document.

Control + G

GoTo command. In the dialog box, type
the page number to go to, and press the
enter key.
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Selecting Text

To Sel ec

Do é

A word

Double-click the word.

A few words
in a sentence

Drag over the words.

A line

Click to the left of the line. *

A sentence

Hold down the Ctrl key and click in the sentence.

A paragraph

Double-click to the left of the paragraph. *

A block of text

Click at the start of the text you want to select,
hold down the Shift key, and click at the end of
the text.

Several paragraphs

Double-click to the left of a paragraph and then
drag up or down. *

The whole document

Press Ctrl+A or click on Edit, Select All, or triple-
click to the left of the text. *

* Make sure the pointer points to the right before clicking.

Microsoft Word - Basics
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Saving a File

1. Click on the File. menu and select Save, or click on the Save
button : 9 3 (3 | = in the Standard toolbar.

1 | f the file was saved previously, y
for the name and location to save the file.

2. In the Save dialog box, select the drive and directory to save
the file in.

Type a name in the File Name box.
Click the Save button.

Save As @@
swer: | 1 CONGENED v @3 |@ X [ - Took-

“eLocal Disk ()
-,,“} 5D Drive (1)
Iy Recent LA CD-RW Drive {E:)
Documents U3 System {F:)
@ o Removable Disk (G:)
Deskiop
Iy Dizcurents
iy Caomputer
Fil= pame: Docl w Save
My Metwork - =
Flaces Save as BYPEd | word Document b
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Switch Between Open Files

1. With several files open, click on the Windows menu.
2. All open documents are listed at the bottom of the men u.

3. Click on the name of the document to switch to.

Opening From The Recently Used List

Click the File Menu.

2. Alist of the Recently Used Files is listed at the bottom of the
menu.

3. Click on the document to open.

1 To change the number of files kept in the Recently Used
File list, click on the Tools menu and select Options.
Click on the General Tab, locate the Recently Used File
settings, and modify as desired.

Options EJEJ
Security Spelirg & Grammar Track Changes
Lser Infarmation Compatibiity File Locations
Yigw Genaral Edit Print Save

eneral options
[+] allowe skarting in Reading Layout

[] Provide Feedback with sound

Provide Feedback with animation

[7] Confirm conversion at Cpen

Update autamatic links at Open

[+] rail as attachmer _
Recerly used file list: |4 % | enkries
[] Help For WordPerfect users

[] Mavigation keys For WardPesfeck users

[] &llaw background open of vweh pages
Autornatically creake drawing canvas when inserting AutoShapes

Measurament units: Inches =
[ Show pieels for HTML Features
| Sersice Options... | | web Cgticrs... | [ E-mal Options... |
[ ok ][ cance |
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Closing a File

1. Open the File menu and click on the Close command, or click
the Close button on the top right corner of the
window.

2. If you did not save your document before closing, click Yes to
save your changes.

Microsoft Office Word

I E Do you wank ko save the changes to Document1?

I Yes | 1 Mo I ICan:all

omplete Exercise 1
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EDITING DOCUMENTS

Editing Text

MOVING TEXT

1.
2.

Select the text.
Click on the Edit menu and select Cut, or click on the Cut

button _:_"'| ﬂ on the toolbar.

Click to place the insertion point where you would like to add
the text.

Click on the Edit menu and select Paste, or click on the Paste

button &, X @ on the toolbar.

COPYING TEXT

Select the text.
Click on the Edit menu and select Copy, or click on the Copy

button @ ) on the toolbar.

Click to place the insertion point where you would like to add
the text.

Click on the Edit menu and select Paste, or click on the Paste
button dﬂ " on the toolbar.

DELETING TEXT

1.
2.

Select the text.
Press the Delete key on the keyboard.
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Undo and Redo

The Undo command can be used to reverse a command or several
commands.

1.

Click on the Edit menu and select Undo or click on the Undo
button @ " on the toolbar. This will reverse the last
-

-

command that was performed, one at a time.

To reverse several commands at once, click on the arrow next

to the Undo button. ""GF“ .

A list of commands appears in order of most recent first.
Scroll to select all the actions to undo.

If you undo too many commands, click on the Redo button

to redo the reversed
i_'j L

commands one at a time, or click on the arrow next to the Redo

button__ to select sever al commands
] ~ B
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Spelling & Grammar  Checking

Word will automatically check for spelling and grammar errors as you
type unless you turn this feature off. Spelling errors are noted in the
document with a red underline. Grammar errors are indicated by a
green underline.

To use the spelling and grammar checker, follow these steps:

click on the Spell Check button ': A== PR on the

1. Click on the Tools menu and click on Spelling and Grammar, or
toolbar. ‘

2. The Spelling and Grammar dialog box will notify you of the first
mistake in the document and misspelled words will be
highlighted in red.

The guick brown fox jumps over the lazy slele).

Spelling and Grammar: English [LJ.5.) fz]

Blot in Dickionary; )
The quick brown fox jumps over the lazy 2
I

oo
g

Suggestions:

dog

doggy

&

din

[+] Check grammar

1 Ignore Button - If the word is spelled correctly, click the

Ignore button or click the Ignore All button if the word appears
more than once in the document.

1 Change But ton - If the word is spelled incorrectly, choose one

of the suggested spellings in the Suggestions box and click the
Change button or Change All button to correct all occurrences
of the word in the document.

1 Add Button - If the word is spelled correctly a nd will appear in

many documents, click the Add button to add the word to the
dictionary so it will no longer appear as a misspelled word.
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3. If Word finds a grammar mistake, it will be shown in the box along with the
spelling errors. The mistake is highlighted in green text.

1 Change Button - Several suggestions may be given in the
Suggestions box. Select the correction that best applies and
click Change.

1 Ignore Button - If no correction is needed, click the Ignore
button.

1 Note: As long as the Check Grammar box is checked in the
Spelling and Grammar dialog box, Word will check the grammar
of the document in addition to the spelling. If you do not want
the grammar checked, remove the checkmark from this box.
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