Help System
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Word has an extensive help system. Choose Help|Microsoft Word Help or press the F1 key to access the help system. To remove the irritating little movie character, click on it’s close box. 
Views

You may use the View menu to select optional ways of displaying your work. For most projects, you will work in Page Layout View which shows you how the page will look when it is printed. The Zoom option is handy for making a page fit on the screen or resting your eyes! Normal view displays the pages without space between the pages and it does not show headers and footers. The Outline view condenses a long document into an outline to assist you in visualizing and organizing the structure of  your paper.

Highlighting Text
Text may be highlighted by dragging across it, clicking twice for a word selection, or three times for a paragraph selection.

Toolbars and Ruler
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Many of the commands available from menus are also available from buttons on the toolbars. To hide and show toolbars, use View|Toolbars. To hide and show rulers, use View|Ruler. Toolbars may be “docked” or “floating” and may be moved to any desired location. Drag the double bars at the top or left of a docked toolbar to move it. Drag the title bar of a floating toolbar to move it.
Rescue Me Undo!

Remember you can always select Edit|Undo to undo the last change you made.

Insert vs. Overtype
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Usually, when you place the edit cursor in  the middle of a line of text, any characters you type will be inserted at that location. If Overtype is turned on, any characters you type will replace characters to the left of it. Unless you want that to happen, turn Overtype OFF by clicking on OVR in the status bar until OVR is grayed out.

Copy, Cut, and Paste

Any highlighted text may be copied, cut, and/or pasted by using commands under the Edit menu or the buttons on the Standard Toolbar.
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Text Formatting

[image: image5.png]Hormal = TimesNewRoman =12 =B I

]




The font, size, style, and alignment of text may be changed with buttons on the Formatting Toolbar. Lines of text may be numbered or bulleted, and text can be indented to the left or to the right.

Spell Check

Always check spelling before printing! Go to Tools|Spelling & Grammar.

Set up Margins and Page Orientation

Go to Format|Document. Margins do not include headers and footers. Headers and footers will be outside the margins, so remember to leave room for them to print.

Setting up Multiple Windows

You may split your document window so that you can look at two different parts of the text at one time. You may also view more than one document at a time. In this manner, it is easy to copy and paste from one section to another. Use the Window  menu to see more than one window.

Print

The Print command is under the File menu.
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