Word basics

Word is a powerful word processing and layout application, but to use it most
effectively, you first have to understand the basics. This tutorial introduces
some of the tasks and features that you can use in all documents.
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Before you begin

What you'll learn
After completing this tutorial, you'll be able to:
* Create a new blank document.
* |dentify user interface elements that you can use to accomplish basic tasks.
* Navigate through your document.
* Select, format, copy, paste, and move text.
* Set document spacing, margins, and page orientation.

e Save a document in a new folder.

Requirements
*  Word for Mac 2011

Estimated time to complete: ©2 30 minutes
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1. Create a new blank document

In Word, you create and save content in a document. You can start with a blank document, an existing
saved document, or a template. When you open Word, the Word Document Gallery opens. It contains a
variety of template choices and quick access to recent documents.

Let's use the Word Document Gallery to open a blank document.

é/ If you have not already opened Word, on the Dock, click Word.

Microsoft Word

\2/ In the Word Document Gallery, under Templates on the left, click All.

W Tip If you don't see the Document Gallery, quit and then reopen Word.
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v TEMPLATES
All N

— Wiy Tempiates
Print Layout View
Publishing Layout View
Notebook Layout View

Brochures

= Click Word Document, and then click Choose.

8006

¥ TEMPLATES

My Templates
Print Layout View
Publishing Layout View
Notebook Layout View
Brochures

Business Cards
Calendars

Word Document

= Tip To always start with a blank document when you open Word, select the Don't show this when
opening Word check box.
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@ Notice that a blank document (Document1) appears.
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Hints

* To create a new blank document at any time in Word, on the File menu, click New Blank
Document (also written as File > New Blank Document in this tutorial).

¢ To show the Word Document Gallery at any time while using Word, click File > New from
Template.

Before you move on
Make sure that you can do the following:
e Open Word from the Mac OS X Dock.

e Use the Word Document Gallery to create a new blank document.
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2. Explore the Word user interface

In a new blank document, you can simply start typing. However, before you begin working with text, you
should familiarize yourself with some of the user interface elements that you can use in all documents.

Let's take a look at some of the Word user interface elements.
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® Menu bar: The area at the top of the screen where all menus are displayed. The File, Edit, and View
menus have the most commonly used menu commands.

@ Standard toolbar: The toolbar that displays the name of the document (in this case, Document1) and
buttons for some of the most common tasks, such as opening, saving, and printing a document.

@ Ribbon: The tabbed command bar at the top of a window or work area that organizes features into
logical groups. The Home tab and Layout tab have the most commonly used commands for formatting
text and changing the document layout.

Cursor: The blinking vertical line in a document that indicates where text will appear when you start
to type.

Scrollbar: The bar on the side of the document window. Drag the scrollbar up or down to see parts of
a document that are not currently visible.

Hints

* To hide the ribbon while you work, on the right side of the ribbon, click [T g

Before you move on
Make sure that you can do the following:

* Identify the user interface elements that you can use in all documents.
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3. Navigate through a document

Documents can contain various types of content, such as pictures, charts, clip art, and tables. However,
the most commonly used content is text.

Let's use a shortcut to create some sample text, and then use the scrollbar and arrow keys to move
around in your document.

1

= With the cursor blinking at the top of the document, type =rand(10,10) to enter the shortcut, and
then press RETURN.

H A Home [ Layout [ Document

Font

»Cambria(Body) ]vnlz \v“A‘,av‘é‘
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2z Notice that Word inserts ten paragraphs of text across two pages, and the cursor appears below the
text.

quick brown fox jumps over the lazy
dog. The quick brown fox jumps ovel
The quick brown fox jumps over the |
lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown f
fox jumps over the lazy dog. The quic
quick brown fox jumps over the lazy
E] g The quick brown fox jumps ovel
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— (=]
= |3 E @ l Print Layout View
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S Drag the scrollbar to the top of the document, and then click at the beginning of the first sentence

to position the cursor at the top of the document.
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@;qml‘ brown fox jumps over the lazy dog. The quick brown fox jumps over the

dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The
quick brown fox jumps over the lazy dog The quick brown fox jumps over the lazy
dog. The quick brown fox jumps over the lazy dog.

& Press RETURN two times, and then press the up arrow key on your keyboard two times to move to
the top line of the document.

|| A Home | Layout | Docun

Font
(Cambria (Body) |v /12 |v| A%
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The quick brown fc
lazy dog. The quicl
over the lazy dog. °
fox jumps over the

<) Type The Fox and the Dog.

[The Fox and the Dog ]

The quick brown fox jumps over
lazy dog. The quick brown fox ju
over the lazy dog. The quick bro’
fox jumps over the lazy dog. The
quick brown fox jumps over the |
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Hints
* If you can't click below the cursor, you are at the end of the document. To insert additional blank
lines, press RETURN once for each line that you want to insert.

Before you move on
Make sure that you can do the following:

* Use the scrollbar and arrow keys to move within the text.

* Insert blank lines by pressing RETURN.

4. Select text

To make changes to text (for example, to format, copy, or move it), you first have to select the text that
you want to work with. You can select individual characters, specific words, or entire paragraphs.

Let's use several different techniques to select text.

~ Double-click the first instance of the word quick. Highlighting indicates that the word is selected.

The Fox and the Dog

The quick brown fox jumps over
lazy dog. The quick brown fox ju
over the lazy dog. The quick bro
fox jumps over the lazy dog. The
guick brown fox jumps over the |

2 Click to the left of the second instance of The. Hold down the mouse button, drag diagonally across
the paragraph, and then release the mouse button. The entire paragraph is selected.

The Fox and the Dog

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the
lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The
quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy
dog. The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the

s Tip You can also triple-click any word in a paragraph to select an entire paragraph.

Microsoft Office for Mac 2011 tutorial: Word basics 7



3 On your keyboard, hold down Command (38), and then press A. All text in the document is

selected.

The Fox and the Dog

The quick brown fox jumps ove:
lazy dog. The quick brown fox ji
over the lazy dog. The quick brc
fox jumps over the lazy dog. Th
quick brown fox jumps over the
dog. The quick brown fox jump:
The quick brown fox jumps ove:
lazy dog. The quick brown fox ji
over the lazy dog. The quick brc
fox jumps over the lazy dog. Th
quick brown fox jumps over the
dog. The quick brown fox jump:
The quick brown fox jumps ove:

s Tip You can also click Edit > Select All to select all content in a document.

< To clear the selection, click anywhere in the document. The highlighting disappears, and the cursor
reappears where you clicked.

The Fox and the Dog

lazy doyf. [The quick brown fox ji
over theiaZy dog. The quick brc
fox jumps over the lazy dog. The
quick brown fox jumps o¥er the
dog. The quick brown foX jump:
The guick brown fox jumps ove:

The quirown fox jumps ovel

Hints

* To select a single line of text, move the pointer into the left margin of the document. When the
pointer becomes 3‘ , click to select the line of text.

e When text is selected, the cursor is hidden.

* Keyboard shortcuts (for example, 38+A) are listed to the right of the command on a menu (for
example, Edit > Select All).

Before you move on
Make sure that you can do the following:
* Select a word, select a paragraph, and select all document text.

* (Clear the selection of text.
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5. Format text
After you select text, you can format it. For example, you can change the font, size, and color.

Let's format the font, size, and color of the document title.

\1/ Select the document title (for example, The Fox and the Dog).

The Fox and the Dog

The quick brown fox jumps over
lazy dog. The quick brown fox ju
over the lazy dog. The quick bro
fox jumps over the lazy dog. The

2 On the Home tab, under Font, click the Font pop-up menu, and then click Arial Black.

U A Home l Layout I Document Elements Tables

Font : Paragraph
‘ Font Collections | 2
-
Calibri (Theme Headings)
¥ Cambria (Theme Body)
Abadi MT Condensed Extra Bold

Abadi MT Condensed Light

Academy Engraved LET

American Typewriter >
Andale Mono

Apple Casual

!ﬂ}rpl‘e C ﬁmlftn}_

Apole Svmbols

Arial Narrow >

= Tip To see a hint for a toolbar or ribbon command, rest the pointer over the button.
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3 On the Font Size pop-up menu, click 16.

U A Home I Layout I Docum
’ Font

Arial Black v 12 .A} .

LB LU =g * %
o 10

11
v 12

1A

) On the Font Color pop-up menu, click Accent 2.

Font

[ [-]|a): (=]
el ARt (B
—

Theme ors

m . | IIII
111
Accent 2

\5/ Notice the new color, font, and size of the document title.

The Fox and the Dog

The quick brown fox jumps over the la
lazy dog. The quick brown fox jumps ¢
over the lazy dog. The quick brown fo
fox jumps over the lazy dog. The quict
quick brown fox jumps over the lazy d
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Hints

* For additional formatting options, select the text that you want to format, and then click Format >
Font.

* To remove formatting applied to text, select the text. Then, on the Home tab, under Styles, click
Normal.

* You can use styles to apply several types of formatting at once. Styles are located on the Home
tab.

Before you move on
Make sure that you can do the following:

* Format the font, size, and color of selected text.

6. Copy, paste, and drag

Copy and paste are commands that make it simple to reuse text without having to retype it. You can also
drag text to quickly move it to another location in the document.

Let's copy, paste, and drag some text in the document.

L Select the title that you typed and formatted in earlier lessons.

The Fox and the Dog )

The quick brown fox jumps over the laz
lazy dog. The quick brown fox jumps ov
over the lazy dog. The quick brown fox:
fox jumps over the lazy dog. The quickl
quick brown fox jumps over the lazy dog
dog. The quick brown fox jumps over th

- Click Edit > Copy.

Undo Color ¥Z
Repeat Color ®Y
Cut HX

oo+ =c

COPY LO JDCTIdPDOOK

s Tip 3+C is the keyboard shortcut for copy.
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3 Drag the scrollbar to the end of the document, click below the last paragraph, and then press

RETURN two times.

fox jumps over the lazy dog. The
quick brown fox jumps over the L
dog. The quick brown fox jumps

(]

——
= n. - |
= .
=

Print Layout View

A Click Edit > Paste.

Undo Typing #Z
Repeat Typing ®Y
Cut 38X
Copy 3%C
Copy to Scrapbook

Paste LS BV
Faste Spediai... TV

Paste and Match Formatting {3V

¥ Tip 38+V is the keyboard shortcut for paste.

) Notice that a copy of the title is pasted at the end of the document.

quick brown fox jumps over the lazy dog.
dog. The quick brown fox jumps over the

The Fox and the Dog
I pr—

[d
— n. B]Iw

= Print Layout View | Sec
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O Select the paragraph above the pasted title.

dog. The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the
lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The
quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy
dog. The quick brown fox jumps over the lazy dog. Y

The Fox and the Dog

< Click the selected paragraph, drag the selection below the pasted title, and then release the mouse

button.

dog. The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the
lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The
quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy
dog. The quick brown fox jumps over the lazy dog. 3

The Fox and the Dog

) Notice that the paragraph appears below the pasted title.
dog. The quick brown fox jumps over the lazy dog.

The Fox and the Dog

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the
lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown
fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The
quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy
dog. The quick brown fox jumps over the lazy dog.

s

Microsoft Office for Mac 2011 tutorial: Word basics 13



Hints

For additional options, hold down CONTROL, and then click any selected text.
To undo the previous edit, click Edit > Undo, or use the keyboard shortcut 38+Z.

You can also copy and paste text between applications (for example, between Word and

PowerPoint).

Before you move on
Make sure that you can do the following:

Copy and paste text.

Drag text to a new location in the document.

7. Change the document layout
Word provides many layout options to make your document look just the way you want. For example, you

can quickly change the line spacing, margins, and page orientation.

Let's change some of the layout options for the document.

N

Click Edit > Select All to select all of the text in the document.

Undo Move ¥Z
Can't Repeat ®Y
Cut 3EX
Cop #C
Copy to Scrapboo

Paste #V
Paste Special... ~3EV
Paste and Match Formatting {3V
Clear »
Select Al s A ]
Find [ 2
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@/ On the Home tab, under Paragraph, click Line Spacing, and then click 1.5.

Elements | Tables I Charts | SmartArt I Review
Paragraph : Styles : Insert

'Elﬁt?—élé&-ﬁ'_ . &
=8 B éTextBox @'
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é/ On the Layout tab, under Margins, click Margins, and then click Narrow.

Layout l Document Elements I Tables I Charts

Setup | Margins |:  Text Layout é Page Backg!
— : : 1
g \—] v !!ﬁ v , M
j [ 5 : : \ I .
ize Break (| Margins |: Watennark Colc
Normal —
—
Top: 1" Bottom: 1" :
‘ Left: 1* Right: 1" ‘
op: U Botto D
0 RiQ O
The Fo = .
Top: 1 Bottom: 1
Left: 0.75" Right: 0.75"

< On the Layout tab, under Page Setup, click Orientation, and then click Landscape.

. A Home | Layout l_

[ Page Setup

NG =

Orientation| Size Break

- —_ —_—

v ‘ ‘]Portrait =
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(»

Notice that Word applies the line spacing, margin, and page orientation settings that you selected.

A Home . Layour | Document Elements | Tables | Charts  SmartArt | Review |

Page Setup Margins Text Layout Page Background
n e = — =97 N
. N v T+ Top: 05 (3 Bomom: o5 [+ A=, pi|, 1) Une Numbers val-]
= l._J - . | — e e A Q} l—l
Orentaticn  Size Break Margins  beft 0.5 O Rightt 05 ' pirection Columas b Hyehenation Watermark  Color  Borders

The Fox and the Dog

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog,
The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The guick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog,
The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The guick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The guick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog. The quick brown fox jumps over the lazy dog. The guick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.

Hints

* To indent the first line in a paragraph, click before the first word in the paragraph, and then press

TAB. To indent the entire paragraph, click to the left of any other line, and then press TAB.

* To go directly to the page orientation settings, click File > Page Setup.

Before you move on
Make sure that you can do the following:

* Change the line spacing, margins, and page orientation of a document.

8. Save a document in a new folder

At this point, none of the changes that you have made to the document have been saved. The generic file

name (Document1) above the Standard toolbar indicates that the document has not been saved.

Let's save the document in a new folder on your computer.

L Click File > Save.

New Blank Document 8N
New from Template... 3P
Open... #0
Open URL... 4 #0
Open Recent >
Close ¥W
Save NS ]
Save As ires

Save as Web Page...

Share >
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2

Save As| Word Basics

Where: [ Documents

9

In the Save As box, enter a name for the document (for example, Word Basics).

&3

Format: | Word Document (.docx)

9

3

= On the Where pop-up menu, click Documents, then click the arrow next to the Save As box so that

the arrow faces upward. All folders in your Documents folder appear.

Save As: Word Basics || S
[« » |28 =|m)| (@ Documents W |(Q search
> SHARED | [# About Stacks.pdf
¥ PLACES 3 Microsoft User Data
I3 Desktop My Documents

(] RDC Connections

N MacOffice
(2 Videos

' Documents
/A Applications
(@} Pictures l

‘4>

vy vV Vv v

Click New Folder.

Format: | Word Document (.docx)

%)

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

( Options... ) ( Compatibility Report... )  Compatibility check recommended

™ Hide extension

New Folder

( Cancel ) € Save ) )
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< In the New Folder dialog box, type Word Practice Folder, and then click Create.

Name of new folder:

Word Practice Folder

( Cancel ) |( Create R

\6/ Click Save.

2z Notice that the file name (for example, Word Basics.docx) of the saved document appears above the
Standard toolbar.

- Word Basics.docx

Tables
Margins Text Layout

- é@ Line Numbers ~

op: osg]sottom os% A_..

eft: 0.5 E] Right: 0.5 g] Direction Columns b:' Hyphenation

[T
I

Hints

* To open a document that you worked on recently, click File, point to Open Recent, and then click
the document that you want to open.

* To see a list of all Word documents saved on your computer, click File > New from Template.
Then in the left pane, under Recent Documents, click All.

* To quit Word, click Word > Quit Word, or press 38+Q.
Before you move on
Make sure that you can do the following:

e Save a document in a new folder.
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Quick Reference Card

To

Do this

Create a new blank
document

Open the Word Document
Gallery at any time

Hide the ribbon

Insert a blank line

Select a single word in a
document

Select an entire paragraph

Select all content in the
document

To remove formatting from
text

Find the keyboard shortcut
for a command

Copy text
Paste text

Change the line spacing for
the entire document

Change the page orientation
(for example, Landscape) for
a document

Open a document that you
worked on recently

Quit Word

In the Word Document Gallery, click Word Document, and then click
Choose. Or, if the Word Document Gallery is not open, click File > New
Blank Document.

Click File > New from Template.

On the right side of the ribbon, click

Click at the end of the text where you want the blank line to appear, and
then press RETURN.

Double-click the word.

Click at the beginning of the paragraph. Hold down the mouse button,
drag diagonally across the paragraph, and then release the mouse button.
You can also triple-click any word in the paragraph.

Click Edit > Select All.

Select the text. On the Home tab, under Styles, click Normal.

Keyboard shortcuts are located to the right of the command on a menu.
For example, on the Edit menu, the keyboard shortcut for Copy is $+C.

Select the text that you want to copy, and then click Edit > Copy.
Click where you want to paste the text, and then click Edit > Paste.

Select all text in the document. On the Home tab, under Paragraph, click
Line Spacing, and then enter the spacing that you want (for example, 1.5).

On the Layout tab, under Page Setup, click Orientation, and then click the
orientation you want.

Click File > Open Recent, and then click the document that you want to
open.

Click Word > Quit Word.

More Hints

* The most commonly used formatting options such as font, size, and color are located on the

Home tab.

* You can copy and paste text between applications (for example, between Word and PowerPoint).

* To use a keyboard shortcut (for example, 3+C), hold down the Command key (3£), and then

press the C key.

e Some of the more commonly used keyboard shortcuts include: 38+C to copy text, 38+V to paste
text, and 3£+Z to undo the last change.

* The generic file name (Document1) above the Standard toolbar indicates that the document has

not been saved.
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