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GETTING STARTED

Microsoft Word is one of the most popular word processing programs supported by both Mac and PC
platforms. Microsoft Word can be used to create documents, brochures, leaflets, outlines, resumes, lists, and
simple web pages.
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1. GETTING STARTED

To launch Microsoft Word, go to Finder > Applications > Microsoft Word (Figure 1). A blank Word document

will open.
[ NoN ] Applications
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Eavorites Hide Name ~  Date Modified Size Kim
% All My Files 4 Jing Jul 8, 2016, 1:08 PM 10.5 MB Apy
2 Keynote Jun 23, 2016, 3:58 PM 660.9MB  Apj
< iCloud Drive # Launchpad Apr 13, 2016, 3:34 PM 1.3MB  Ap
A: Applications ) Maps Apr 13, 2016, 3:34 PM 15.8MB  Apy
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=] Desktop @ Microsoft Excel Jun 23, 2016, 4:01 PM 171GB  AD
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o Downloads w8 Microsoft Word Jun 23, 2016, 4:03 PM 1.91 GB
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bgsudfs... = =] Pages Jun 23, 2016, 4:08 PM 418.7 MB Apj
@ Al 2% Photo Booth Apr 13, 2016, 3:34 PM 6.3 MB Apy
& Photos Apr 13, 2016, 3:34 PM 54MB  Ap
Tags =5 Preview Apr 13, 2016, 3:34 PM 37.2MB Apy
® Red . QuickTime Player Apr 13, 2016, 3:34 PM 16.2 MB Apy
@) RealPlayer Jun 23, 2016, 4:10 PM 38.4 MB Apy
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Figure 1. Opening Microsoft Word

Once you open word, you will see a screen to select which type of document you would like to launch.You
can choose the Blank Document option for a blank sheet of paper.You also can choose from one of the
template options that match what you are planning to working on (Figure 2).
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Figure 2. Selectiong your document type
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2. SAVING THE DOCUMENT

Comeputers crash and documents are lost all the time, so it is best to save often.

Saving Initially

Before you begin to type,you should save your documentTo do this,go to File > Save As
(Command + Shift + S).MicrosoftWord will open a dialog box (Figure 3) where you can
specify the new file’s name and location where you want it saved. Once you have specified a
name and a place for your new file,press the Save button.

NOTE: If you want to save your document on a Mac and then open it on a PC you must specify a
file extension (i.e. doc). Wsually your computer will do this for you, but if it does not you must do
this process while in Save As. Once you have titled your document,you can give it a file extension by
clicking in the File Format box. Click Word Document (.docx) for the correct file extension.

Save As: |Ducument3 ‘ o~
Tags:
Where: Documents
Online Locations File Format: | Word Document (.docx)

Figure 3. Save Dialog Box

Saving Later

After you have initially saved your blank document under a new name, you can begin
writing your paper. However, you will still want to periodically save your work as insurance
against a computer freeze or a power outage.To save, click File > Save (Command + S).

3. TOOLBARS

Microsoft Word uses a toolbar and a main ribbon to allow you to modify your document.Within this ribbon,
you can switch between tabs to determine what you would like to do.These tabs include Home, Insert, Design,
Layout, References, Mailing, Review, and View.These The tool bar and these tabs are discussed in more detail
below.
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The Toolbar (Figure 4) is located at the top of your computer screen. It displays various sections that
give you options for formatting, styling, and saving your document.These include File, Edit,View, Insert,
Format, Tools, Table, Window, and Help. As a majority of these sections will be found on your main ribbon,
there are some that you only can access from this toolbar.

@ Word File Edit View Insert Format Tools Table Window Help

Figure 4.Toolbar

The Home Tab (Figure 5) is Microsoft Word’s standard view.This is the view most widely used and allows

you to format text by Font Style, Font Size, Bold, Italic, Underline, Alignment, Numbered List, Bulleted List,
Indentation, Spacing, and Font Color.
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The InsertTab (Figure 6) contains any additives you want to place in your document, including but not limited
to: Tables, Online Picture/Clip Art searches, Headers, and Footers. These icons are convenient and will bring up
a dialogue box to give you further options when clicked.

Insert Design Layout References Mailings Review i &+ Share
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Figure 6. Insert Tab

The Design Tab (Figure 7) contains different styles of page formatting.VWhen you type, your layout will
automatically match the format selected. It also allows you to change the color scheme, watermark, and
paragraph spacing of the document.

Themes

Home Insert Design Layout References Mailings Review View ;
| v Title Titl [ [ . Ssp h Spacing * S
] . Title e .| =m Aa =5/ Paragraph Spacing E, &,

Colors Fonts Q Set as Default Watermark  Page Page
Color  Borders

Figure 7. Design Tab
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The Layout Tab (Figure 8) contains icons for page setup and paragraph actions, such as Margin, Orientation, Size
and Columns.

Home Insert Design Layout References Mailings Review View &t Share ~
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C =< Right: O = After: 0 pt =

Figure 8. Layout Tab

The References Tab (Figure 9) makes it especially simple to add Table of Contents, Footnotes, Bibliographic
Information, Indexes and Citations.

Home Insert Design Layout References Mailings Review View

¥ Ti‘l Add Text ~ ABI m AB," Next Footnote + +_ i []_;, APA = @ B Update Table +_j ﬁ Insert Index +_ %
Table of 5_—, Update Taole Insert  Insert Show Nates insert  Citations [, ibliography v insert Insert Table |=[| Crass-reference Mark Update Index Mark
Contents Footnote Endnote Citation Caption of Figures Entry Citation
Figure 9. References Tab

The Mailings Tab (Figure 10) is for post-office related uses. If you wanted to create custom Envelopes or Labels,
this is where you would find such actions.

Home Insert Design Layout References Mailings Review View
0 5
EI =L| _':l - &% - Merge Range
Envelopes Labels  Start Mail  Select Edit Filter nsert Rules Update = Preview Find Recipient To Finish &
Merge Recipients Recipient List Recipients Merge Field Labels Results Merge

Figure 10. Mailings Tab

The Review Tab (Figure | 1) is where one can find Spelling & Grammar, the built in Thesaurus and Dictionary,
you can Track Changes, Check Word Count, and Show/Add Comments.

ABC Smart Lookup [;\ E_/'T_‘;... e = . = 1Y % LS [ Ei Y ™
) = T = AllMarkup = - v T I =~ -t v
v E] Thesaurus @ A 1" ) = - i l C_| | == LS _e
Spelling & . Check Language New Delete  Resolve Previous Next Track Changes _"-: Markup Options = Reviewing Accept  Reject Previous Mext Compare Block Protect Restrict
o Authers Document  Permission

Grammar iz Word Count Accessibility Comment

Figure | |. Review Tab

The View Tab (Figure 12) allows you to change the views of your document.

Home Insert Design Layout References Mailings Review
Rul Cne P; =l =5 —_— — -
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Layout Layout D Navigation Pane to 100% =1 Page Width Window Al Windows

Figure 12. Review Tab
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4. FORMATTING

Formatting The Document

The default page margins for Microsoft Word documents are | inch, but you may want to change them for

a project.To change the page margins, go to Layout > Margins button.The Margins button with display a
dropdown menu that shows some margin presets. If you wish to set different margins, select Custom Margins.
A menu will appear where you can type irregular Margins (Figure 13).

Document

[ Wargins— JEVTES
Right: |11 [
Gutter: :
Gutter Position: | Left [ _

Pages

[_| Mirror margins

Apply to: | Whole document B
Default... Page Setup... Cancel

Figure 13. Changing Margins and Layout

Formatting Paragraphs

To format your paragraph, first highlight the paragraph you wish to format.To highlight ore than one paragraph,
click at the beginning of the paragraph and drag the mouse over the text.To apply changes to the entire
document select all by pressing Command + A.To specify Alignment, Line Spacing, Indentation, and Page Break
utilize the various options of the Home Tab or go to Format > Paragraph.This will Open up the Paragraph
menu (Figure 14).

Paragraph

(L EL el Line and Page Breaks

Alignment: | Left ol

Outline Level: | Body text

Indentation

Butrn e [0 Special | (one) [ By:| | ¢
After text: : -

Automatically adjust right indent when document grid is defined

Spacing
Before: : Linespacing: | Single [ at: | | ¢
After: E

|| Don't add space between paragraphs of the same style
[B snap to grid when document grid is defined

feniwy

Tabs... Cancel

Figure 14. Changing Paragraph Attributes
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Cut, Copy, and Past

You can use the Cut, Copy, and Paste features of Word to change the order of sections within your document,
to move sections from other documents into new documents, and to save yourself the time of retyping
repetitive sections in a document. Cut will actually remove the selection from the original location and allow
it to be placed somewhere else. Copy allows you to leave the original selection where it is and insert a copy
elsewhere. Paste is used to insert whatever has been cut or copied.

To Cut or Copy:

Highlight the text by clicking and dragging over the text to be cut or copied. Go to Home Tab > Clipboard Box
> Copy (Command + C) or Home Tab > Clipboard Box > Cut (Command + X). Click the location where the
information should be placed.To go Home Tab > Clipboard Box > Paste (Command + V). The clipboard box is
shown in Figure |5.

Figure 15. Clipboard box within the Home Tab

Formatting Text

Before you type, you should select your font style, size, color and attributes (such as bold, italic and underline)
in the Home Tab.You can expand the Font Menu box to get more options by clicking Format > Font
(Command + D) (Figure 16). However, if you wish to change text that has already been typed, click and drag
over the text to be changed to highlight it and change it as before.

Font
m Advanced
Font: Font style: Size:
Calibri (Theme Body) Regular 12
Color & Underline
Font color: Underline style: Underline color:
Automatic ' (none) B Automatic ~
Effects
Strikethrough Small caps
Double strikethrough All caps
Superscript Hidden
Subscript
Preview
st
Default... Cancel

Figure 16. Changing the font attributes in the Font Menu
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Numbered and Bulleted Lists

To create a simple nubered or bulleted list, click on the Numbering or Bullet button on the Paragraph toolbar
in the Home Tab (Figure 17).To have more control over the format of your list, click the down arrows beside
each style of list. Type the first item in the list and press Return to move to the next number or bullet. Press
Return twice to exit the list. Press Tab to indent and move to the next level of your list. Press Shift + Tab to
move back a level.

EMESIMEEAMIEEILSETA |
== = =t=-|& |+ s

Figure 17.Paragraph toolbar in the Home Tab

Adding Columns

Columns can be used for a variety of documents types, such as a tri-fold brochure.To do this, go to Layout
Tab > Columns.The Columns button will drop down a list of preset columns. If you wish to see other options,
click the More Columns button (Figure 18). Here you can set column width and spacing. Once you select your
preferred design, it will show up in the Preview box.This is a nice feature because it allows you to see what

you are selecting before applying it to your word document. when you are content with how your document
looks, click OK.

Columns
Presets
One Two Three Left Right
Manual
Number of columns: El o Line between
Width and Spacing
Col #: Width: Spacing:
13 S 05"
2 |3
Equal column width
Apply to:  Selected text B

Figure 18. Columns Menu
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Headers and Footers

Headers and Footers can be used to give a uniform look to the pages of your document.To create one, go to
Insert Tab > Header or Insert Tab > Footer.When clicking either button,a drop down menu with presets will
show. If you wish to edit your own settings click either the Edit Header or Edit Footer buttons (Figure 19). If
you wish to delete the header or footer you placed in your document, simply click Delete Header or Delete
footer on the buttons drop down menu.

ARt L

Header Footer Page
Number

Figure 19. Header and Footer Menu Buttons

5. INSERTING AND ADDING OBJECTS

There are many different elements that could be added to your word document.To find these various options,
go to the Insert Tab. Some of the most commonly used elements are Tables, Pictures, Shapes, Charts, and VWord
Art. How to use these elements will be discussed in more detail below.

Table

To insert a table, go to the Insert Tab > Table. This will display a box where you can select how many columns
and rows you would like your table to be by hovering over them (Figure 20). For more detailed options, click
Insert Table. This will bring up the insert table display box. Here you can specify how many rows and columns
the table has as well as how the content fits into the boxes (Figure 21).

D' ' @* * LS, Insert Table

4 x5 Table S
DDDDDDDDDD Number of columns: 3 ”
[ -
HIEREEEEEEE Number of rows: 3 :
NooO0O00nn et et
DDDDDDDDDD ?:ﬂtla;c::lumn ':vld:h: -
DDDDDDDDDD - uto I Dcc:‘lnens
HiEEREEREEE _- | AutoFit to window

Set as default for new tables
= Insert Table...
F%¥ Draw Table Cancel

= Convert Text to Table...

Figure 21. Insert table quick display

Figure 20. Insert table quick display
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Pictures

To insert a picture, go to the InsertTab > Pictures > Picture from File.This will bring up a file locator where
you can navigate to where the picture you would like to insert is saved (Figure 22). Once you have found your

photo, select the file and then click Insert.
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Modified Today, 11:87 AM
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Cancel Insert

Figure 22. Insert Picture File Locator

Shapes

To insert a shape, go to the Insert Tab > Shapes. This will bring up a menu of shapes that you can select from
(Figure 23). Once you have found the shape you would like to insert, single click the shape to select it. Then

you will click and drag in the document to draw your shape.
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Figure 23. Shape Selection Menu
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Charts

To insert a chart, go to the Insert Tab > Then click on the small box with 3 ColumsThis will bring up subcategories
of chart types.When you hover over a category, the charts avaliable will display on the right side with a new pop
out menu.When you have found the chart you would like to insert, single click the chart (Figure 24).This will
place a chart in word that displays. It will also open up Microsoft Excel with the data for you to go in and change
the content.As you change the content in Excel, the content in Word will change automatically.

m (e Design Layout References  Mailings  Review  View

PO Bt i AT

Pages Table  Pictures Shapes Icons : mks Comment  Header Footer  Page Text  Equation Advanced
‘ 11 Column 2 Number Symbol

J Ling » ’
) Pie
I. Hierarchy
il Statistical
| LR XY (Scatter)
'y Waterfal
h Combo

v v v Vv Vv Wwv

@, Manage Templates...

WordArt

Microsoft Word has a library of stylized text called WordArt.To insert WordArt, go to the Insert Tab >
WordArt.This will bring up a quick menu of all the styles you can choose from (Figure 25). Select one of the
options and single click it. This will place an editable text box in your document.

A4 ;jﬂ:g
A A A A [
A A H_HA

AAA A

Figure 25.WordArt Selection Menu
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It is important to always save your document before you print!

Print Preview

Before you print your document, you may want to preview it to make sure you are happy with the page layout
and appearance of your document.To do this, in the toolbar click File > Print.This opens a preview of your
document (Figure 26). In the preview, you have the options to choose the printer, select preset settings, decide
the number of copies to be printed, as well as select a single or range of pages from an entire document to
print. If you need to make changes to your document at this point, click Cancel in the bottom right corner of

the dialog box.

Print

Printer: BW-ITS-Labs-4510

] o]

Presets: = Default Settings

Copies & Pages

Copies: l:l i

Collated

Pages:
O Al
(I Current Page

Selection
"I From: |1
to: |1

() Page Range

Enter page numbers and/
or page ranges separated
by commas (e.g. 2, 5-8)

44 4 10f1 » e

Show Quick Preview

? | PDF Cancel

Figure 26. Print preview dialog box

Printing
To print your document, go to File > Print.When your document looks how you want it and all the settings
are put in, click Print in the bottom right corner.
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Saving as a PDF

To save your document in the PDF file format, go to File > Save As.The saving dialog box (Figure 27) will
appear where you can rename your document, select the saving destination, and select the file format of the
document.

Save As: | Document] | ~
Tags:
Where: [ Documents
Online Locations File Format: = Word Document (.docx)

Figure 27. Saving dialog box

Click on Word Document (.docx) to access the file format drop down menu. In this drop down menu, select
PDF. Once PDF is visible in the file format selection box, click Save.

7. OTHER HELPFUL FUNCTIONS

Undo and Redo

The easiest way to undo an action is with the key commands Command + Z and to redo an action with
Command + Y. It is important to note that not all actions are undoable, thus it is important to save before you
make any major changes in your document.You also can find the Undo and Redo icons (figure 28) above the
Main Ribbon.The left icon is Undo and the right icon is Redo.

Figure 28. Undo and Redo

Word Count

To get an accurate word count of your document, go to Review Tab >VWord Count.This will gie you the total
number of words in your document (Figure 29). If you need to word-count a specific section, highlight that
section first by clicking and dragging over it and then go to Review Tab >VWord Count.

Word Count

Statistics:

Pages 1

Words 0

Characters {no spaces) 0
Characters (with spaces) 0
Paragraphs 0

Lines O

Include footnotes and endnotes

Figure 29.Word Count
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Quitting

Before you quit, it’s a good idea to save your document one final time. Go to VWord > Quit Word or use
the command keys Command + Q (Figure 30).This is better than just closing the window, as it insures your
document quits correctly.

m File Edit Vie

About Word
Preferences...
Services

Hide Word
Hide Others
Show All

Quit Word

Figure 30. Quitting Word

8. SHORTCUT KEYS FOR MICROSOFT OFFICE

The shortcut keys listed below can be a great help when using Microsoft Office products. Not only are they
quick and easy, they are also amazing time savers.

Command + K
Command + N
Command + B
Command + |

Command + U
Command + C
Command +V
Command + Z
Command + S
Command + P
Command + O
Command + A
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Create a new page
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Copy

Paste

Undo

Save

Print
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