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CHAPTER 2: Microsoft Word Basics

( Objectives: \

=1 a.) Recognize the importance of word processing.
7 [- b.) Indicate the names and functions of the Word interface
\\% components.
= c.) Create, edit, save, and print documents to include
k documents with lists and tables. )

Microsoft Office Word allows you to create and edit personal and business documents,
such as letters, reports, invoices, emails and books. By default, documents saved in Word 2007
or higher are saved with the .docx extension. Microsoft Word can be used for the following
purposes —

e To create business documents having various graphics including pictures, charts, and
diagrams.

e To store and reuse readymade content and formatted elements such as cover pages and
sidebars.

e To create letters and letterheads for personal and business purpose.

e To design different documents such as resumes or invitation cards etc.

e To create a range of correspondence from a simple office memo to legal copies and
reference documents.

Microsoft word was released in 1983 as Multi-Tool Word. Its first version was based on the
framework of Bravo which was world's first graphical writing program.
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Lesson 1: Exploring the Window
Following is the basic window which you get when you start the Word application. Let us
understand the various important parts of this window.
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Office Button

Microsoft Office Button is located on the top left corner of the window. You can click it
to check the Backstage view. This is where you come when you need to open or save files,
create new documents, print a document, and do other file-related operations.

Quick Access Toolbar
This you will find just beside the office button. This is a convenient resting place for the
most frequently used commands in Word. You can customize this toolbar based on your comfort.

Ribbon

Insert Page Layout References Mailings Review View “
=¥ 4 Calibri (Body) U 1 = = i Et ’—T % G 0.
B B 7 U-sex, x & EXE=BE = | AaBbCc | AaBbCc AaBbC: _
Pafte 7 | A A A CerEErc fNormal | fiNo Spaci.. Headingl - g:;::‘o.e Editing
Clipboard '» Font Paragraph (v Stytes I

Ribbon contains commands organized in three components -
e Tabs - These appear across the top of the Ribbon and contain groups of related
commands. Home, Insert, Page Layout are examples of ribbon tabs.
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e Groups - They organize related commands; each group name appears below the group
on the Ribbon. For example, group of commands related to fonts or group of commands
related to alignment, etc.

¢ Commands - Commands appear within each group as mentioned above.

Title bar

This lies in the middle and at the top of the window. Title bar shows the program and
document titles.

Rulers

Word has two rulers - a horizontal ruler and a vertical ruler. The horizontal ruler appears
just beneath the Ribbon and is used to set margins and tab stops. The vertical ruler appears on
the left edge of the Word window and is used to gauge the vertical position of elements on the
page.

Help
The Help Icon can be used to get word related help anytime you like. This provides nice
tutorial on various subjects related to word.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control consists of
a slider that you can slide left or right to zoom in or out; you can click the + buttons to increase
or decrease the zoom factor.

View Buttons

The group of five buttons located to the left of the Zoom control, near the bottom of the
screen, lets you switch through the Word's various document views.
e Print Layout view - This displays pages exactly as they will appear when printed.
e Full Screen Reading view - This gives a full screen view of the document.
e Web Layout view — This shows how a document appears when viewed by a Web browser,
such as Internet Explorer.
e Outline view - This lets you work with outlines established using Word’s standard
heading styles.
o Draft view - This formats text as it appears on the printed page with a few exceptions.
For example, headers and footers aren't shown. Most people prefer this mode.
Document Area
This is the area where you type. The flashing vertical bar is called the insertion point and
it represents the location where text will appear when you type.
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Status Bar

This displays the document information as well as the insertion point location. From left
to right, this bar contains the total number of pages and words in the document, language, etc.
You can configure the status bar by right-clicking anywhere on it and by selecting or deselecting
options from the provided list.

Dialog Box Launcher
This appears as very small arrow in the lower-right corner of many groups on the Ribbon.
Clicking this button opens a dialog box or task pane that provides more options about the group.

Lesson 2: Text Basics
How to Insert Text in MS Word?

The basic steps to insert text or to create A ﬂﬂ A~ |2 signature Line - TC Q
a new document in Word are listed below: = — (3} Date &Time :
Text | Quick WordArt :,_-::_‘ g Object - Equation Symbol
e Go to the start menu and look for ez jPfarts® = cop ! . .
Built-In b
Microsoft Word icon
o Click the icon to open the Microsoft ==
Word
e You will see a blinking cursor or Alp;abetqm
insertion point in the text area below Centered pull quate with
. daouble-border
the ribbon o
. Simple Text B Alphabet t Alphabet Sideb
e Now, as you start typing, the words e e = e e
will appear on the screen in the text
area
e To change the location of insertion
point press spacebar, Enter or Tab
keys
Annual Quote Annual Sidebar Austere Quote @
a7

How to Delete Text in MS Word?
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You can easily delete the text in Word including characters, paragraphs or all of the
content of your document. Word offers you different methods to delete the text; some of the
commonly used methods are given below: —

e Place the cursor next to the text AR I : -

then press Backspace key . o

e Place the cursor to the left of the & '
text then press Delete key ;

o Select the text and press the -
Backspace or Delete key

e Select the text and type over it the . Learn Ms Word <= Text is selected
new text. :

How to Select Text in MS Word?

Place the cursor next to the text then *
left click the mouse and holding it down F Il [
move it over the text then release it. The L[Z91°% [EEEIEET i
text will be selected.

Some shortcuts for selecting text are:

e To select a single word double click within the word

e To select the entire paragraph triple click within the paragraph

e To select entire document, in Home tab, in Editing group click Select then choose Select
All option or press CTRL+A

¢ 0 Shift + Arrow; hold down the shift key then press the arrow key, the word will select the
text in the direction of the arrow key. There are three arrow keys, so you can select the
text in three different directions.

- How to delete text

]
(1)
G
(+)

= .Ej =
- Home Insert Page Layout References Mailings Review View U

- g L O L B A R R IR ST R SR R BRI TN R R B

How to Select Text in Ms Word

- Place the cursor next to the text then left click the mouse and holdir
move it over the text then release it. The text will be selected.

Text is selected

F I R
Page:1 of 1 | Words: 2936 | HE B3| )= 90% (=) (F)

How to Copy and Paste Text in MS Word?
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Word offers different methods to copy and paste text. Some of the popular methods are

given below;
Method 1:

o Select the text you want to copy

e Select the Home tab and click the Copy command

e Place the cursor where you want to paste the text

e Click the Paste command in Home tab
Method 2:

e Select the text

e Place the cursor over the text and right click the mouse

e A menu will appear; with a left click select the "Copy" option

¢ Now, move the cursor to a desired location and right click the mouse

¢ A menu will appear; with a left click select the 'Paste" option.

Home Insert Page Layout References Mailings Review View ©w
v T —
. CalibriBoc~ 114 = A A" A F
- B I EYW-A-iEEE
‘ Cut
o Select tl:j . L
I 2 G
: o Placeth a ? ick the mouse
“ Paste
o Amenu t the “Copy ” option
3 Adjust List Indents... g
I o Now, mo and right click the mouse
o Amenu Wl t the “Paste” option.
IE Decrease Indent
if Increase Indent =
~ Q
: A Font. ¥
=y Paragraph... ‘
Page:1 of 1 | Words: 56/5¢ :=| Bullets » B =[00%.(0) () (F) s

How to Save the Document in MS Word?
When you create a document it is important to save the document so that it can be viewed
or reused later. The basic steps to save a document are listed below:
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e Click the Microsoft Office Button
e A list of different commands

appears :

e Click the 'Save As' command Organize v New folder

e it displays 'Save As' Dialogue Box Templates A

e Save the document to desired K Eioniies )
location with a desired name R Desktop

You can also choose 'Save' command
from the list to save the document to its
current location with same title. If you
are saving a fresh document, it displays
'Save As' dialogue box.

The shortcut method to save a
document is to press "Ctrl+S" keys. It
opens the 'Save As' dialogue box where
you can name you document and save it

& Downloads

| Recent Places

~a Libraries

/5| Documents

Libraries

Javatpointl

,3} System Folder

. | Computer
! System Folder

‘J? Network

System Folder

Search De:

File name: Feb Report g Document Name

Save as type: [Word Document

Authors: Javatpointl

to a desired location. ~ Hide Folders

[7] Save Thumbnail

Lesson 3: Formatting Text

How to Change Font Size in MS Word?

You can easily change the font size of your
text in the document. The basic steps to
change the Font size are listed below;

e Select the text that you want to modify

e In Home tab locate the Font group

e In Font group click the drop-down

arrow next to font size box

e Font size menu appears

e Select the desired font size with a left

click

e Select the text and click the increase or

decrease font size buttons

Tags: Add atag

Tools

Insert Page Layout

References Mailings

2 A= i
E "’ Calibri (Body) - 16 Q Dll———
=3 P EE =
Paste BI(_I'&X,S [aly A. R
v o SR i
lipboa... @ 10 £ Parag
(11
12 l
14 s
16 Font Size Buttons
18
20

22
Skimming j§ 2

price in ar®
) 28
shorter tim ss

: Company launch
rt to recover the
er, it may reduce t
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How to Change Font Style in MS Word?
The basic steps to change the font of a
text in a document are given below;

Select the text you want to modify
Select the Home tab and locate the
Font group

Click the drop-down arrow next to
font style box

Font style menu appears

With a left click select the desired font
style

If you want to change the font to bold
or italic, click the 'B' or 'l' icons on the
format bar.

How to Format Font Color in MS Word?
MS Word allows you to change the Font color of your text. If you want to emphasize a
particular word or phrase, you can change its font color. The basic steps to change the Font

color are given below;

Select the text you want to
modify =
In Home tab locate the Font
group

Click the drop-down arrow next

p0a.. I

Insert

Page Layout References

Ty & . . a |l = %E o
J;_;, Calibri 015 A A% — ===
Paste Theme Fonts = . - 4l
- 7 Cambria (Headinsﬂ\; e
Clipboa... ™ Paragrapk
Calibri (Body) —F
Recently Used Fonts pe—
T FangSong
" Harrington
" Century Gothic
% Times New Roman aunches
B Arial Narrow the cos
B FELIX TITLING Juce the
T Kriseen ITC .
price.
All Fonts

Calibri (Body) 114~ || AT T[22 5

Insert

References

Review

Page Layout Mailings

Er E
ftejnlg-&cx,x'h'%)"_\.O'.-~,
B Automatic
| Theme Colors L

to Font color button

Font color menu appears

Select the desired font color with
a left click

Word will change the Font color
of the selected text.

‘How to Change Text Case in MS Word?

Skimming pricing: Comj Standard Colors 1

an effort to recover the @ ® ENEEN
: %) More Colors...

may reduce the price wl_*__~°"-°°"

=
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You can easily change the text case in your document by following the steps given

below;
) "
- Insert Page Layout References Mailings
e Select the text you want to en x
Calibri [Bod w14 || A A7 ||| - = A
change =] 3 | ri (Body) A a2 =8
Paste - i . AL EE =
e In Home tab locate the Font Sie g || (T et e e G¥-A|==3
group Clipboard ™ @ Sentence case,
. . lowercase
e Click the drop-down arrow in
UPPERCASE

'Change Case' button o
Capitalize Each Word

e |t displays text case menu OGGLE cASE
e Select the desired case with a skimmi .
. Immin ricing: compan
left click 8PS pe

effort to recover the costs an

The case menu offers four options;

Sentence case: It capitalizes the first letter of each sentence.

Lowercase: It changes the text from uppercase to lowercase.

Uppercase: It capitalizes all the all letters of your text.

Capitalize Each Word: It capitalizes the first letter of each word.

Toggle Case: It allows you to shift between two case views, e.g. to shift between Capitalize Each
Word and cAPITALIZE eACH wORD .

How to Change Text Alignment in MS Word?

You can change the text alignment in your document to make it more presentable and
readable. The basic steps to change the text alignment are given below;

e Select the content you want to

modlfy Insert Page Layout References Mailings Review View
Calibri (Body) -1 - | A AT||ES (= - = - | [EE = 2| T
e InHome tab locate the Paragraph |y e ki
group o = ol G -
an el on el aragrap o
e It has four alignment options; —

‘ Align text to the left,

Align Text Left: Aligns the text towards

left margin Skimming pricing: company launches its new product z
Center: Brings the text at center effort to recover the costs and gain maximum profit in
Align Text Right: Aligns the text towards right margin
Justify: Aligns the text to both left and right margins

o Select the desired alignment option with a left click

How to Insert a Text Box in MS Word?
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Text box allows you to control the position of a block of text in your document. You can
also format them with borders and shading. The two commonly used methods to insert Text
Boxes are given below:

Method 1: M = 4 2% Signature Line ~ J-c Q

53 Date & Time
Text | Quick WaordArt E,I bgal Object =
o Select the Insert tab e Parter T

Built-In

op
o

Equation Symbol
ap - -

e Locate the Text group
e Click the Text Box button
e |t displays Built-In text box menu and

] »

an option to draw table L
Centered pull quote with
o With a left click select the desired text d"“b'e'b‘”d”l .
bOX format from the menu Simple Text Box Alphabet Quote Alphabet Sidebar
Method 2:

e Select 'Draw Text Box' option =

e A cross shaped cursor appears

o Left click the mouse and holding it
down drag It tO draW the bOX Of Annual Quote Annual Sidebar Austere Quote @
desired dimensions

i

Bold, Italic and Underline Commands in MS Word
These commands are given in the Font group in
the Home tab. Their functions are given below;

: Insert  Page Layout
e Bold: It allows you to Bold the text of your @ - o i
document _;] “ Calibri (Body) -4 -
o [talic: It allows you to Italicize the text of -
Ete B 7 U -|abe x, X' Aa-
your document R
e Underline: It allows you to underline the “ipboa. ™

text of your document

Lesson 4: Formatting Paragraph
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How to Create First Line Indent in MS Word

You can create indent within your paragraph
by following these steps;

Select the paragraph or place the cursor
anywhere within the paragraph

Select the Home tab

Locate the Paragraph group and click the
arrow at right bottom corner

'Paragraph' dialog box appears

In 'Indents and Spacing' section click the
drop down arrow in 'Special' field

Select the 'First Line' option

Enter desired indent in 'By' field and click
Ok

How to Apply Style in MS Word?

Paragraph

D el

Indents and Spacng} | Line and Page Breaks

General

Alignment: Justified IZ|
Qutline level: |Body Text IZ|
Indentation
Left: 0" =
Right: 0" = First line [~} |o.5° @
[ Mirror indents
Hanging |
Spacing
Before: Opt z Line spacing: At
After: opt |2 Multiple [*] [115 E

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

Preview

Tabs... ] [ Default... ]

(@ ) [ow

You can create professional and presentable documents in MS Word by applying different
styles. The basic steps to apply a style in a document are listed below;

Select the text to which you want to apply the style

Select the Home tab

In Styles group you will see different styles;

To view more styles click the drop-
down arrow

It displays style menu

Select the desired style with a left-click

How to Customize Style in MS Word?

AaBbCc | AaBbCc AaBbC AaBbce AADB| -

TMormal | TMo Spaci.. Heading1 Heading 2 Title

Change

Styles ~
]
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If you are looking for formatting options that are not given in the built-in styles, you can
modify or customize an existing style to [l
fulfill your needs. The steps to customize
a style are as follows; q | =
e Select the style that you want to AaBbCc | AaBbCc AaBbCi %
modify T Norm
e Right click the mouse
e |t displays a list of different
commands
e Select the 'Modify' option;
e 'Modify Style' dialogue box
appears

coft Wor

Review View

Update Normal to Match Selection diEing
i N4 Modify...

Select All 4 Instance(s)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

..-J-—- i

Properties

MName: Normal

Style type: Paragraph

Style based on: (no style)

Style for following paragraph: | T Mormal Izl

Formatting
: Calbri Body) [v][14[+] B 7 U Automatic [ ] €&—Make Changes:
IE=s==s === £ & &

Font: (Default) +Body, 14 pt, Left, Line spacing: Multiple 1,15, Space After: 10 pt, Widow/Orphan
control, Style: Quick Style

Add to Quick Style list Showing Current Style
@ Only in this document  (7) New documents based on this template

EOBIER
How to Create New Style in MS Word?

You can add new styles to your list of styles, i.e. Word allows you to set the styles for font,
figure, paragraph, etc. It helps you to keep consistency in all the documents of a topic or subject.
The steps to create new styles are given below;

e Select the Home tab
e In Styles group click the arrow at the right bottom corner of the group
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AaBbCc AaBbCi % =

TMo Spaci.. Headingl - Change Editing
Styles ~ ~
EE Styles v x
Clear Al i
I Normal 1T|
Mo Spacing T
Heading 1 |-
ricein al Heading 2 1a
r, it may Heading 3 a
price. Title m—
Subtitle Ta
Subtle Emphasis a
Emphasis a
Intense Emphasis a -
[ show Preview
E3
® [ Disable Linked Styles
H )52 (22 ptions...
==
R New Style (+)

In 'Styles' task pane click the 'New Style' button

It displays 'Create New Style from Formatting' dialogue box;

Formatting

Properties
Name: Weekly Report]
Style type: Paragraph
Style based on: T Mormal

Style for folowing paragraph: | T Weekly Report

Calibri (Body) E 145 B I O Automatic

= g

|[<p

7
bt

()

Skimming pricing: Company launches its new product at relatively high price in
an effort to recover the costs and gain maximum profit in shorter time. Later, it
may reduce the price when similar products are available in the market at low
price

Style: Quick Style, Based on: Mormal

Add to Quick Style list [ Automatically update
@) Only in this document ) New documents based on this template

EON

e Enter the name for new style and make all the desired changes
e Click OK, the new style will be added to the list of styles

Lesson 5: Modify Page Layout

" o Pace.Osi oS Wosd2
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Page Orientation refers to the direction in which a document is displayed. It is of two types;

portrait

(vertical) and  landscape

(horizontal). The default orientation is @“] = i
portrait; it can be changed to landscape by
following these steps;

Select the Page Layout tab

Locate the Page Setup group

In Page Setup group click the
Orientation command

It displays two options, Portrait and
Landscape

Select the desired page orientation

How to Change Page Size in MS Word?

The default paper size in Word is 8.5 x 11 inches which easily
fits in printers. This size is not fixed; you can change it if you want
a document with different paper size. The steps to change the

paper size are given below;

How to Change Page Margins in MS Word?

Click the Page Layout tab

Home

ECUInrs v
.ants ~
[O] Effects ~

Themes

Themes

In Page Setup group click the Size command

Paper size menu will appear

With a left click select the desired paper size

To customize page size, click the 'More Paper Sizes' option

Insert Page Layout References
L= ) =
ation| Size Columns

Margins |Orie

-

[,

Portrait

_=j Landscape

I

ot I Page Layout I References

£ Orientation ~ = Breaks ~

I3 Sizeq

£5] Line Numbers ~

Mailing
A wat

| Pagy

Statement
5.5"%x8.5

Executive
7.25"%10.5°

A3
J 11,697 x16.54°

Ad
.27 x11.69°

A4 Small
827" x11.69"

AS
| ss3xser

B4 (JIS)
10127 x14.33

B5 (J15)
717" x1012

Folio
8.5 x13"

Quarto
846" x10.83"

More Paper Sizes,

Fa

4

The margin is the space between the text and border of a document. By default, it is a one-
inch space. Depending on your needs, it can be changed by following the below-listed steps;

Select the Page Layout tab

In Page Setup group click the Margins command
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o Alist of Margins appears
e Select the desired Margin with a left click

How to Insert Page Break in MS Word?

Word inserts a page break at the end of each page. It also
allows you to insert a page break at some other place in the
document. The steps to insert page break are given below;

e Place the cursor where you want to insert the break

o Select the Page Layout tab

e In Page Setup group click the 'Breaks' command

e Alist of Page Breaks appears

o With a left click select the desired page break from the

list

How to Insert Header and Footer in MS Word?

Header and Footer allow you to add additional
information like dates, file names, page numbers at the top or
bottom of your document. The basic steps to set up a header
and footer are given below;

e Select the Insert tab

¢ Locate the Header & Footer group

e |t shows Header and Footer commands

e Asrequired click either Header or Footer command

e It displays a list of built in Header or Footer options

e Select the desired option

Page Layout

References

Orientation - P,f; Breaks()

Mailings

A Watermar

Size ~

Columns ~

&

place the
pic - Mar

imming p

ce in an

orter time

EERER[ENE

Text Quick WordArt
Box~ Parts~ 0

Header| Footer Page
O Number ~

Page Breaks

Page
Mark the point at whic
and the next page beg

Column
Indicate that the text fc
break will begin in the

Text Wrapping
Separate text around o
pages, such as caption

Breaks

HNext Page
Insert a section break a
section on the next pat

Continuous
Insert a section break a
section on the same pa

A

¥ &l

4

Drop
Cap~

Built-In
Blank

[Type text]

Blank (Three Columns)

[Type text]

Alphabet

[Type text] [Type text]

|Type the document tithe|

Annual

[Type the document title] | [veas

= Edit Header

=
5t Remove Header
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Lesson 6: Microsoft Word Shortcut Keys

Computer Keyboard Shortcut Keys

Computer | .
Shortcut key

In modern times, there is no confusion in saying that computers have become a very
useful part of daily life. If you use the computer frequently, you must have knowledge about the
computer shortcut keys.

Computer shortcut keys provide an easier way of navigating and performing commands
in computer software. The use of shortcut keys is beneficial for computer users, as it allows them
to complete tasks accurately and in less time. Furthermore, by using shortcut keys, you can
increase your productivity and reduce the strain caused by repetitive motions.

The computer shortcut keys are a set of one or more keys that generate a particular
command to be executed. Shortcut keys are generally executed by using the Alt or Ctrl key with
some other keys.

Microsoft Word Shortcut Keys

A simple list of Microsoft Word shortcut keys is given below with explanation.
e Ctrl+A: It is used to select all content of a page, including images and other objects.
e Ctrl+B: It provides users with the option to bold the selected item of a page.
e Ctrl+C: Its use is to copy the selected text, including other objects of a file or page.

e Ctrl+D: It is used to access the font preferences window, which offers several options
such as font size, font style, font color, etc.

e Ctrl+E: It is used to align the selected item to the center of the screen.
e Ctrl+F: It helps users to find or search data in the current document or window.

e Ctrl+G: It is used to Go To or jump to any page. When you press Ctrl+G, a dialog box
appears, which offers you various options such as find, replace, and Go to. For example,

—— =R S E e ea e e e e Tt reerrreTTien
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4 in the given box and press the Go To It will take you to the desired page. As shown in
the below figure:

- . B
Find and Replace "R R |

| Find |Reg|ace GoTao

o to what: Enter page numbern
Secti = : :
L;Emn |i| Enter + and - to move relative to the current location. Example: =4

Bookmark will move forward four items.

Comment |
Footnote

Previous ] [ GoTo ] [ Close

—_— —_— - —

e Ctrl+H: It is used to replace the words or sentences in a file. For example, if by mistake
you have written spple instead of apple at many places in your file, you can replace it
with the apple in one go.

e Ctrl+l: It offers an option to italicize and un-italicize the highlighted text.

e Ctrl+J: It is used to Justify (distribute your text evenly between the margins) the
selected text.

e Ctrl+K: It allows you to insert the hyperlink. For example, http://www.javatpoint.com

e Ctrl+L: It is used to adjust (align) the selected content to the left of the screen.

e Ctrl+M: It provides users with the option to indent the As shown in the below picture:

CtrI+M: It is before indenting the paragraph.
Ctrl+M: It is after indenting the paragraph.

e Ctrl+N: It is used to open a new or blank document in Microsoft applications and some
other software.

e Ctrl+O: It is used to open the dialog box where you can choose a file that you want to
open.

e Ctrl+P: It is used to open the print preview window of a document or a file. It can also
be done by pressing Ctrl+F2 and Ctrl+Shift+F12.

e Ctrl+Q: Its use is to align the selected paragraph to the
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o Ctrl+R: It offers users the option to align the line or selected content to the right of the
screen.

e Ctrl+S: Its use is to save the document or a file.

o Ctrl+T: It gives users the benefit of creating a hanging indent for a paragraph. For better
understanding, see the below image.

e Ctrl+U: It is used to underline the selected text.

e Ctrl+V: It is used to paste the copied data. It allows you to copy data once, and then you
can paste it any number of times. You can also paste the data by using Shift+insert.

e Ctrl+W: Its use is to close the currently open document or a file quickly.

e Ctrl+X: If you want to cut some text, you can use this key to cut the selected content.
You can also paste it by using Ctrl+V.

e Ctrl+Y: It allows the users to redo the last action performed in a file. For example, you
have written a word mango; you can repeat this word multiple times by pressing Ctrl+Y.

e Ctrl+Z: It is used to get back the deleted item. For example, if you have deleted the data
by mistake, you can press Ctrl+Z to retrieve (Undo) the deleted data. It can also be done
by pressing Alt+Backspace.

o Alt+F, A: It allows users to use the Save As option, which means to save a file with a
different name. For that, you need to press Alt+F, which displays a dialog box or a page,
then press A for Save As option. It can also be done simply by pressing

o Ctrl+Shift+L: This key is used to create a bullet point in the file quickly.
e Ctrl+Shift+>: It increases the font size by +1pts up to 12pt thereafter increases by +2pts.

o Ctrl+Shift+<: It is used to decrease the font If the font size is 12pt or lower; it decreases
the font by -1pts, and if the font size is above 12, it decreases the font by +2pts.

e Ctrl+]: Its use is to increases the font size by +1pts.
e Ctrl+[: It is used to decreases the font size by -1pts.
e Ctrl+/+C: It offers users the option to insert a cent sign (¢).

e Ctrl + (Left arrow €):I t allows users the benefit to move one word to the left in the line
or a paragraph.

e Ctrl + (Right arrow =): It is used to move one word to the

e Ctrl+Shift+*: It is used to show or hide non-printing characters.
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e Ctrl + (Up arrow 1): This key is used to move the typing cursor to the beginning of the
line or paragraph.

e Ctrl + (Down arrow 4,): It enables you to move the typing cursor to the end of the
paragraph.

o Ctrl+Delete: It allows users to delete a word to the right of the cursor.
o Ctrl+Backspace: It allows users to delete a word to the left of the cursor.
e Ctrl+End: Its use is to move the cursor to the last of the document.

e Ctrl+1: It is used to give a single line space. For example, to make the 1.0 space between
the lines of a paragraph.

e Ctrl+2: It is used to give the double line space. For example, to make the 2.0 space
between the lines of a paragraph.

e Ctrl+5: It is used to make the 5 space between the lines of a paragraph.

e Ctrl+Spacebar: It enables you to reset the selected text to the default font.

e Ctrl+Home: It allows you to move the cursor to the beginning of the document.
e Ctrl+Alt+1: It changes text format to heading 1.

e Ctrl+Alt+2: It changes text format to heading 2.

e Ctrl+Alt+3: It changes text format to heading 3.

e Alt+Ctrl+F2: It is used to open the new file or a document.

e Ctrl+F1:l ts use is to open the task pane in some Microsoft office versions, in word 2016,
it is used to hide and show the ribbon as shown in the below image:

Before
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B I U = abe x. X°
¥ A-W-A-Ra- KA
Clipboard & Font I Paragraph M| Styles M

,"

I-'-'as-te. Styles | Editing

After pressing Ctri+F1
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o  Ctrl+Shift+F6: It allows the users to switch between open documents in Microsoft
Word.

e F1: The function key F1 is used to open the help and support

o F4: It enables you to repeat the last action performed. For example, when you want to
retype the last typed word multiple times, you can use this key.

o F5: Itis used to access the find and replace dialog box, including Go to

o F7: 1t provides users the advantage to check spelling and grammar of selected text or
document.

o Shift+F3: It is used to use the change case option where you can change the text from
uppercase to lowercase or a capital letter at the beginning of every word.

o Shift+F7: It offers users the option to check the thesaurus of the selected word. You
need to select the word and press this key. As shown in the below picture:

Thesaurus ~ %

< replace }Z'-

4 gy bstitute (v.)
substitute
swap
trade
change
exchange
switch
interchange
supplant
supersede
use instead (Dictionary Fe

take the place of (Diction
‘ rnn|nnir|ﬂ ﬁr‘l

o Shift+Alt+D: It is used to insert the current date.

o Shift+Alt+T: Its use is to insert the current time.
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[ ]
‘ I ’ For more knowledge about Microsoft Word Beginners Guide , please check the link
‘ provided; https://www.youtube.com/watch?v=S-nHYzK-BVg

@ REFERENCES

https://www.tutorialspoint.com/word/word explore window.htm

https://www.javatpoint.com/ms-word-tutorial
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