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Creating New Document

MS Word already running;:

® Click File = New,

® Click the New Document ( [1) icon on the
Standard Toolbar, or

e Press together [Ctrl]+[N] keys.
MS Word is not running yet:
e Start MS Word, or

® Click the New Office Document on the Office
Toolbar (if exists)



e MS Word can be use to quickly create documents with a
professional look.

e You should follow four steps to produce quality
documents:
1. Plan and create
2. Edit
3. Format
4. Print

® You will create documents most etficiently if you plan the
content before you enter any text.

e Know what you want to tell your audience. State the
information clearly and organize your material logically.
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Organize Your Document

e Using Sections = to make
specific page formats

e Using Styles/Heading = to
produce tables of contents
like automatically
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Familiarize with the MS Word
Components

e Word components facilitate you when
editing documents.

e Menu bar, title bar, toolbar, and status bar
are common to all Windows screens.

® To check the name/function of a toolbar
button, position the mouse pointer over the
button (without clicking) to display a
ScreenTip.
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Choose Commands Using
Menus or Toolbars

Toolbars shortcut commands from menu bar

The Standard toolbars related to file operations

(Create, Open, Save, Preview, Print, Cut, Copy, Paste, Undo, Redo, Zoom,
di7€1ayi g %int?éy/cte}mé///
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The Formatting toolbafs related to atting tasks
(Change Styles, Fonts, Paragraph, List/items, etc.)
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The Font Dialog Box (Format = Font)

Font ETE
Fort | Chagacter Spacng | Tu;gtEl’fn:h |
Font:
[ieres by P |ﬁe-:|.i-u-|
use this font Tines New Romar rj E
[ bt
Set special effects by S use fhis point size
checking these e colo
options.
= Caedw  Csless | VIEW a sample of your
™ Cuutire ™ Alcaps
[ Emboss I pidden selected font and
™ Ergrave . . .
attributes 1n this box.
Tenes Few BEoman
Thiz i & Trse Typee Fod This Ford wall be uned on baosh percer aned soeetn.
click to maoke selected
font seftings the defaults —T' Defauk... ] T -
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Font Name Box

Paragraph Alignment
Style Boﬁ \ / | Font Size Box (Left, Center, Right,

/ Justify) Box
Formatting / v X
4 Mormal vTimeswﬂf UEEEEE- Ei=E1E D'fAi
Font Type (Bold, Italic,|| Line Spacing / L / k
) 7
Underline) Box Numbered List FOI.It Cplor/
Highlight
Bulleted List Box
Paragraph Indentation
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Automatic Formatting

Using Styles Click here (the style box)
to select/apply a style

afType  Window  Help  Word2Tel =5 %

3l Document1 - Microsoft Worc

File Edit Wiew Insert Format To»

[ E B M e -
Styles make MA A ._ .
. U EE=E=E 1=~ =2 ¢+E [~ #
consnsten.t/ a Cloar Fommating =
utomatic 2 =
. Footer 1
formatting
~ | Header 1
= | Heading 1 1
- || Heading 2 1
:f Heading 3 1
Use Heading | - |[Yom '
Style s to ; Palatino Linotype, 14 pt
pr o du ce ; Palatino Linotype, 14 pt, Bold
. -~ || Palatino Linotype, 14 pt, Bold, Custom Color(RGB(0;51;204))
automatic table | - 1P CP
- ||| Palatino Linotype, 14 pt, Custom Color(RGB(0;51;204))
of contents : —
- ||| Palatino Linotype, 14 pt, Custom Color(RGB(0:51:204)), Underl... B

31 Maret 2009



Modify Styles

Modify Style

Properties
tlane: |HEE||:|iI'|I;| 1

| [
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Arial - |16 - B 7 U i -
== =EE||— = =|1=2 1= | iE

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text
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[ &dd ko template [ Automatically update

Format = 0] Cancel
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(Format - Style and Format)

4 Styles and Formattir * X

Formatting of selected text

IMormal

Select All Mew Style

Pick formatting to apply

Clear Formatting —

Point the style
and click here to
select Modity

Footer 1

|

Jﬁﬂ Heading 1 ﬂ

The Modity A oy,
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Window

Lpdate ko Match Selection
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Palatino Linol

Click here to modify N
Palatino Linol
the style format -
numbering, spacing,
etc.)

Palatino Linoty [

Show: | Awailable Formatting | =



Some Useful Short Keys
to Work with MS Word Efficiently

QR | .. ot the Toolbar icon tool |

bl | Bold tipS to learn the short keys |-
(Ctrl]+[i] |Italic - et e
[Ctrl]+[u] | Underline (Ctrll+[s] |Save document
[Ctrl]+[x] | Cut (delete) (Ctrll+[a] | Select all document
Ctrll+[c] | Copy (Ctrll+[w] | Close document
(Ctrl]+[v] | Paste (Ctrll+[1] | Align left

[Ctrl]+[z] | Undo Ctrll+le] | Center paragraph
(Ctrl]+[f] |Find text (Ctrll+[x] | Align right

Ctrll+[h] | Find & Replace |[[Ctrll+lj] |Justify paragraph
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Display Non-printing Characters

You can see non-printing characters by clicking
the Show/Hide button. This can be helpful when
working on the document formatting controls.

i Dsrumreent 1 - Flicronolt Word = A IE
Be O Yer joet Fgmet ook Taow Hirdow Hep :1
= TR B --1?1‘3‘!.‘!!&>{L_{+— =5 ShowHide 9 bulton
R Mormad = TmesMewiaan - 12 «| B F U [E|EWEE- SEEE O-S-A,
L 3 - 4 - ; - G ] =
paragraph symbol -1 =
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Methods For Selecting Text

TO SELECT MOUSE KEYEOQARD MOUSE AND KEYBOARD
A word Double-click e word. Mowe the Inserion poind ko the beginning of the
word, hold down Cirl+Shift, and fhen press =

A i Click in Fhe salechion Mowve the insafion point B0 the beginning of the
bar meed o he line. line, hold down Cirl+Shifl, and then press —» undil

the ling is salecied.

A senbance Press and hold down the Cirl key,

and click wilhin the senhence.

Multiple lines Click ond drog in the Mowve the insedion point ko the beginning of the
selection bor next fo first ling, hold doven Cirl+Shift, and then prass =
the flines. urtil all the lines are saleched.

A parograph Double-click in fhe Mowve the insadion point ko the beginning of the
sedeciion bar next o fhe mmmmmmmﬂ+shm,ummm¢.
parogroph, or tripke-click
within the paragraph.

Mulfiphe Click and drag in the Move the insarmion poant i fhe beginning of the

[panageaphs selacson bor next o firs! parograph, hold dovwn CiA+Shint, and Men
the poragraphs, of press ], uniil all the paragraphs are selecied.

Iriple-clck within tha
first paragraph and drog.

[Enttire Triple-click in Press Girl+A Pres= and hold doven the Giel key

document the selection bar. and click In the selecsion bar,

A ock of text Click of the beginning of the Click of the beginning of the
block, then drag fhe poinber block, press and hold down the
undil the entire block Shift key, ond then click of Fhe
iz seleciod. end of the block.

Multiphe blocks of text  Press and hold the Cirl key, then
drog the mouse pointer 1o select
multiphe blocks of nonodjocent text.




The [Enter]| key is used to begin a new paragraph, NOT
a new line.

Deleting Text:

- [Backspace]: delete the'characters and spaces to the left of
cursor

- [Del] or [Delete] keys: delete the characters and spaces to the
right of cursor

Select (highlight/block) text/objechand press [Del] to cut
a text/object

Use UNDO ([Ctrl]+[z]) to-cancel
the last operations




PRESS TO MOYE INSERTION POINT

— or —» Laft or right one characher af a fime

T or ,L Up or down one line of a ime

Cirl+ €= or Cirls =P Laf or right one word of o lime

Cirl+ T or lZ-‘IrI+J, Up or down one paragraph af a fime

Home or End To the beginning of 1o the and of the cummant ling
Cirl+Home or Cirl+End To the beginning or 1o the end of the document
Pagallp or PageDown To the previous screen of 1o the next scréen
Al+Ctrl+PogeUp or Alt+Cirl+ PogeDown To the 1op or 10 tha boflom of the document window

Click the mouse at any location in the document position the insertion
point quickly!



Select paper size
(A4 for quarto)

Margins Faper ] Lavout l

Letter (3.5 % 11in.)
Legal (3.5 x 14 in.)

Determine where

this setup apply

Aukomatically Select

\_

This section ﬂ

Print OpLions. .. |

First page: Qther pages:

Default tray (Aukomatically 5

Automatically Seleck

Default. .,

Ik

Cancel




Page Setup

first, odd, even —

\_ pages

Headers and fookers

| Different First page

From edge:

Determine where

this setup apply

Page

Vertical alignment:

_ S

. Margi P Layauk
Determine how 5::5:: = |
header/footer for Section start: [New page =

Different odd and even

Header: |1,25 cm El:

Foater: (1,25 cm 3, :

Top

|This seckion

This seckion
This point forward
Whale document

X -

4

Line Mumbers. ..

Borders. ..

Page Set Up (File = Page Setup)

Determine how

to insert new
section

Determine the
position of
header/footer
from the page
edge

~

/

Defaul. ..

(8] 4 Zancel




Margins ] Paper ] Layout l

Determine the

Determine the
Margins . o
margins (distance

printing Top: 2,54 m = Bottom: [2,54 cm  —=

Orientation Left: 3,17 cm EI: Rioht: [317 cm == between page
K Gutter: 0cm 3: Gutker position: edges and main
rientatian teXt J
=
Portrait Landscape
Pages
Multiple pages: |I'~.I|:|rrnal =

Mirrar rargins
2 pages pet sheet

Preview
Bioak, Fald

apply to:
This section

Determine how
multiple pages
are printed

Determine where
this setup apply

(84 Cancel
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Save A Document dEM

e C(llick File = Save or Save As, or
e (lick Save (H) icon on the Standard toolbar, or

® Press together [Ctrl]+[S] keys. e
- Type the filename ;. CHL

* Frequently save your document while editing!
 Remember the filename when saving document!
e Use descriptive filenames to easy remember it!



The Print Preview Window
(File = Print Preview)

2l Works Tawer Conkrast Lether (Frevies ) - Microsolt Warnd s =1
hﬂhﬂmhﬂlﬂTﬁWﬂ# ! ?1
Print Preview foolbar |
One Poge bution
View Ruler bution  ——1—
verfical ruler ~ ——t-

S W S -,l_u.u. ==y -n.-.-.a_l.p.ll

Previewing your document
before printing it allows
you to spot problems with
formatting that would
require a reprint.

Fage | S 1 1] MTE  In) ColE REC TRe B0 om0




The Print Dialog Box

r
(File = Print ) qf‘_“
S
N 2| x|
nome of printer (yours Printer
might difier) T | 3P Coor LaserJot M ] Properties |
?,:: ::‘ Cokor Lasar et S4 PRI BT
To print the document, el e [P,
you can use the Print Lol Copees | _
button on the Standard FRcmie. ¢ s R o
toolbar to print with the o | ﬁ @ ¥ Colige
default settings, or you Sepirdion by commos. For oxameies 113512
can use the Print Pt hate [Docamers <] (2o
command on the File e [ pages rrraran 5] | [|Feemepmstemcr. 1 page =]
menu and print from the sl tn pager 381 [Ny Scalng = ek i ol
Print dialog box, which B |—,i—| |

enables you to change the
default settings.




Divide a Document Into Sections
Insert 2 Break = Section Break

® A section is a unit or part of a document.

e Hach section can be set to have unique features
(e.g. page setup, headers, footers, and vertical
alignment).

e For example:

- In a long document, you can add section breaks
between front cover (title) page, front matter pages
(]kalreface, table of contents, etc.), and main chapters to
change the name of the chapter in the header or footer.

- In business documents, you can change the page
orientation to landscape to display a wide table



. Click Insert = Break

. On Break window dialog,
click Next page button
under Section break types

Break types

¥ |Page break

" Column break

" Text wrapping brask

tion brask types
Mt page

" Contimms

¢ [Ewen pags

" Qdd page

]




Recognize A Section Break

Section Break line appears in Normal Document View
(View = Normal)

Section number can be seen on the Status bar at bottom side

Weriien by |y Qer 1 enworks ]
ol b Wl e -+ foount Mansger]
Fathieringe MacDannéel " Prodisct Manager]
fnge o Juric-Cuva . Sales Engineery
Evan Bnlisiem -+ Mefwork Engiresr] saclion break
|
Inﬂm |'|| II'I i Teecticn [resd [Pderc® P
poi = Sxecutive Summary]] -
m 2 Thes repor precems oplions [ o conned e e three compuler nebsorks
rurt by Besar Hope Social Seraces - Frstwoe destnbe the neteorks - the
Madigon - Janeswle - and Mikvau ke e ofhoes - and then- e exolan the Mlm numm
DEREE] | ]
page number Pagr 2 e 2 M oM w1 ey RIC TR = OF




Creating Header/Footer
(View =2 Header and Footer)

e A header is text printed at the top of every page.
e A footer is text printed at the bottom of every

page.

itch bet
Insert Page number Page Setup Sr\:\g aC d e?/?ovgf:rn
Page number format \ \ Van
Header and Fuul:er b
Inserk .ﬁ.uI:DTe:-:I: - ﬂ EE 5;—} E[.] Eh E T 0T, Close
/1
Insert number of
pages

Same as prewous
section

Insert date Insert time




Furst tab (left) Second tab (center)

Click this to select
tab stop type for
default tabs

Double click on the
horizontal ruler to set a
customized tab stop

Lf/n stop position:

Default kab stops:

4,44 em [1,27 cm =]

;:gg Em J Tab stops to be cleared:
Alignment

£ Left (¥ Center ™ Right

™ Decimal " Bar
Leader

{* 1 Mone (2 e ——

(4

et | Clgar | Clear gl |

Cancel |




Create/Insert Table
(Table = Insert > Table)

Insert Table

Table size
Mumber of columns: 4 =
- [Ctrl]+[b] Bold [Ctrl]+[n] New document
Nurnber of pows: e =
[Ctrl]+[i] Italic [Ctrl]+[o] Open document
AukoFit behavior
% Eivad calumn width: ALt % [Ctrl]+[ul] Underline [Ctrl]+[s] Save document
- AuktaFik to contents [Ctrl]+[x] Cut (delete) [Ctrl]+[a] Select all document
(" AukaFit to window
[Ctrl]+[c] Copy [Ctrl]+[w] Close document
Table skvle: Table Grid AukoFormat. .,
[Ctrl]+[v] Paste [Ctrl]+[1] Align left
[Ctrl]+[z] Undo [Ctrl]+[e] Center paragraph
[Ctrl]+[f] Find text [Ctrl]+[x] Align right
| Remember dimensions Far new bables s
ok Cancel [Ctrl]+[h] Find & Replace [Ctrl]+[j] Justify paragraph




Inserting Table Caption
(Insert = Reference = Caption)

[Cte1]+[b] [Bold Jictn+inl [New document
[Ctell+[i] |Ttatic | 2 x|
g T _ | Caption: I,
[Ctrl]+[u] [Unde: able 1 nt
KChck this button t {{:I Options kL ADe Lment
to make new | Labeld ) abel: il Y
caption label ™\ > Pasitid | Tabel - ent
\ ] Cancel |
Ctrl]+[z] [Undo | | hew'tmmer— _mmeerng... | praph
'C lfI'l_ * 'ﬂ Flﬂd t1 aukaCaption. .. o, | Cancel

[Ctrl]+[h] [Find &

vraph




Creating Automatic Table of Contents
(Insert 2 Reference 2 Index and Table 2
Table of Contents)

Index and Tables

Select table of Index i Table of Contents {| Table of Figures l Table of Authorities l

contents type Print Preyview Web Preview
Heading 1. 1 ﬂ Heading 1 “
Heading 2. ! Heading 2
table of contents | " meading3...... .. 5 Heading 3
sample preview
table of contents - -|
OPtiOHS /F Show page numbers v Use hyperlinks instead of page numbers

v Right align page numbers

Tab leader: |....... v|
< 3eneral
Formats:  |From template ﬂ Show levels: |3 El:

Shaws Ouklining Toolbar | Qptions. .. Modify, ..

N

(0]'4 Zancel




