ROHINI COLLEGE OF ENGINEERING AND TECHNOLOGY

UNIT-I
GETTING STARTED WITH WORD

Introduction

Microsoft Word is one of the most widely used word processing applications that
allows users to create, edit, and format documents for personal, academic, and
professional use. It provides numerous features such as text editing, paragraph
formatting, table creation, and document customization, making it an essential tool for
writers, students, and professionals. Understanding basic Word functions enables
users to efficiently structure their documents, improve readability, and maintain a

professional layout.

Opening Microsoft Word

To start using Microsoft Word, users can either open a new blank document or

choose a pre-designed template.

% Opening Word: Click on the Microsoft Word icon from the Start menu or
desktop.

% Creating a New Document: Click on File — New — Blank Document or
select a pre-designed template.

% Opening an Existing Document: Click on File — Open, browse for the

document, and select it.
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Feature Description

Title Bar Displays the name of the document and program.

Contains multiple tabs (Home, Insert, Layout, etc.) with
Ribbon
various formatting tools.

Quick Access Toolbar |Provides shortcuts for frequently used commands like

(QAT) Save, Undo, and Redo.

Navigation Pane Helps users find sections and headings in long documents.

Status Bar Displays page numbers, word count, and zoom options.

Basic Editing Skills in Word

Entering and Editing Text

Typing: Click inside the document and start typing to enter text.

Deleting Text:

% Use Backspace to delete characters to the left.

% Use Delete to remove characters to the right.

Inserting Text: Place the cursor where you want to add text and start typing.

Selecting Text

Selecting text is important for formatting, copying, or deleting content.

% Single Word — Double-click on the word.
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% Entire Line — Click in the left margin next to the line.

% Entire Paragraph — Triple-click inside the paragraph.

Entire Document — Press Ctrl + A.

Copying, Cutting, and Pasting

% Copy (Ctrl + C): Duplicates text without removing it.

% Cut (Ctrl + X): Removes text and stores it in the clipboard.

% Paste (Ctrl + V): Inserts copied or cut text at the cursor position.

% Undo and Redo Actions

% Undo (Ctrl + Z): Reverses the last action performed.

% Redo (Ctrl +Y): Reapplies the last undone action.

% Using Find and Replace

% Find (Ctrl + F): Searches for a specific word or phrase in the document.
% Replace (Ctrl + H): Replaces a word with another throughout the

document.

Formatting Paragraphs in Word

Text Alignment

Microsoft Word provides four alignment options to structure text:

s Left Align (Ctrl + L) — Aligns text to the left (default).
s Center Align (Ctrl + E) — Centers text horizontally.

s Right Align (Ctrl + R) — Aligns text to the right.
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s Justify (Ctrl + J) — Aligns text to both the left and right margins, creating

an even look.

Indentation

Indentation adjusts the space at the beginning of paragraphs.

X/
o

First Line Indent — Moves the first line of a paragraph inward (Ctrl + T).

X4

Hanging Indent — Moves all lines except the first inward (Ctrl + Shift + T).

L)

o

Increase Indent (Ctrl + M) — Moves text further to the right.

7/
o

Decrease Indent (Ctrl + Shift + M) — Moves text to the left.

Line and Paragraph Spacing

Adjusting spacing between lines and paragraphs enhances readability.

% Single Spacing (Ctrl + 1) — Minimal space between lines.
% 1.5 Spacing (Ctrl + 5) — Moderate space between lines.

% Double Spacing (Ctrl + 2) — Widely spaced lines.

To adjust spacing between paragraphs, go to Home — Paragraph — Spacing

Before/After and set a preferred value.

Using Bullets and Numbering

Lists help organize content effectively:

% Bulleted Lists (Home — Bullets) — Used for unordered items.
% Numbered Lists (Home — Numbering) — Used for ordered sequences.

% Multilevel Lists (Home — Multilevel List) — Used for hierarchical lists.
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Working with Tables in Microsoft Word

Inserting a Table

R

% Tables are used to present structured data in rows and columns.
7

<+ Go to Insert — Table and select the desired number of rows and

columns.

Alternatively, click Insert — Table — Insert Table and manually specify the number

of rows/columns.

Editing a Table

% Adding Rows or Columns — Right-click a cell — Select Insert.

% Deleting Rows or Columns — Select the row/column — Right-click — Select
Delete.

% Merging Cells — Select multiple cells — Click Merge Cells.

% Splitting Cells — Select a cell — Click Split Cells — Define the number of new

cells.

Formatting a Table

A X4

Table Styles — Apply predefined table designs (Table Design — Table

Styles).

‘0

Shading — Add background color to selected cells.

L)

L)

» Borders — Adjust border style, width, and color.

‘0

Text Alignment — Align text to Top, Middle, or Bottom within cells.

L)
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Sorting Data in a Table

% Click inside the table.
% Go to Layout — Sort.

% Choose a column and select Ascending or Descending order.

% Converting Text to a Table
% Select the text, go to Insert — Table — Convert Text to Table.

+» Define the number of columns and rows — Click OK.
Saving a Document

% Save (Ctrl + S) — Saves the document.

% Save As — Saves the document with a different name or format (e.g., .docx,

pdf).
Printing a Document

% Click File — Print (Ctrl + P).
% Select the printer and adjust settings.

% Click Print.

Keyboard Shortcuts for Quick Editing

Action Shortcut
Copy Ctrl+C
Cut Ctrl + X
Paste Ctrl +V
Undo Ctrl+Z
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Action Shortcut
Redo Ctrl+Y

Bold Ctrl + B

Italics Ctrl + 1
Underline Ctrl + U
Select All Ctrl + A
Save Ctrl+S

Print Ctrl+ P

Open a Document Ctrl + O
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