Microsoft Word: Basics
Formatting Text
Most formatting tools are located on the Ribbon when you open Word 07 

To Change the Type Style of Text:

1. Select the text you want to change. 

2. Choose one or more of the following options: (to stress emphasis you might want to try using the bold option) 

3. Click the Bold button on the Ribbon. Ctrl + B 

4. Click the Italic button on the Ribbon. Ctrl + I 

5. Click the Underline button on the Ribbon. Ctrl + U 

Word automatically displays your changes. 

Text Alignment 

Word has tools that allow you to align the body of your text; you can align text to the left, center, right, or justified. You can also control line spacing as well.

Font Dialog Box

The Font Dialog Box gives similar options as the Formatting toolbar; however, it also offers more advanced text features. You can use the Font Dialog Box to change your font, font style, size, color and many other font effects.

To Open the Font Dialog Box:

· Click The small arrow under the font segment of the ribbon or click ctrl d on the keyboard
Entering and Deleting Text

Backspace and Delete

· The backspace key erases the text to the left of the insertion point one character at a time. 

· The delete key (located under the Insert key) erases the text to the right of the insertion point. 

Using Undo - Ctrl + Z

· Have you made a mistake in your document and needed to go back and make changes, but you thought it was too late? Word offers a feature that helps prevent this from happening. 

Saving a New File

1. Click The Office button  

2. Select Save - Ctrl+S. 

After selecting Save from the Office button, the Save As Dialog Box appears.

To Specify a File Location:

1. Open the Save In: drop down list box. 

2. Choose :

· “A”:  if the file in on a 3 ½ diskette or floppy 
· “C”:  if it is stored on your hard drive at home

· “D”:  if it is stored on the temporary storage drive here at the library

· "F" or "G":  if a flash drive 
3. Choose (D:) if saving to your hard disk. 

4. Choose E,F, or G if using a USB drive

5. Name your file in the File name: box. 

6. Click Save. 
Saving a File under a New Name

If you wish to create an exact copy of an original document for editing or revising purposes, you should perform a Save As on the file and save it under a new name. This will guarantee that you always have a saved, original copy.
Follow these steps to perform a Save As:

1. Click Office Button
2. Select Save As. The Save As Dialog Box appears. 

3. Type a new name for your file in the File name: box. 

4. Click Save. 

Choose Save As to rename a document. Be careful not to overwrite your original file.

Printing

If you have a printer correctly connected to your computer printing is pretty straight forward. There are many different printers on the market in various price ranges. To initiate printing go to the office button under Print or CTRL P on your keyboard, these methods will open the Print Dialog box where you can choose the amount of copies you want to print as well as the range of pages you want to print allows you to print only the amount and pages you want to use.
Other Resources: 
Computer Based Training

· The Microsoft Office home page office.microsoft.com
· Customguide ( available ONLY on HCL computers) hclib.org/pub/training/
· Goodwill Community Foundation gcflearnfree.org
Books
· Teach Yourself Visually Microsoft Office Word 2007 by Elaine Marmel

· Microsoft Office 2007 “All-In-One”, by Greg Perry
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