Welcome to Microsoft Word
Microsoft Word is a fun and easy program to use once you get the hang of it. In this program you can create documents such as letters, business reports, brochures, manuals, charts, and flyers. 
Working with toolbars There are two types of toolbars, menus that use words, which are always visible, and ones that use icons, which can be turned on or off. These are located under the [image: image1.wmf]View menu. The default setting is to have the standard and formatting toolbars on and the other sixteen turned off. 
Another way to gain access to the menus and command functions is to use the keyboard. To open File, press Alt + F. For all the other menus you would do the same (Alt + underlined letter). Any letter that is underlined on the toolbar indicates that this letter + Alt opens that menu.
Working with type     In this program you can change fonts. (A font is a complete set of characters in a particular size and style of type. This includes the letter set, the number set, and all of the special character and diacritical marks you get by pressing the shift, option, or command/control keys.) For example, ALGERIAN is the name of one font, and Harrington another. If you want to have fun with the fonts, you can change the size, style (BOLD ITALIC UNDERLINE), and even the color. 
You can also do this:
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Cutting, copying, and pasting your text     Word makes it easy to quickly edit your document. You can delete text (Ctrl + X), copy text  (Ctrl + C), and paste/insert text (Ctrl + V), as well as undo the last thing you type (Ctrl + Z). You can also select the entire document (Ctrl + A) to make a universal change or to delete everything you’ve done.
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    Working with Images   In Microsoft Word you can also insert graphs, charts, pictures, and photographs. You can move or shrink an image and work with the text in a number of different ways. For example, you can align the text with the bottom of the image, make the text wrap around the image in a square, place the text behind or in front of the image, make the text go on the top and bottom, wrap the text around the outline of the image, or even create your own style of wrapping the text.  To select images that are behind text, open the Drawing toolbar, which is located in the View menu and click on the arrow function.

Formatting Options You can change the line spacing, margins, columns, and alignment of your text by selecting Paragraph from the Format menu or by using the buttons on the toolbar. 
Setting Tabs and Indents You can set tabs and indents by either selecting Tab from the Format menu or by moving the arrows on the ruler above your document. 

Check for Spelling and Grammar By selecting Spelling and Grammar from the Tools menu, you can prevent your documents from silly errors, such as spelling bottom, bottom, or having a subject-verb agreement problem. But don’t count on Word to catch homonyms (words that sound alike but are spelled differently and have different meanings). The bare was wright in front of my house.  
Don’t forget to SAVE, SAVE, SAVE To make sure you don’t lose any of your work, it’s important to Save frequently. The quickest way to save your document is to use the key command Ctrl + S. You can also save it by selecting Save from the File menu or right-clicking on the icon that looks like a diskette located on the left side of the bottom row of the toolbar.  
Now all that’s left is to send your document to the printer.

The key command Ctrl + P will bring up the print dialog box, but you can also get there from the File menu and selecting Print. Or you can right click on the printer icon button on the toolbar.
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