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Names of buttons on Toolbars 

Hover the mouse over any button and its name will appear in a box near the mouse pointer. This is called a “tooltip”.

What do the buttons do? 

Choose What's This? from the Help menu. The mouse pointer will turn into a pointer with a "?" symbol. Click on any button (or any other element or object on the screen) and Word will give you some information. Also, Shift + F1 will turn on the What's This? feature.

Press ESC to release the What’s This feature.

Notice that placing the What’s This feature over text shows you the formatting of the text.  Users of WordPerfect will appreciate this, as it’s comparable to WordPerfect’s Reveal Codes feature.
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Move Toolbars 

Click on the left edge of the toolbar (the mouse pointer will turn into a four-headed pointer). Drag the toolbar to any edge for a toolbar or anywhere else on the screen for a floating palette.

Show/Hide ¶
The Show/Hide button is used to show you non-printable symbols, such as spaces between words, tabs, and paragraph breaks. Although distracting when reading a file, it is beneficial to have the marks show when you are working with a file. It makes editing much easier.
Recent Menus 

The Standard and Formatting toolbars can share one row in later versions of Word, or they can be displayed on two rows, as in the older versions. Also, the menus can show a basic set of commands, with the recently used commands shown first, or you can show all commands. 

Choose Customize from the Tools menu. Click on the Options tab. Use the check boxes to make your selections. 
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The first option says Standard for Formatting Toolbars share one Row, and the other option is Menus Show Recently used Commands First, with the default option of Showing Full Menus after a Short Delay.

Show/Hide Margins

You can also display the non-printable margins and column guides by going to Tools, Options, View, Text Boundaries. 
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Columns

If you’d like to see your document in two or more columns, place the  mouse on the Columns button of the Standard toolbar, hold it and drag until you see the desired number of columns.  Release the mouse.

To format only a section of your document into columns, select the text first, then set the columns.  This creates a “section” in the document. 

Sections of a document contain different margin settings.  On the status bar you will see the “Sec” number change as you move your mouse in the different sections.  

Page Break

Ctrl+Enter

When you are finished typing on a page and wish to create a second page, do not press Enter until a second page is automatically created. Press Ctrl+Enter, or use the Insert menu and choose Break, Page Break.

Pressing Enter several times may achieve the desired result, but if you later change your margins or columns, the blank paragraphs you created by pressing Enter may not end up in the correct place.

Formatting Text

You can apply formatting such as fonts, font size, and attributes such as bold and italics.  You can proceed two ways. One is to format the text as you go, the other is to apply the formats afterwards. Knowing essential keyboard shortcuts will make you more efficient at applying as you go:

Ctrl + I = italics
Ctrl + U = underline
Ctrl + B = bold

To “apply as you go”, turn on the format, type your text, and use the same keystrokes to turn off the format.

Formatting Paragraphs

Formatting paragraphs includes alignment (left, center, right, justified), line spacing within, spacing before & after, borders, indentations, tabs setting, bullets and numbering.

One of the major differences about formatting text versus formatting paragraphs is that you don’t need to select an entire paragraph to apply formatting. You can simply have your cursor in the paragraph. Or you can select just one character.

When applying paragraph formats to multiple paragraphs, you need to select them first, however you need only select any portion of the first, to any portion of the last.

Then use your menu or keyboard to apply the changes.

Following are some keyboard shortcuts:

Ctrl + E = center align
Ctrl + R = right align
Ctrl + L = left align
Ctrl + 1 = single space
Ctrl + 2 = double sp.
Ctrl + 5 = space 1.5

Applying Bullets

There are two buttons on the formatting toolbar to help you apply numbering or bullets to your text.  If the text is typed already, select any portion of the paragraph and click either the numbering button or the bullet button.

Paragraph numbering is automatic, and when you delete a numbered paragraph, all other paragraphs in the list get renumbered.

How to spruce up those boring black dots in Word

By default, bullets are little round dots or squares, but it's easy to add a touch of creativity to your memos and letters by customizing the bullets. 

· First, create your list of items. 

· Then, instead of creating a bulleted list the normal way (by clicking the bullet list icon on the toolbar), select Format, Bullets and Numbering. 

· Click the Bulleted tab in the dialog. The dialog box contains several bullets to choose from. 

· Click the bullet you want to use, then click OK to lock in your change. 

If none of the bullet selections appeal to you, you can change the character that makes up any bullet set. Select any of the bullet choices, then click Customize. In the Customize Bulleted List dialog box, you can pick a character from any font on your system. Click the Bullet button, select a new character to use as a bullet, then click OK to make the change. 

To pick characters from another font set, click the Font button. The default font is Wingdings, which has the most bullet-like characters, but you can pick any character from any font. 

[image: image5.png]



If you want to make your customized bullet the default (the one used every time you click the bullet list button in the toolbar), alter the bullet set immediately to the right of the box that reads "none" in the Bullets and Numbering dialog box. 
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Once you make a change in bullet characters, the changes are stored in your normal.dot template and will persist in all future Word sessions. 

Word is too Helpful

Have you ever noticed that sometimes you’ll be typing along, and you realize you’ve misspelled a word, and by the time you go to make the change, Word has already made the change for you?  Or you want to make a list of articles with lower case letters, but Word automatically converts the first letter to a capital letter for you?  This is due to a feature of Word called “Auto Correct”.

Click the Tools menu and select Auto Correct.

There are four tabs in this dialog box, and some of the options are duplicated. It’s in this window that you can select or deselect some of the options.
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How do I turn off the automatic URLs? 

When you type a website address or an email address, Word will automatically convert the address into a hyperlink, to make it clickable to work when you are online.  There will be times when you want to type an address without having the link. 

Choose AutoCorrect (or AutoCorrect Options) from the Tools menu. 

Click on the AutoFormat As You Type tab. 

Under Replace As You Type, clear the Internet and network paths with hyperlink check box. 
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If you didn't turn off AutoCorrect before you started typing and now you have a document full of hyperlinks that you don't want, you can turn them off, either one at a time, or all at once. 

To turn a link off, right-click on the link, select Hyperlink from the pop-up menu, and then select Remove Hyperlink. To remove all links from the document, choose Select All from the Edit menu or press CTRL+A and then press CTRL+6 to remove all hyperlinks. *Author’s comment:  I have had not always had success with this feature.

Multiple Documents

New documents open in a separate window (in previous versions of Word, a new document took over the Word window). You can switch from one document to another by choosing a document from the list on the Window menu or by clicking the document's button on the Windows Taskbar. To view all open Word documents at the same time, choose Arrange All from the Window menu. You can also switch documents (or applications) by pressing [Alt]+[Tab].

Using the menu to set Tab stops in paragraphs 

1. Select the paragraphs in which you want to set tab stops. 

2. On the Format menu, click Tabs. 

3. In the Tabs dialog box, do the following.

· To set a tab stop, type the measure​ment for a new tab stop in Tab stop position, and then click Set. 

· To delete a tab stop, click it in the list, and then click Clear.

· To delete all tab stops in the selected paragraph, click Clear All. 

Using the Ruler to set Tab stops

You can also set tab stops by clicking the ruler where you want to set them.

By default, clicking the ruler will set a Left tab stop. This means that when you press the Tab key on your keyboard, the cursor will advance to the tab setting and align the text from the left, as if you had just changed the margin.

On the far left of the ruler you can see a little button that has an “L” in it.  This is called the Tab Alignment Button.  Click on that button several times to change the tab from Left to Right, to Center, to Decimal, to Bar.

Click the alignment button until you see the desired type of tab. Then click on the ruler.  

Center tabs align like this:

Yes

No

Maybe

Sometimes

Right tabs align like this:


Karen


Kim


Rabinovich


Van der Poll

Decimal tabs align along the decimal, like this:


100.


5.00


1,000.555


2,4444.1

You can delete tab stops by just dragging them off the ruler. Put the mouse pointer on the tab stop and drag it downward and release the mouse.

Insert Picture versus Copy & Paste from Another Program

If you are used to using the Copy & Paste feature of a computer, you will appreciate that you can copy any object from any environment, and paste it to any other.

For example you can press CTRL + C to copy an image you find on the internet or in your graphics program, and press CTRL + V to paste it into your Microsoft Word document.

There is nothing wrong with this method of inserting a picture, however you may find when you are done that the size of the Word file increases dramatically and could go from 300 kb in size to a whopping 3 mg in size, just by using that method for one or two pictures.

If the file is going to be sent as an attachment by email, it’s best if you downsize it first.

You need to have a graphics software program to resize your picture.  You can use Copy & Paste to paste the picture into this program, then use the Resize or Resample option to downsize it.  SAVE IT in a folder.  

To insert the picture, use the Insert menu, and select Picture.
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From the cascading menu, select From File. In the next window, navigate to the location of the file.
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Use the “Up one Level” button to search the hierarchy of your disk, or use double click on the yellow folder symbols to search downward through the structure.  Once you locate the file, select it and click the “Insert” button.  Your final saved document will be smaller in size.


























































�
Moving around the Document�
�
Top of document�
Ctrl + Home�
�
End of document�
Ctrl + End�
�
Paragraph to paragraph�
Ctrl + up or down arrows�
�
Word to word�
Ctrl + right or left arrows�
�















