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Course Objectives

N Create and Save Word documents
1 Format text, paragraphs and pages

1 Understand and perform editing
techniques

(including cut, copy and paste)
N Print documents
1 Use tools to automate Word
1 Access online Help
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Getting Started

FZE Double click on the Word 2007 icon to start your Word Processing session.

ol@ E v o 9 Documentl - Microsoft Word =T

=)

- Home Inse Page Layout References Mailings Review View Add-Ins @
- = =i

=] ’t Calibri (Body) MRS A‘| =]

Screen Overview

&4 Find ~

|| AaBbccDc AaBbCi AaBbCc

EE;‘ Replace

Paste - 2 -||37 ~ - - - E i i _ Change
\f ‘B I g_ abe X, X' Aa H B> & | = = = = |Q i | T Mo Spaci.. Headingl Heading2 - Stylesg' [y select~
Clipboard & Font (] Paragraph F} Styles (] Editing

|-2-|-1‘|-§-\-1-|‘2-|-3-|-4‘ RN R R IR U RIS S RS RIS = RIS RIS G IRr- SO e F R -0

R RERE:

R

Page:1ofl | Words:Q | English (Australia) Ie

EEEE

The Office Button

This icon replaces the traditional File menu. It is the control centre for
most commonly used tasks.

Quick Access Bar

Always visible and provides access to tools on Office Button.

Replaces the Menu Bar and offers a tabbed visual reference to all

Ribbon tools available in Word.
Status Bar Now offers a customised option to add and remove status items
File View Repositioned to right hand side and new magnification option via

slider.

Notes
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Microsoft Office Button

The File menu has been replaced in with the Microsoft Office Button.
Click this button, in the upper-left corner of the program window, to get the basic commands

necessary to open, save, and print your documents.

Opening a New Document

When you start a Word session a new
document called Document 1 is already
At any other time, to start a new

active.
document:

Click on New

1
1
1
i Click on Create

Opening an Existing Document

Click the Microsoft Office Button |

Ca
a

Select the new document you want

If you have to retrieve a file from a storage

source:

Click the Microsoft Office Button |

Browse to the location of your file

1
1 Click on Open
1
1

Ca
a

Select the existing document you

want
1 Click on Open

If you have recently used a file:

9 Click the Microsoft Office Button |

Ca
a

1 Recently used files will be presented

9 Click on the file you want

Saving and Closing Documents
To save a new document

Sawve a copy of the document

I'l_;" Word Document

Open

Save the document in the default file
format,

Convert

Word Template

Save the document as a template that can
be used to format future documents,

=
i

Save

@ Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

Print
Prepare

g
=
bl sove s
o
2
@

./ Publish

=

» s Eind add-ins for other file formats

.3. Learn about add-ins to save to other
formats such as PDF or XPS,

L4 ] Other Formats
Open the Save As dialog box to select from

all possible file types.

L
_| Close

%

+] Word Options | | X Exit Word

To close a document

( Oa

Ca

T
T
T
T
1
T

Notes

Click the Microsoft Office Button
Click on Save As

Select the format of the document
Select the location for the document
Enter a filename for the document
(Maximum 255 characters)

Click on Save

9 Click the Microsoft Office Buttonj =

Click on Close
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Exercise 1.

Open an existing document

Download “Word2007_WordLevelllLetter.docx” from:
http://www.library.uq.edu.au/ask-it/computing-training/exercise-materials

Click on Office Button

Click on Open

Browse to the location of your file
Select the document you want
Click on Open

arwNPRE

Exercise 2.

Adding the date

Replace the text [ENTER DATE] with a date that updates automatically when you open the

document.
1. Delete the text [ENTER DATE]

Using the Ribbon
2. Onthe Insert Tab

| .
3. Select Aty Date & Time

To enter date as a date stamp
1. Select the appropriate date format
2. Click on OK

Date and Time

ed
Available formats:

25/06/2007

Monday, 25 June 2007
25 June 2007
25/06/07

2007-06-25

Language:

=] IEninsh (UKD =l

25.06.2007

25 Jun, 07

June 07

un-07

25/06/2007 16:03
25/06/2007 16:03:13
4:03 PM

4:93:13 PM
To enter date as a ‘Field Code (6103:45
1. Select the appropriate date format
2. Select the “update Automatically” =l ¥ update autornatically
Optlon efaulk, .. ancel
3. Click on OK o | x i
To update the date:
1. Right click on the date
2. Select Update field from the
context menu
Notes
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Editing Information

Selection Techniques

Text Selection In Document In Selection Bar
Any amount of text. Click and drag.
A word. Double-click
A line. Click and drag Single Click
A sentence. Click and drag
A paragraph. Triple Click Double Click
An entire document. Ctrl+A Triple Click
A section of text | 1.  Define a starting point-(Click at the start of the text you want to select)
2. Move the mouse cursor to the end of the text you wish to select
3. Define the ending point-(Hold the Shift key and click with the mouse)

Typing Replaces Selection

Typing replaces Selection is a feature available in Word which allows users to replace
specific pieces of text with alternative text.

1. Selection  gtate |ibrary of Queensland
2. Typing State Library of N
3. Completion State Library of NSW

Notes
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Formatting Information

Microsoft formats text by using a very simple principle —
“Select the text you want to change

idl

—-/ Haome Insert Page Layout References Mailings Review View

i o _ _— _
BRI o -|11 em: NIENEREEE =|E tz||"*l||'ﬂ|

==
Paste f B 7 U -~ abe x| x° Aa*llay* A'l =

-

Clipboard T« e Font ] Faragraph e e'_ﬂ

1

il

M

=
11

_*
4

Exercise 3. Formatting text

When formatting text, Live Preview allows you to preview the formats before applying them
Select “Book Borrowing requirement” from Exercise 1

Using the ribbon, change:
O rFont

Book Borrowing requirement

Oront Size _ ]
Book Borrowing requirement

© Colour and Effects

Och he back d / /
Change the backgroun Book BO/‘[‘OM//[‘) requirement

Book Borrowing requiremten

OAdd a border

Using dialog boxes, change:
(Display dialogue box using Ctrl+D or click on the Dialog Box Launcher)

Notes
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Arial 11 A AT

(B & U - ahe x, xzﬁa*llaEv?TA"l

Font ]
Font,
Font Size Change the background,
Colour and Effects Add a border
[Fort i 2% Borders and Shading 21xl

Fopt | Character Spacing |

Eont:

Borders | Page Border I Shading I

Setting: Skyle: Preview

Arial

Click on diagram below or use

cademy Engraved LET
wgency FE

Algerian

ndsle Mono IPA

Font color: Underline style:

buttons to apply borders

I Automatic |z| I (none)

ffs [l zutomatic
Theme Colors

o

hl
3

Standard Colors

-

More Colors...

a
HE EEEEE

. Automatic
Theme Colors
ply to:

H EMENEEN |

E " Colar:
Grid I Automatic :

| able
I
OpLions. .. |

be used on both printer and screen.

Horizontal Line. .. | & I I I I I I I I I OF | Cancel |

Defaulk... |

Notes

Standard Colors

oK Cancel
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Exercise4. Us i n g Fdrrhat Pajnter* T o ol

A high-speed formatting option is Format Painter. This is a quick way of duplicating
formatting from one section of text to another.

To use the Format Painter once
1. Place the cursor in the text whose format you want to copy

2. Click the Format Painter button, | Format Painter

Note: You will see a paintbrush attached to the mouse
3. Select the text that you want to paint on the new format.

To use the Format Painter repeatedly
1. Place the cursor in the text whose format you want to copy

2. Double-Click the Format Painter button, | Format Painter

Note: You will see a paintbrush attached to the mouse
3. Select the text that you want to paint on the new format.
4. Click on the Format Painter button to switch off

Exercise 5. Inserting Page Breaks

To start typing on a new page when you are ready you can automatically move to a new
page by inserting a page break. This can be carried out via the keyboard or the ribbon.

Using the keyboard | S |
1 Press Ctrl + Enter | -

Using the Ribbon
M Click on Insert tab
1 Click on Page Break.

Viewing Non-Printing Characters

To allow for editing of your document it is often useful to see when a page break, tab
character or space was inserted. These are generally considered as non-printing characters
as they don’t print out but you can see them in the document by switching them on.

To view Non-Printing Characters i=[ 1= - = 2= = A l][ oT |
f Onthe Home Tab § o
M Click on Show/Hide button in the ribbon

1
(il
Il
=

|

4

4

4

Faragraph F]

Notes
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Spell check & Proof reading

Exercise 6. Spell check the whole document

The spell check will begin from the insertion point. It is recommended you move to the
beginning of the document before commencing.

On the Ribbon o) d92-0 DA G )
T[ CIICk on the ReVIeW Tab —%} Home Insert Page Layout References Mailings
1 Click on Spelling & Grammar u EE| a}) yTransiation sarentip ~ ||
T[ You are presented Wlth the Spe” CheCk Spelling &|Research Thesaurus Translate % Sertanguage Mew -f‘
dialogue box.

Grammar iza) Word Count Comment
Proofing Com

Any spelling error is presented in red and may have alternative suggestions listed.

H Mot in Dickionary:
TO Ieave a Spelllng error This icon repalces the traditional File menu. ﬂ Ignore Once I
9 Click on Ignore Once or Ignore All .
LI Add ko Dictionary |

To ensure text isn’t picked up as an error in sssesions
future CT N | - |
. . . I ! —
f Click on Add to Dictionary e Changeal |
To Change a spelling error | AutoConect |

. =
T Select the correct suggestion Dty giage! [engieh (07 ]
{1 Click on Change or Change All ¥ Check grammr
Options. .. | Undo | Cancel |
Any grammar error is presented in green and may have alternative suggestions listed.
To leave a grammar error 21|
H Mumber Agreement;
9 Click on Ignore Once, Ignore Rule or Any o amount o1t ﬂ e |
Next Sentence |
Ignore Rule
LI Mext Sentence |

To change a grammar error
1 Select the correct suggestion
1 Click on Change

Suggestions:

. [
To find out more about an error Dty lnguoge: [erg
. . Dj v language: |English {LLK.) j
9 Click on Explain ¥ check arammar
Options. .. | Undo | Cancel |

Checking Individual errors

In the status bar the spelling indicator will display a red cross to indicate there are errors in
the document.
To go to the closest error in the document

‘& English (UK
{1 Click on the spell check icon “L English (UK

Cut, Copy & Paste techniques
When using cut & copy techniques, the information selected is temporarily placed on the

Notes
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clipboard for use in another location. This can be either in the same document, in a
completely different document or even in a different type of file.

Providing you have the clipboard task pane open, you can collect 24 separate items on the
clipboard and paste any one of these when required. This information is stored during your
active session but is cleared when you log off.

(=7

To open the Clipboard Task Pane: =] ' £
9 Click on the Dialogue box expander S
= ¥ Format Fainter

Clipboard fa
=l R

Exercise 7. Copy & Paste Techniques

Open a new document for this exercise:
Your Name
Job Title
Department
Institution

Celebrity
Profession

Using the Ribbon
(Viathe clipboard — useful between other documents and other applications)
To Move text

1 Select the text you want to move.

9 Click on the scissors icon on the Ribbon do Cut

1 Go to the new location for the selected text
9 Click the Paste icon

To Copy text
1 Select the text you want to copy.

9 Click on the double document icon on the Ribbon == “2P¥
i Go to the new location for the selected text
i Click the Paste icon

Using the Mouse

(the Drag and Drop technique - useful within one document)
To Move text

1 Select the text you want to move.

: . Your Name
9 Click on the selection e
1 Dragtoth location for the selected text o T':le% .
rag to the new location for the selected tex Depa nt
Notes Institution

© University of Queensland Library 2010 13 of 27 Ask 1.T. Microsoft Word 2007: Level 1
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(Note: you will see a document icon attached to the mouse)
i Release the mouse button

To Copy text

1 Select the text you want to copy. WT:EE
Drog t0 8 new location Department
Institution

Release the mouse button

)l
)l
(Note: you will see a plus sign attached to the mouse)
1
1 Release the CTRL key

Notes
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Printing Options
Printing options in Word 2007 are available from the Microsoft Office button. You can
preview, quick print one copy of the whole document or choose your own print settings.

o HY- 00 A% E&T )

j Preview and print the document
New
{ Print
~ L Select a printer, number of copies, and
7 Open other printing options before printing.

Quick Print

= |
[iw, Convert @ Send the document directly to the default

printer without making changes.

s Print Preview
H Save -, Preview and make changes to pages before

printing.
H Save As B
] Print D%

Exercise 8. Print Preview Document
(Da
9 Click the Microsoft Office Button “**
i Point to the arrow next to Print
9 Click Print Preview.

,E;ﬁ\ H 9-9 _1 _L YI' @ J b Microsoft Word 2007 combined 16 Jul.doc [Compatibility Mode] (Preview] - Microsoft Word —

] =
- Print Preview 2]

- B3 T © i ] one Page ¥ Show Ruler |
| F E,
| 0K LS b ot o

..... 100 33 Two Pages V| Magnifier
Print Options | Margins Orientation Size Zoom 100% — A i Close Print
= " . =] Page Width || B3 shrink One page —i Previous Page | =2mr

rint Page Setup g"r Zoom e Preview e
|-2-|-1-|-§-|-1-|- ERL LT - T SR LR LU S S B L N = R e © L N I B 1 lax
| 1 ! | ! f ! ! ! ! i ! [

Print Preview has a humber of tools available to allow you to edit your document view
Item Grouping Features
Print group  Allows you to print from preview

Page setup Changes the page setup of your document

Zoom Changes the magnification of the document, on-screen only

Preview Changes the options in the preview

Notes
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Exercise 9.

Print specific requirements

Ca
a

Click the Microsoft Office Button
Click Print

Indicate settings such as Page range,
copies and What to print

Click on OK

= = =4 =4

Using the Keyboard to Print
1 Press CTRL+P.

To print without using the dialog box

2l

" Current page

rPrinter
Mame: I _.z_.a \ilib-mgmt.library .ug.edu, aullib-LTS-KM420-PCL j Properties |
Status: Printing: 1 documents waiting Find Printer. |
Type: KOMICA MINOLTA 5007420 PCL -
Where:  Level 6 LTS I Print to file
Comment: LTS Konica Bizhub 420 Printer ™ Manual duplex:
ﬁage Fang; =N\ O
& all Mumber of copies: |1 5‘

~ pages:
. n "

€ Selection

ﬁ @ ¥ Collate

se;argted by commas Enunt’l’ng from the
start of the document or the section.
For example, type 1, 3, 5-12 or plsl, I )

Print:
\

IAI\ pages in range
>

Pages per sheet: 1 page -
Scale ko paper size:  |Mo Scaling -

Options. .. |

Print what: IDocumantsthingmarkup i "ZUC'"
-

|

[ OCa
M Click the Microsoft Office Button “*
9 point to the arrow next to Print
9 Click Quick Print.
Notes
16 of 27 Ask 1.T. Microsoft Word 2007: Level 1
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Auto Correct

You can use the AutoCorrect feature to correct typos and misspelled words, as well as to
insert symbols and other pieces of text. AutoCorrect is set up by default with a list of typical
misspellings and symbols, but you can modify the list that AutoCorrect uses.

Autocorrect entries will be corrected automatically as soon as you press the space bar after
entering appropriate text.

AutoCorrect: English (U.K.) 2lx|
AutoFormat | Smark Tags
AukoCorrect I Math AutoCorrect I AukoFormat As You Type

V¥ Show AutoCorrect Options buttons

¥ Correct Two Initial CApitals Excephions., .. |

[v Capitalize first letter of sentences

Iv Capitalize First lstter of table cells

v Capitalize names of days

¥ Correct accidental usage of cAPS LOCK key

—|7‘Replace ket as vou bype
Replace: With: ¥ Plain text Formatted text

fidd | Delete |

¥ Automatically use suggestions from the speling checker

Ok I Cancel I

Exercise 10. Use ,Auto Correct” Tool

Type teh and press the spacebar
Type adn and press the spacebar

Define autocorrections using:

cahnge with change

ASAP  with As soon As Possible

uQL with University of Queensland Library

Optionally, if you want to add a formatted text entry, open the document that contains the
text that is formatted the way that you want, and select that text. Repeat as above and the
selected text will automatically be entered into the With box.

Notes
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Exercise 11. Customise AutoCorrect

Add new text to the AutoCorrect list
Ca
Click the Microsoft Office Button “*~
Click Word Options.
Click Proofing.
Click AutoCorrect Options.
Make sure the Replace text as you type check box is selected.
In the Replace box, type a word or phrase that you often mistype or misspell
(for example, type usualy)
In the With box, type the correct spelling of the word
(for example, type usually)
1 Click Add.

=A =4 -4 _-8_9_9

]

To switch Autocorrect on/off

Oa
Click the Microsoft Office Button "

Click Word Options

Click Proofing

Click AutoCorrect Options

To switch on, make sure the Replace text as you type check box is selected
To switch off, make sure the Replace text as you type check box is cleared

=A =4 =4 -4

Notes
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Auto text & Building Blocks

v
./ Home Page Layout References Mailings Review View
|] Cover Page ¥ :] Elal [ = | P ﬂ . Hyperlink =9 3 2 A 2% Signature Line ~
LL‘ e j-‘l = /& Bookmark ! = L

_] Blank Page — s Al wordart ~ _:‘!1;, Date & Time

= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text 2

*=, Page Break - Art - #) Cross-reference - - Number Box~ A= Drop Cap ~ ’$d Object ~
Pages Tables Ilustrations Links Header & Footer Text

Building blocks are reusable pieces of content or other document parts that are stored in
galleries. You can access and reuse the building blocks at any time. Building blocks are
items within a document that you save using the Quick Parts tool to be reused in other

documents. You can also save building blocks and distribute them with templates.

You can use AutoText, one type of building block, to store text or graphics that you want to
use again, such as a standard contract clause or a long distribution list. Each selection of
text or graphics is stored as an AutoText entry in the Building Blocks Organizer and is
assigned a unique name that makes it easy to find the content when you want to use it.

Exercise 12. Create a Building Block or Quick Part

Yours faithfully

Your Name
Your Job Title

Creating a Building Block or Quick Part

1. Select the content you want to
save as a building block.

| Quick Parts - | | 2 -

|.
2. Click the Insert tab and in the Text = Field...
co_mmand set . Q Buileing Blocks Organizer...
3. Click the down arrow next to Quick . !
Parts. “—j. Get Mare an Office Online...
4. Click Save Selection To Quick I [gave Selection to Quick Part Gallery... ]
Part Gallery

Figure 1 The Quick Parts menu.

Note: The content you select can include text, images, and special formats. Whatever you save as a building
block will be placed in the new document as is, so lines, logos, hyperlinks, and more can be saved for reuse.

Notes
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5. The Create New Building Block
dialog box appears. Fill in details:
Name

Create Mew Building Block

|Faith

2l

Marme:

Type a unique name for the building block. Gallery: IQ""':k“ Parts j
Gallery

Select a gallery for the building block to show up in. Category: IGeneraI j
Category

Select a category or create a new category Description:

Description

Type a description of the building block Save in: IBuiIding Elacks. dakx j
Savein

Select a template from the drop-down list Dpkicns: II"'SEV': conkent anly j
Options

o]

Figure 2 The Create New Building Block dialog box.

Insert content in its own page building block is
placed on a separate page.

Insert in own paragraph for content that should
not become part of another paragraph, even if the
user's cursor is in the middle of a paragraph.

Insert content only for all other content.

Cancel |

6. Type a name for the Quick Part
7. Click OK.

NOTE: This saves the new item in the Quick Parts gallery so that you can insert it in a document by selecting it
from the Quick Parts menu.

Exercise 13.

Using the Ribbon
1. Open the document in which you want to
add the Quick Part.

Insert a Building Block or Quick Part

Z| Quick Parts = | 2% ~

G I
2. Click at the point in the document where fal.t:nera
you want to add the item. Fours TatHTuly

3. Click the arrow next to Quick Parts.

4. You now see a list of building blocks you
have added to the list.

5. Click the part you want to insert at the
cursor position

Lisa Simpson
US President

sinc

Yourg sincerely

Lisa Simpsan
LIS Presiden

=1 Field...
Figure 3 Available Quick Parts
Note: If you want to see the whole collection of available building blocks, including the ones you added, click
Building Blocks Organizer in the Quick Parts menu. A large variety of building blocks are provided for
everything from cover pages to equations to page numbering. In the Building Blocks Organizer, you can

Notes
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preview, edit, or delete building blocks and, if you choose, insert them in your current document.

Using the keyboard

1. Open the document in which you want to add the Quick Part.

2. Click at the point in the document where you want to add the item.
3. Type in the name of the Building Block

4,
Note:

Press function key F3

If you do not know the name of the building block you have to insert them via the organiser. Click

Building Blocks Organizer in the Quick Parts menu.

Exercise 14. Edit a Building Block or Quick Part
1. Playback the Quick Part you want to edit 2| ¢
2. Make appropriate changes. — [Faith (
3. Click the arrow next to Quick Parts. ol [oucpars =
4. Click Save Selection To Quick Part —
Gallery Category: IGeneraI j
5. Re-enter the same name as the original x|
Note: You will be prompted to replace the existing 9
entry ‘-"/‘ Da you wank ka redefine the building black entry?
6. Click on Yes
ila]
QK I Cancel I |
Figure 4 The redefine building block dialog
box.
Notes
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Using Help in Word

@ Word Help - = X
CEGEANN=N X

v P search -

What's new Activating Word

Getting help Creating specific documents
Comverting documents Yiewing and navigating

Margins and page setup Headers and footers

Page numbers Page breaks and section breaks
Wiriting Formatting

Tracking changes and camments Lists

Tables ‘warking with graphics and charts
Tables of contents and other references Mail merge

Saving and printing Collsboration

File management Custarnizing

Accessibility Security and privacy

‘WWaorking in a different language Autarnation and programmability
Add-ins Macros

P —
Word Help |y offline

Find the content you need in the Help window

The way that you navigate the Help window is much the same way that you navigate the
Web in a Web browser, such as Windows Internet Explorer. However, the Help window
has additional features that a Web browser lacks.

You can find Help for Microsoft Office programs in more than one place. Help is installed
on your computer when you install an Office program, and you can get additional Help
content from Microsoft Office Online.

If Connected, Online appears in the lower-right corner of the Help window. If Offline
appears in the lower-right corner, you are searching and getting Help from the files stored
on your computer.

Exercise 15. Search the Help content on your computer

When you are offline, you can search your local files and see the search results that Help
finds there. When you search offline Help, additional online content is not available.

1. In the Help window, in the Search list - Searchm,
2. Click an option under Content from this computer.
3. Type keywords in the search criteria list,
4

Click Search | 58"~

Exercise 16. Switch between online and offline Help

The Connection Status menu in the lower-right corner of = @ connected to office Online
the Help window indicates whether you are looking at Help
online or offline.

Connection Status:
" Show content from Office Onling

Showe content anly from this computer
Notes

&) Explain these options..,
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To see Help on Office Online

1. Click Show content from Office Online on the Connection Status menu in the
lower-right corner of the Help window

2. Type keywords in the search criteria list, and then click Search

To see Help on your computer,(offline)

J Zearch -

1. Click Show content only from this computer on the Connection Status menu in the
lower-right corner of the Help window
Note: This setting is retained after you close the Help window.

2. Type keywords in the search criteria list, and then click Search

J Zearch -

Exercise 17. Print a Help topic
1. Click the Microsoft Office Word Help button L2}
2. Find and display the Help topic that you want.
3. Inthe Help window, click Print |
4. Select the printing options that you want, and then click Print.

Notes
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Keyboard Shortcuts
Working with Office Applications

Display and use windows

Switch to the next window. ALT+TAB

Switch to the previous window. ALT+SHIFT+TAB
Close the active window. CTRL+W or CTRL+F4
Restore the size of the active window after you maximize it. ALT+F5

Move to a task pane from another pane in th e program window F6

Switch to the previous window. CTRL+SHIFT+F6
Maximize or restore a selected window. CTRL+F10

Copy a picture of the screen to the Clipboard. PRINT SCREEN
Copy a picture of the selected window to the Clipboard. ALT+PRINT SCREEN

Undo and redo actions

Cancel an action. ESC
Undo an action. CTRL+Z
Redo or repeat an action. CTRL+Y

Access and use task panes and galleries

Move to a task pane from another pane in the program window. F6

Display the full set of commands on the task pane menu. CTRL+SPACEBAR
Perform the action assigned to the selected button. SPACEBAR or ENTER
Open a drop-down menu for the selected gallery item. SHIFT+F10

Select the first or last item in a gallery. HOME or END

Scroll up or down in the selected gallery list. PAGE UP or PAGE DOWN

Access and use smart tags

To do this
Display the shortcut menu for the selected item. SHIFT+F10
Display the menu or message for a smart tag. If more than one smart tag is ALT+SHIFT+F10

present, switch to the next smart tag and display its menu or message.

Select the next item on a smart tag menu. DOWN ARROW
Select the previous item on a smart tag menu. UP ARROW
Perform the action for the selected item on a smart tag menu. ENTER

Notes
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Close the smart tag menu or message. ESC
Working with documents and Web pages
Create, view, and save documents
To do this
Create a new document of the same type as the current or most recent CTRL+N
document.
Open a document. CTRL+O
Close a document CTRL+W
Split the document window. ALT+CTRL+S

Remove the document window split.

Save a document. CTRL+S
Switch to another view

Switch to Print Layout view. ALT+CTRL+P

Switch to Outline view. ALT+CTRL+O

Switch to Draft view. ALT+CTRL+N
Print and preview documents

Print a document. CTRL+P

Switch in or out of print preview. ALT+CTRL+I

Move around the preview page when zoomed in. Arrow keys

Move by one preview page when zoomed out.

Move to the first preview page when zoomed out. CTRL+HOME
Move to the last preview page when zoomed out. CTRL+END
Full Screen Reading view
To do this
Go to beginning of document. HOME
Go to end of document. END
Go to page n. n, ENTER
Exit reading layout view. ESC
Work with Web pages
To do this
Insert a hyperlink. CTRL+K
Go back one page. ALT+LEFT ARROW

Notes

ALT+SHIFT+C

PAGE UP or PAGE DOW/
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Go forward one page. ALT+RIGHT ARROW
Refresh. F9

Character and paragraph formatting

Copy formatting

To do this
Copy formatting from text. CTRL+SHIFT+C
Apply copied formatting to text. CTRL+SHIFT+V

Change or resize the font

Open the Font dialog box to change the font. CTRL+SHIFT+F
Increase the font size. CTRL+SHIFT+>
Decrease the font size. CTRL+SHIFT+
Increase the font size by 1 point. CTRL+]
Decrease the font size by 1 point. CTRL+[

Apply character formats

Open the Font dialog box to change the formatting of characters. CTRL+D

Change the case of letters. SHIFT+F3

Format all letters as capitals. CTRL+SHIFT+A
Apply bold formatting. CTRL+B

Apply an underline. CTRL+U

Underline words but not spaces. CTRL+SHIFT+W
Double-underline text. CTRL+SHIFT+D
Apply hidden text formatting. CTRL+SHIFT+H
Apply italic formatting. CTRL+I

Format letters as small capitals. CTRL+SHIFT+K
Apply subscript formatting (automatic spacing). CTRL+EQUAL SIGN
Apply superscript formatting (automatic spacing). CTRL+SHIFT+PLUS SIGN
Remove manual character formatting. CTRL+SPACEBAR

View and copy text formats

Display nonprinting characters. (asterisk on numeric keypad does not work) CTRL+SHIFT+*

Notes
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Review text formatting. (click the text with the formatting you want to review)

Copy formats.

Paste formats.

Set the line spacing

SHIFT+F1
CTRL+SHIFT+C
CTRL+SHIFFV

Single-space lines.
Double-space lines.
Set 1.5-line spacing.

Add or remove one line space preceding a paragraph.

Align paragraphs

CTRL+1
CTRL+2
CTRL+5
CTRL+0 (zero)

Switch a paragraph between centred and left-aligned.
Switch a paragraph between justified and left -aligned.
Switch a paragraph between right-aligned and left-aligned.
Left align a paragraph.

Indent a paragraph from the left.

Remove a paragaph indent from the left.

Create a hanging indent.

Reduce a hanging indent.

Remove paragraph formatting.

Apply paragraph styles
To do this

Open Apply Styles task pane.
Open Styles task pane.
Start AutoFormat.
Apply the Normal style.
Apply the Heading 1 style.
Apply the Heading 2 style.
Apply the Heading 3 style.

Notes

CTRL+E
CTRL+J
CTRL+R
CTRL+L
CTRL+M
CTRL+SHIFT+M
CTRL+T
CTRL+SHIFT+T
CTRL+Q

Press

CTRL+SHIFT+S
ALT+CTRL+SHIFT+S
ALT+CTRL+K
CTRL+SHIFT+N
ALT+CTRL+1
ALT+CTRL+2
ALT+CTRL+3
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