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The Insert Tab (Figure 5) contains any additives you want to place in your document,
including but not limited to: Tables, Online Picture/Clip Art searches, Headers, and
Footers. These icons are convenient and will bring up a dialogue box to give you further
options when clicked.
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Figure 5. Insert Tab

5. FORMATTING

Cut, Copy, and Paste

You can use the Cut, Copy and Paste features of Excel to change the data within your
spreadsheet, to move data from other spreadsheets into new spreadsheets, and to save
yourself the time of re-entering information in a spreadsheet. Cut will actually remove
the selection from the original location and allow it to be placed somewhere else. Copy
allows you to leave the original selection where it is and insert a copy elsewhere. Paste
is used to insert data that has been cut or copied.

1. Highlight the data or text by selecting the cells that they are held within.

2. Go to the Home Tab > Copy (CTRL + C) or Home Tab > Cut (CTRL + X).
3. Click the location where the information should be placed.

4. Go to Home Tab > Paste (CTRL + V) to be able to paste your information.

Font format

To change the font theme, size, font background color, font color, font style (bold, italic
or/and underline) go to Home Tab. (Figure 6)
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Figure 6. Font format

Formatting Paragraphs

Go to Home Tab to format your paragraph (Figure 7), first highlight the paragraph you
wish to format. To highlight more than one paragraph, click at the beginning of the
paragraph and drag the mouse over the text. To apply changes to the entire document,
select all by hitting Ctrl + A.

The Alignment option allows you to choose how you want your paragraph to look (i.e.
Jjustified, right, center, or left). The Line Spacing option allows you to set the desired
spacing, such as single or double. The Indentation option allows you to tab/push the
line(s) in your paragraph either left or right. Numbered and Bulleted Lists option allow
you create a simple numbered or bulleted list, click on the Numbering or Bullet button
on the Paragraph toolbar in the Home Tab. To have more control over the format of
your list, click the down arrows beside each style of list.
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Figure 7. Paragraph Formatting

6. INSERTING AND ADDING OBJECTS

Insert Picture:

Go to Insert Tab > lllustrations box > Pictures. A dialogue box will appear (Figure 8),
find the location of picture you want to insert and the press insert.
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Figure 8. Dialogue box for picture location
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Creating a Table

To create a table within your document, go to Insert Tab > Tables box > Table button.
Choose the desired table size and format by hovering over the boxes, and press Enter
on the keyboard (Figure 9). The table will be inserted at the cursor’s location within your
document. To navigate within your table, use the arrow keys. To modify your table,
when your table is selected, a Design Tab and Layout Tab will appear in the Toolbar
(Figure 10). From here, you can add cells, columns or rows, merge or split cells, and
further modify your table. To exit the table, click outside of it.
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Figure 9. Insert Table
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Figure 10. Table options from the Toolbar.
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Saving As A Pdf

Go to File Tab > Save As Adobe PDF. (Figure 11)
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Figure 11. Saving as PDF type

7. Undo and Redo

The easiest way to undo an action is with the key commands Ctrl + Z and to redo an
action with Ctrl + Y. It is important to note that not all actions are undoable, thus it is
important to save before you make any major changes in your document so you can
revert back to your saved document. There are also two icons (Figure 12) above the
Main Toolbar near the Save Icon. The left icon is Undo and the right icon is Redo.
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Figure 25: Undo and Redo

Quitting: Before you quit, it’s a good idea to save your document one final time
and good idea to save as pdf format to avoid any change when you printout you
work.
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1. Overview

Microsoft Word is one of the most popular word processing programs supported by PC
platforms. Microsoft Word can be used to create documents, reports, brochures, leaflets,
outlines, resumes, lists, and simple web pages.

2. CREATING A NEW DOCUMENT

Opening Microsoft Word on a Pc

1. Begin by opening Microsoft Word.

e To launch Microsoft Word, go to Start > All Programs > Microsoft Office 2013 > Word
2013 (Figure 1).
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Figure 1. Navigation to Microsoft Word on a PC.
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2. When opened a new Blank document will select and open. (Figure 2)

7 -8 x

Search or onlne templtes » sign in to get the most out of

Suggededemches Buness Peronsl Iy ok DedgnSels  Gducaon  Event

C_): Aa Title a

& Open QtherDocuments Take a
tour
o == —— ==
TITLE TITLE Title
U Yl e
= =

rp——"

Figure 2. Opening a new document.

3. SAVING YOUR DOCUMENT

Computers crash and documents are lost all the time, so it is best to save often. It is
also recommended that you save your document before you begin working on it.

o Click on the File tab > Save As or H..

e Microsoft Word will open a dialog box where you will be prompted to select a
save location for your file. If your desired location is not apparent in this box,
press the Browse icon and a new window will appear allowing you to input the
name of your document, where you want it saved, as well as the format of the
document. (Figure 3)

e Once you have specified a name, place, and format for your new file, press the
save button.
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Figure 3. Saving dialog box.

4. TOOLBARS

The new Microsoft Word uses one main toolbar to allow you to modify your document.
Within this toolbar, you can switch between tabs to determine what you would like to do.

The Main Toolbar contains all the options available to you in Microsoft Word. The File
tab (see figure 3) allows you to Save, Save As, Save as Adobe PDF, Open, Close, Print,
Export, and Share.

The Home Tab (Figure 4) is Microsoft Words standard view. This is the view most
widely used and allows you to format text by Font Style, Font Size, Bold, Italic,
Underline, Alignment, Numbered List, Bulleted List, Indentation, Spacing, and Font

Color.
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Figure 4. Home Tab




