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Microsoft Word, the most widely used word processing software, is avail-
able to Valparaiso University staff, faculty, and students as part of the Mi-
crosoft Office Suite of products. The scope of this documentation is to
provide a basic overview of simple document concepts and tasks. You will
learn to create, modify, and save documents, as well as understand how
to use Wordds menus, submenus, and tool
set page margins and line spacing, set tabs, and utilize Auto Spell Check
and AutoCorrect features. Basic knowledge of keyboard and mouse op-

eration is a prerequisite to this course.

Introduction to MS Word 1 Instructional & Learning Services
(Rev. December 15, 2008)



Table of Contents

Starting MS Word...........ccooooeeeiviviiinnns

Auto Spell Check and AutoCorrect..............

Toolbars

Page Setup and Margins...............cceceevvnnnes

Selecting Text with a Keyboard

Selecting Text with a Mouse

Move or Copy Text or a Graphic..................

Deleting Text or a Graphic
Applying Font and Font Size
Applying Bold, Underline, & Italic
Changing the Color of Text

Font Dialog box
Paragraph Formatting..........ccccccceeeeveeeene.
Line Spacing..........cccevvvvvvvvncenennn.
Horizontal Ruler..............cccoooiin o,

Setting Tabs
Printing in MS Word

Saving Your Document............cccoooeeiii.
Exiting MS Word

Introduction to MS Word 2
(Rev. December 15, 2008)

Instructional & Learning Services



Starting MS Word

The method of starting Microsoft Word varies from locations on campus, however, the
majority of users will launch the program by clicking the Word icon on the desktop, or
clicking the Start button in the lower left hand corner of the screen, then All Pro-
grams > Microsoft Office > Microsoft Word.

To begin we start with a blank Word document and the flashing place marker called
the insertion point

\i Insertion point

As you type the insertion point moves to the right of the text that is entered.
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The quick brown fox runs swiftly to escape the pack of barking hounds followed by
the hunters,

When the amount of text fills an entire line, Word will automatically drop the insertion
point to the next line on the page. This process is called word wrap . You can also
create another line by pressing the Enter key on the keyboard.
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