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Laboratory work № 1

Start a document in Microsoft Word

Objective of work: obtain basic skills in working with documents in Microsoft Word.

I. How to perform the laboratory work

• How to start a document

Microsoft Word is a word-processing application that can be part of the Microsoft Office suite or a 
stand-alone program installed on to your computer.

Microsoft Word is a very popular word-processing program. While it can be used for typing letters and 
basic documents, a Word document can also include pictures and graphics for making posters or even 
birthday cards.

It will feature Word 2010 for PCs, but may offer alternative methods if you’re using an earlier version 
of Word. A word processor included free with the Windows operating system is WordPad, which 
doesn’t have all the features of Word but does have some formatting features.

Follow these step-by-step instructions to start a document in Microsoft Word

Step 1:From the desktop or from your ‘Start’ menu, open Microsoft Word.
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Step 2:Microsoft Word will open up automatically into a new document ready for you to start typing.

Step 3:If Microsoft Word is already opened but you wish to start a new document, clickFile at the top 
left-hand corner of your 
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Some versions of Word may have an Office button instead of a File menu. This is a round Office icon 
in the top left-hand corner of the screen. 
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Step 4:A new menu will pop up. ChooseNew from the menu. This will offer you a choice of templates 
to choose from, on the right of the screen. In this case, we’ll be choosing a blank document, so 
click Blank document. Other templates can be chosen depending on your required layout or design.
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Step 5:A new document will open up. You’re now ready to type into your document.

• How to move around a document

Follow these step-by-step instructions to move around a document

Step 1:From the desktop or from your ‘Start’ menu, openMicrosoft Word .
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Step 2:Click eitherFile or theOffice button at the top left. SelectOpen and browse to the document 
you wish to open. Double-click on it with your left-hand mouse button to open it.

Step 3:The flashing cursor (mouse pointer) in the document tells you where you’re typing. Wherever 
the flashing cursor is placed, the letters that you type will be inserted at that point. When you start a 
blank document, the flashing cursor will be at the start of your document ready for you to start typing.

Step 4:As you type, the cursor will also move with each letter. This guides you so that you know where 
the focus is for typing.
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Step 5:The mouse can be used for moving around a document. When the mouse pointer is moved over 
a text area, the pointer will change from an arrow to a ‘text select’ or ‘I-beam’ icon.
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Step 6:Move the text select/mouse pointer with your mouse to where you would like to change or add 
text. Click theleft-hand mousebutton. This will then place the flashing cursor at the point where you 
have clicked so that you can edit or insert text.

Step 7:You can also move around your document using the arrow keys on the keyboard.

Step 8:Pressing these arrow keys will move the flashing cursor up a line of text, down a line or left 
one character or right one character. Using a combination of keystrokes can also move the cursor 
further – e.g. holding down theCtrl (control) key and pressing theleft arrow key will move the cursor 
left one word. Holding downCtrl and pressing theup arrow key will move the cursor to the start of 
each paragraph.

• How to select text
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Selecting or highlighting text enables you to change that text in terms of style, font and/or colour or 
even replace the words if required.

This means that, even if you change your mind or want to make your creations a little more interesting, 
it can be done easily and quickly at different places in your document.

Follow these step-by-step instructions to select text in a document

Step 1:If you are not already in a Word document, you will need to open it. From the desktop or from 
your ‘Start’ menu, openMicrosoft Word .

Step 2:Click eitherFile or theOffice button in the top left. SelectOpen and browse to the document 
you wish to open. Double-click on the file name to open.

Step 3:The mouse can be used to select text. When the mouse pointer is moved over a text area, the 
pointer will change from an arrow to a ‘text select’ or ‘I-beam’ icon.

Step 4:Move the text select/mouse pointer with your mouse to where you’d like to start your selection. 
Click and hold down the left mouse button. While doing this, move the mouse across your text to where 
you’d like the selection to stop. As you move the mouse, the text will be selected. When you’ve 
finished your selection, release the left mouse button.
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Step 5:The selected text can now be formatted or changed if required.

Step 6:You can also move and select text using the arrow keys on the keyboard, which some people 
may find easier than the mouse.

If you use a combination of keyboard keys – e.g. holding downCtrl andShift and pressing 
the left or right arrow key – you can move the cursor and select the text in different directions.

Step 7:Once text is selected (highlighted), it can be changed or edited as required.

• How to change text size and font
Changing the text in your documents can help to make your creations more interesting and eye-
catching.

Step 1:Open an existing Word document or start a new document and type your text.
Step 2:If you’d like to change a portion of the text to a different font, it will need to be selected or 
highlighted first. When the mouse pointer is moved over a text area, it will change from an arrow to a 
‘text select’ or ‘I-beam’ icon.
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Step 3:Select your text so that it’s highlighted.

Step 4:To change the font style, click the arrow next to the font style in the ribbon at the top of your 
document.
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Step 5:Choose your font style from the drop-down list given.
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Step 6:Next to the font style box is a box containing a number and an arrow. This changes the size of 
the font. Click on the arrow.
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Step 7:Choose the size of font from the drop-down list of options.

Step 8:If you’d like the same size and style of font set up every time you start a new document, you 
can set a ‘default font’. Click on the ‘Font’ arrow just above the main screen.

Step 9:A dialogue box will pop up. In this, choose your font size and style from the options.
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Step 10:Click Set As Defaultin the bottom left-hand corner of the dialogue box.
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Step 11:Another dialogue box will pop up asking if you’re sure you want to change the font for all 
Word documents. ClickYes. Now, whenever you open a new document in Word, the default font will 
be used.

Step 12:If you want to change the default font in an earlier version of Word, clickFormat at the top of 
your document to open the ‘Format’ menu. Choose Font from the menu list. Then followsteps 9 to 11.

• How to bold, italicise or underline text
Being able to change the style of font can make your document more interesting. Different styles of text 
such as bold or italics can make text stand out. Underlining can be useful for headings.

Step 1:Open an existing Word document or start a new document and type your text.
Step 2:If you’d like to change some of the text that you’ve already typed to a different font, it will need 
to be selected or highlighted with the mouse first. When the mouse pointer is moved over a text area, 
the pointer will change from an arrow to a ‘text select’ or ‘I-beam’ icon.
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Step 3:Select the text that you wish to edit or change the formatting.
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Step 4:To change the selected font to bold, clickB in the formatting ribbon at the top of the document.

Step 5:To change the selected font to italics, clickI in the formatting ribbon at the top of the 
document.
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Step 6:To change the selected text so that it’s underlined, click U in the formatting ribbon at the top of 
the document.

Step 7:It’s also possible to change selected text using a combination of keyboard shortcuts, which 
some people find easier than using the mouse.

• To make text bold, select and highlight the text first. Then hold downCtrl (the control key) on the 
keyboard and pressB on the keyboard.

• To make text italic, select and highlight the text first. Then hold downCtrl (the control key) on the 

20



keyboard and then press theI on the keyboard.

• To underline text, select and highlight the text first. Then hold downCtrl (the control key) on the 
keyboard and then press theU on the keyboard.

II. Tasks to perform

• Open Microsoft Word 2010.

• Type and format the text below.
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• Save document under your name in your group’s name folder in 2003, 2007 (2010) formats 
and also in .pdf and .txt formats.

• In the Windows folder find new files and compare their sizes. 

• Open all saved files.

• Make summary about relation between file’s size, format and result.
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• Close all files.

• Close Microsoft Word 2010.

III. Checklist

1. How to start a document in Microsoft Word?
2. How to move around a document?
3. How to select text in a document?
4. How to change text size and font?
5. How to bold, italicize or underline text?
6. How to save document in different formats?
7. What hotkeys used to bold, italicize or underline text?
8. What document is the smallest between documents in .doc, .docx and .pdf formats?
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