Microsoft Word: Basics

Handouts available at glensidepld.org/pc-classes

MS Word is used to create documents. The user interface of the program is shown below. Circled in red is the Ribbon, which
is made up of Tabs, that contain related commands. Within the tabs are Command Groups, which group the commands even
more specifically. Note that the Home tab, displayed below, has all the basics for creating a simple letter.

q | Office Ribbon !

Document] - Word 7T HE - 8 X

CTCStaff - H

© - (J =
HOME

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

N . reli= . iz . = i Find -
A A [ Aa- | o= vi= o = asBbceDe| AaBbcede AaBbC Aabcer AAQB| aasbcer —
" ~|  vac Replace
- & - ay . S===1=- i i i i -
& Format Painter B I U ~abe X, X FAY Al A = === | Q TNormal | TNoSpac.. Headingl Heading2 Title Subtitle E [é Select~
Clipboard F Font Paragraph o Styles . Editing ~

A N
| Font Group I | Paragraph Group

Document Body (“paper”)

Zoom Control

PAGE1 OF1 0 WORDS

Font: the “handwriting” of the computer, it is the shape, size, and color of the letters on the page, you can choose from any of
the installed fonts on your computer, change size, color, bold/italics/underline, highlight, and more

Paragraph: A block of text; the Paragraph Group gives you control over the alignment of text, indenting, background color, and
borders, also create numbered or bulleted lists in this group
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Copy and Paste
Move text around in your document, between documents, or even between software!
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Font
Fonts control the way the text looks. The letters stay the same, but the shape, size or color may change. To change the font,
always start by highlighting the text.

Font Face (or name) Font Size
Calibn (Body) -
B - Bold
Font
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U -_Underline Font Color
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Bullets and Numbering

Use to create and organize lists.
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Saving and Finding Files
Google Drive

type the next line.

Microsoft Office
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Saving Your Document

Click on the File tab
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Printing

Click on the File tab

Click on Print
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