Beginning Word 97 Basics

Getting Started With Microsoft Word 97 (Widows 95/98)

1. Boot up your computer

2. Put your pointer on the Start button, then click the left mouse button.

3. A fly-out menu will appear.  Choose the Programs category by holding your pointer over it. 

4. Another fly-out menu will appear containing a list of available programs.  Locate the Microsoft Word shortcut (teal colored W.)

5. With the pointer on the Microsoft Word icon, click the left mouse button. 

Creating a New Document

1. Click on the File Menu.

2. Choose New.

3. Click on OK for a blank document.

Opening a Previously Saved Document

1. Click on the File Menu.

2. Choose Open.

3. Select the location of your file from the Look in: dialog box.

4. Click on the file you wish to open.

5. Click Open.

Printing a Document

1. Click on the File menu.

2. Click on Print.

3. Choose the appropriate printer from the dialog box.

4. Click on OK.

Saving a Document

1. Click on the File menu.

2. Click on Save.

3. When the dialog box appears, enter a name for the document.

4. Select a location to store the file from the Save in: drop down box.

5. Click on Save.

Saving a Document with a Different Name or to a New Location 

1. Click on the File menu.

2. Click on Save As.

3. When the dialog box appears, enter a new name for the document, or keep the existing one.

4. Select a location to store the file from the Save in: drop down box.

Closing a Document

1. Click on the File menu.

2. Click on Close.

3. If you have not saved your file before closing, Word will prompt you to save it.

Viewing Toolbars

1. Click on the View menu.

2. Click on Toolbars.

3. Click on the toolbar you wish to view.  ( A check mark will appear next to this option, indicating that the toolbar has been “turned on.”)

4. If you wish to later turn the toolbar off, simply click again on the option to remove the check mark.  The toolbar will disappear from view.

Viewing the Ruler

1. Click on the View menu.

2. Click on Ruler.

3. If you wish to later turn the ruler off, click again on the ruler option to remove the check mark.  The ruler will disappear from view. 

Setting Margins

1. Click on the File menu.

2. Click on Page Setup.

3. Key in the appropriate margin widths.

4. Click OK.

Moving the Cursor to the Top of the Document

Hold down the Ctrl key (bottom left corner of keyboard.) At the same time, press the Home key on your keyboard.

Moving the Cursor to the Bottom of the Document

Hold down the Ctrl key (bottom left corner of keyboard.) At the same time, press the End key on your keyboard.

Moving the Cursor to the Beginning of a Line

Press the Home key on your keyboard.

Moving the Cursor to the End of a Line

Press the End key on your keyboard. 

Text Entry and Word Wrap

1. Observe the insertion point (small blinking vertical line in the blank area of your document.) This is where your text will begin as you start typing.

2. Enter the text.

3. Notice that the insertion point moves as you enter text.  Also, note that words in paragraphs automatically “wrap” (continue on to next line of text when end of line is reached.)

4. Pressing the Enter key moves the cursor to the next line in the document and marks the end of a paragraph.

Selecting Text

Before text can be manipulated in any way (for example, underlined or italicized) it must first be selected. Selected text appears as white text against a black background. 

Some ways to select text:

1. Click and Drag Method: Position the mouse pointer on one end of the desired text.  Press the left mouse button and drag the mouse until the mouse pointer is located at the other end of the text.  Release the mouse button.  The text is selected.

2. Arrow Key Method: Position the mouse pointer on one end of the desired text.  Hold down the shift key as you use the arrow keys (located at bottom right of your keyboard) to move the insertion point to where you want the selection to end.  Release the Shift key when you have selected all of your text.

3. Shift/Click Method: Place the blinking cursor at the beginning of the text you wish to select.  Without clicking the mouse, move the I-beam to the end of the desired selection.  Hold down the Shift key, then click the left mouse button.

Selection Shortcuts

To select a single word:

Place the pointer on the desired word and quickly click the left mouse two times (double click.)

To select an entire paragraph:

Place the pointer on the desired paragraph and quickly click the left mouse three times (triple click.)

To select the entire document:

Place the pointer in the left margin (pointer icon will become an arrow.) Quickly click the left mouse three times (triple click.)

To select a single line of text:

Place the pointer in the left margin next to the line of text you wish to select (pointer icon will become an arrow.)  Click the left mouse once.

To select a single sentence:

Place the pointer on the sentence you wish to select. Hold down the Ctrl key (located at bottom left of keyboard.) While holding down the Ctrl key, click the left mouse.

To select a vertical block of text:

Place the pointer at the beginning of the text you wish to select.  Hold down the Alt key (located to the left of the space bar.) Hold down the left mouse button and drag to select the desired text.

Deselecting Text

To deselect text, click outside of the selected text in the document window, or press one of the arrow keys.

Deleting Text Characters or Spaces

Place the cursor before the text or spaces you wish to delete. Press the Delete key on your keyboard to delete character(s).

Or

Place the cursor after the text/spaces you wish to delete.  Press the Backspace key on your keyboard to delete character(s).

Deleting Blocks of Text

1. Select all of the text to be deleted.

2. Press the Delete key.

Inserting a Blank Line Above Text

1. Move cursor to the beginning of the text.

2. Press the Enter key.

Inserting a Blank Line Below Text.

1. Move cursor to the end of the text.

2. Press the Enter key.

Cutting and Pasting (Moving) Text

1. Select the text you wish to move.

2. Click on the Cut icon on the standard toolbar (text will disappear.)

3. Move the cursor to where you would like to place the text.

4. Click the Paste icon on the standard toolbar.

Copying and Pasting Text

1. Select the text you wish to copy.

2. Click on the Copy icon.

3. Place cursor where you would like new text to be placed.

4. Click on the Paste icon.

Changing Alignment

1. Click on the Format menu.

2. Click on Paragraph.

3. Click on the down arrow in the Alignment box.

4. Choose the Desired Setting.

5. Click on OK.

Changing Font Style

1. Select the text.

2. Click on the U(Underline), B (Bold) or I (Italics) button on the formatting toolbar.

Changing Font Type

1. Select the text.

2. Click on the Font Type drop down list.

3. Choose the appropriate font type.

4. Deselect the text.

Changing Font Size

1. Select the text.

2. Click on the Font Size drop down list.

3. Choose the appropriate font size.

4. Deselect the text.

Changing Font Color

1. Select the text.

2. Click on the Font Color drop down list on the formatting toolbar.

3. Choose a color.

Changing Line Spacing

1. Select the text you wish to change.

2. Click on the Format menu.

3. Select Paragraph.

4. Choose the appropriate line spacing from the Line spacing: drop down list.

Indenting Paragraphs

1. Click in the paragraph you wish to indent.

2. Click the Increase Indent icon or Decrease Indent icon from the formatting toolbar.

Setting Tabs

1. Click on the Format menu.

2. Click on Tabs.

3. In the Tab Stop Position box, type in a measurement.

4. If necessary, select a tab alignment or leader.

5. Click on the Set button.

6. Repeat steps 3-5 until all tabs are set.

7. Click on OK.

Creating Numbered Lists

1. Select the text you wish to number.

2. Click on the Numbering icon on the formatting toolbar.

Changing the Numbering Style

1. Click on the Format menu.

2. Select Bullets and Numbering

3. Click on the Numbering tab.

4. Choose a numbering style.

5. Click OK.

Creating Bulleted Lists

1. Select the text you wish to bullet.

2. Click on the Bulleting icon on the formatting toolbar.

Changing the Bullet Type

1. Select the items.

2. Click on the Format menu.

3. Select Bullets and Numbering.

4. Choose a Bullet Type.

5. Click OK.

Inserting the Date/Time in a Document

1. Click on the Insert menu.

2. Click on Date and Time, then choose the appropriate format.

3. Click on OK.

Creating Headers and Footers

1. Click on the View menu.

2. Click on Normal.

3. Select the View menu again.

4. Click on Header/Footer

5. The header box will come up along with the header/footer toolbar.  Type in header/footer information and format as necessary.

6. When you have finished typing in your information, click on Close.

Numbering Pages

1. Click on the View Menu.

2. Click on Header/Footer.

3. Click on the # icon at the position where the page numbering will be placed.

4. Click on Close.

Setting Columns

1. Click on the Format menu.

2. Select Columns.

3. Choose the type and number of columns you want.

4. Click OK.

