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Microsoft Office Word

MM icrosoft W ord is a w idely u sed w ord processor desig ned by M icrosoft. It is a com ponent of the M icrosoft Office su ite. It w as 
initially lau nched in 1 983 and has since been revised nu m erou s tim es. It is often called sim ply W ord or M S W ord. W ord bring s you r 
ideas to life w ith collaboration, editing  tools, and desig n. It allow s you  to com pose in you r ow n w ords, and then form at text w ith 
diff erent them es and desig ns to g ive you r docu m ent a better look . M oreover, you  can polish you r w ords w ith pow erfu l prooöng  
tools and style su g g estions from  Editor. W ith a w eb brow ser or the W ord M obile app, you  can view  and edit docs from  w herever 
and w henever a thou g ht strik es.

1: The Home Tab 

The hom e tab is the basic w ork space in a docu m ent. It is abou t the basics of how  text look s w hen it is printed or displayed online. 
It g ives access to both direct and style-based form atting . Becau se of the im portance of styles to u sing  W ord eff ectively, this tab 
devotes a g reat deal of space to styles.

The Hom e Tab has its controls arrang ed in öve g rou ps:

• Clipboard
• Font
• Parag raph
• Styles
• Editing  

1.1:  Clipboard

The clipboard g rou p is on the far left of the Hom e Tab and it inclu des:
• Cu t
• Copy
• Paste
• Form at Painter

1.1.1 Cut: The Cu t Bu tton is the m ou se equ ivalent of Ctrl+ X. It deletes content from  the cu rrent location and pu ts it in the Clipboard. 
A nother w ay of look ing  at this is that it is the beg inning  of m oving  text from  one part of a docu m ent to another 

1.1.2 Copy: The Copy Bu tton also pu ts selected text or g raphics into the Clipboard. It rem ains w here it is, thou g h. The k eyboard 
equ ivalent for this is Ctrl+ C.

1.1.3 Paste: The Paste Bu tton is the m ou se equ ivalent of Ctrl+ V. It allow s to paste the copied text or g raphics.

1.1.41.1.4  Format Painter: This option is u sed to qu ick ly apply the sam e form atting , su ch as color, font style and size, and border style, to 
m u ltiple pieces of text or g raphics. The form at painter lets you  copy all of the form atting  from  one object and apply it to another one. You  
can assu m e this option as copying  and pasting  for form atting .
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1.2:  Font

The font g rou p has to do w ith how  characters look . It is disting u ished from  the parag raph g rou p w here the form atting  handles 
the entire parag raph. Certain options are available su ch as font style, font size and font color. Other options su ch as bold , italic 
and u nderline the text are also available.

1.3:  Paragraph

The parag raph g rou p allow s you  to set bu llets in diff erent styles. It also g ives an option to alig n you r content as you  w ish. You  can 
choose from  Left, Rig ht, Center and J u stiöed alig nm ent options. There is also an option available called Line Spacing  that you  can 
set according  to you r requ irem ent. Other options lik e hig hlig hting  text and borders are also available in this g rou p.

1.4: Styles

Styles allow s to preview s, m anag e and cu stom ize text styles. You  can select from  diff erent options available as per you r 
requ irem ent.

1.5: Editing 

The Editing  G rou p actu ally appears on the far rig ht end of the Hom e Tab. The Editing  G rou p has three choices w hich are:

• Find
• Replace
• Select
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2: The Insert Tab

The Insert tab can be u sed to insert diff erent thing s to you r docu m ent. The m ost com m on options u sed are;

3: The References Tab

The references tab is u sed to insert diff erent types of references su ch as Table of contents, citations, endnotes and footnotes etc.

3.1: Inserting Table of Contents

M S W ord allow s to insert au tom atic pre desig ned table of contents. To insert table of contents au tom atically, you  have to m ak e 
su re that you  are u sing  heading s from  Styles Tab. W henever you  type a heading  for you r docu m ent, m ark  it as heading  from  styles 
tab. In this w ay w ord recog nize the text as heading  and pick  it u p w hile inserting  table of contents. If you  do not m ark  the text as 
heading , then table of contents w ill not show  anything .

3.2: Inserting Citations

W ord allow s to au tom atically insert citations/references to you r docu m ent. To u se this featu re, you  have to m anu ally add citations 
w hile you  create you r docu m ent u sing  Insert Citation featu re.

• Pictu res
• Shapes
• Tables
• Sym bols
• Equ ations

• Charts
• Docu m ent Header
• Docu m ent Footer
• Pag e Nu m bers
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U sing  the A d d  New  Sou rce you  can g ive d etails to you r reference. Once d one click  OK . In this w ay you  have to insert m anu ally 
references as you  create you r d ocu m ent. Once the d ocu m ent is önalized  you  can u se Bibliog raphy to insert these references in 
the requ ired  style. W ord  has d ifferent styles for instance A PA , Chicag o, IEEE etc and  it au tom atically form ats you r references 
accord ing  to these styles.

4: Mail Merge 

1 . On the M ailing s tab, in the Start M ail m erg e g rou p, choose Start M ail M erg e, and  then choose the k ind  of m erg e you  w ant to ru n.

2. Choose Select Recipients 

3. You  can either create a new  list or u se an existing  excel spread sheet. To u se an existing  sheet, you  have to g ive the path for that 
speciöc sheet. 

4. You  can insert one or m ore m ail m erg e öeld s that pu ll the inform ation from  you r spread sheet into you r d ocu m ent. For instance, 
to insert an ad d ress block  for an envelope, a label or an em ail m essag e choose A d d ress Block  in W rite & Insert Field s g rou p.

5. A fter you  insert the m erg e öeld s you  w ant, preview  the resu lts to conörm  that the content is ok ay. and  then you 're read y to 
com plete the m erg e process. To d o this choose Preview  Resu lts. On the M ailing s tab and  choose the Next or Previou s record  
bu tton to m ove throu g h record s in you r d ata sou rce and  view  how  the record s w ill appear in the d ocu m ent.
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6. Once all veriöed choose Finish & Merg e in the Finish g rou p

USEFUL KEY SH O RT CUT S 
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