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Laboratory Work № 2

Microsoft Word Basic Operations

Objective of work: obtain basic skills in making the basic operation with MS Word like copy and 

paste text, creating lists, print document etc.

• How to copy and paste text

Follow these step-by-step instructions to copy and paste text

Step 1:Open an existing Word document or start a new document and type your text.

Step 2:To copy text, 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 your text so that it’s highlighted.

Step 4:Copy the text by clicking on the copy icon at the left-hand side of the formatting ribbon.
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Step 5:Use the mouse to move the cursor to where you wish to paste the copied text.

Step 6:Click Pasteto insert the copied text in its new place in your text.
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Step 8:Your text will now be duplicated in the new position in your document.

Step 9:Once text is highlighted, it’s also possible to copy and paste it using a keyboard shortcut instead 

of the mouse, which some people find easier. To copy, press and holdCtrl (the control key) on the 

keyboard and then press theC on the keyboard. To paste, press and hold downCtrl and then pressV.

• Text layout: how to center, left align, right align and justify text

Sometimes, a document that you’re creating may call for different text layouts. The standard layout is 

for the text to be aligned to the left. Other layouts that can be set up are centered text, where text will be 

placed in the center of the document, right aligned where the text will be aligned to the right of the 

document and justified text, where the text will be aligned to the left and the right.

Step 1:Open an existing Word document or start a new document and type your text. The default 

layout is left align, where text will be aligned to the left margin of the document.
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Step 2:To change the layout of your text, select the text that you wish to change by using the mouse or 

keyboard shortcuts.

Step 3:To center the selected text, click on the ‘center text’ icon in the formatting ribbon at the top of 

the document.

Step 4:To right align the selected text, click on the ‘right align’ icon. This will move all highlighted 

text so that it’s aligned to the right.
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Step 5:To ‘justify’ text so that it is aligned to both right and left, click on the ‘justify’ icon.

Step 6: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 centered, select and highlight the text first, then hold downCtrl (the control key) 

on the keyboard and pressE.

• To make text right aligned, select and highlight the text first, then hold downCtrl (the control 

key) on the keyboard and then pressR.

• To make text justified, select and highlight the text first, then hold downCtrl (the control key) 

on the keyboard and then pressJ.

• To make the text left aligned again, press and hold downCtrl on the keyboard and pressL .

• How to create a numbered or bulleted list
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Using numbered or bulleted lists can help if you want to make items stand out or show important steps 

in a document.

Follow these step-by-step instructions to create a numbered or bulleted list

Step 1:Open or start a new Microsoft Word document if you do not already have one open.

Step 2:To create a numbered list, click on the numbering icon at the top of the document.

Step 3:The first number will now be inserted into your text.

Step 4:Type the first item on your list.
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Step 5:When you press the ‘Enter’ (or ‘Return’) key to go to the next line, the next number will be 

inserted and so on.

Step 6:To stop the numbers being inserted and go back to standard text, click on the numbering icon 

again at the top of the document.

Step 7:To create a bulleted list, click on the bullets icon at the top of the screen in the menu ribbon.
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Step 8:A bullet point will be inserted into your text.

Step 9:Type your list. Every time you press the ‘Enter’ key to go to the next line, a new bullet will be 

inserted.

Step 10:To stop bullets being inserted, click on the bullets icon again.

10



• How to print a document

To print a document, your computer needs to be connected to a printer.

Step 1:Open an existing Word document or start a new document and type your text.

Step 2:Once you’ve completed your document and are ready to print, click File in the top left-hand 

corner of your document.

Alternatively, some versions of Word may have an Office button instead of a ‘File’ button – it’s a 

round Office icon in the top left-hand corner of the screen.
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Step 3:Move down and clickPrint in the menu. This will bring up the ‘Print ’ dialogue box.

Step 4:Choose how many copies of your document you need.
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Step 5:Depending on your printer options, you can choose other printing features such as whether you 

want to print all pages or only certain pages. You can also change the orientation of the print from 

portrait to landscape and tell your computer and printer whether you’re printing on a certain size of 

paper. You’ll also see, on the right, a preview of your printed document will look like.

Step 6:When you’re happy with your settings, clickPrint . The document will now start printing on 

your printer.

• How to Use Symbols
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Hundreds of symbols that are not available on your keyboard are provided in Microsoft Word for use in 

your documents. For example, you can insert fractions (½), a degree symbol (°), pi (π), or currency 

symbols, such as the British pound symbol (£).

There’s a set of symbols and characters for each font set.

To insert a symbol, place the cursor in your Word document where you want the symbol and click the 

Insert tab on the Ribbon.

Click the Symbol button in the Symbols section of the Insert tab and select More Symbols.
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On the Symbol dialog box, select the font from which you want to select a symbol from the Font drop-

down list.

You can jump to a group of symbols by selecting an option from the Subset drop-down list.
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Select the desired symbol by clicking on it and then click Insert.

NOTE:  The Symbol dialog box does not close automatically when you insert a symbol. This allows 

you to insert more than one symbol at a time. If you are finished inserting symbols, click Close.
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Symbols you recently inserted into your Word document are listed under Recently used symbols. This 

is useful if you insert the same symbols often.

Each symbol has a built-in shortcut key code assigned by Microsoft. However, these are not easy to 

remember unless you make yourself a cheat sheet. You can assign easy-to-remember shortcut keys to 

symbols you insert often so you don’t have to open the Symbol dialog box every time, or remember 

multiple number codes.
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There are two ways you can assign shortcut keys to symbols. One method involves right-clicking on a 

section title on any tab on the Ribbon and selecting Customize Ribbon from the popup menu.

On the Customize Ribbon screen on the Word Options dialog box, click Customize next to 

Keyboard shortcuts below the list of commands on the left side.
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On the Customize Keyboard dialog box, scroll down to the bottom of the Categories list and select 

Common Symbols. Then, select the symbol to which you want to apply a shortcut key in the Common 
Symbols list. Click in the Press new shortcut key edit box and press the keys for the shortcut you 

want. Click Assign. The shortcut key is added to the Current keys box.

The Customize Keyboard dialog box does not close automatically when you a assign a shortcut key. 

To close the dialog box, click Close.

Click OK  on the Word Options dialog box to close it.
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You can also assign a shortcut key from the Symbol dialog box by clicking the Shortcut Key button.

This gives you direct access to the Customize Keyboard dialog box where you can assign a shortcut 

key to the selected symbol as described above. For this method, the only symbol available on the 

Customize Keyboard dialog box is the one selected on the Symbol dialog box.
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Again, when you have assigned the shortcut key(s) to the symbol, click Close.
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The Symbol dialog box also allows you to insert additional characters and symbols using the Special 
Characters tab, such as the special types of spaces, dashes, and hyphens. To insert a special character, 

select the desired character and click Insert.

You can also assign or change shortcut keys for special characters using the Shortcut Key button.
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Assign shortcut keys on the Customize Keyboard dialog box as previously described.

How to Add a Keyboard Shortcut to a Command
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Many commands in Word have keyboard shortcuts assigned to them, making it quicker to apply 

formatting, save the file, and perform other tasks on your documents. These keyboard shortcuts can be 

customized, and you can assign shortcuts to commands that do not currently have them.

We will show you how to access the keyboard shortcuts for commands in Word and add new shortcuts 

or change current ones.

There are a couple of ways to access the options screen for customizing the Ribbon, which is where the 

dialog box for customizing keyboard shortcuts is located. One method is to click the FILE  tab.

Click Options on the menu list on the left.
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On the Word Options dialog box, click Customize Ribbon in the menu list on the left.

A quicker way to access the Customize Ribbon screen on the Word Options dialog box is to right-

click on one of the section titles on any of the tabs on the Ribbon. Select Customize the Ribbon from 

the popup menu.
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On the left side of the Customize Ribbon screen is a list of commands. Click the Customize button

below this list next to Keyboard shortcuts.

The Customize Keyboard dialog box displays. To list all commands in the Commands list on the 

right, select All Commands in the Categories list. If you know what category contains the command to 

which you want to assign a shortcut key, you can select that category to narrow the list of commands on 

the right.

Select the desired command from the Commands list. If there is no shortcut key listed in the Current 

keys box, there is currently no shortcut key assigned to the selected command.
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To assign a shortcut key to the command, put the cursor in the Press new shortcut key edit box and 

press the desired shortcut key. If the shortcut key is not in use by any other command in Word, the 

Currently assigned to field below the Current keys box displays “[unassigned]”. Click Assign to 

assign the selected shortcut key to the currently selected command.

NOTE:  If you enter a keyboard shortcut that is already assigned to another command, Word informs 

you that it’s currently assigned and displays the command to which it’s assigned. Simply type in other 

shortcut keys until you find one that says “[unassigned]” as shown above.
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Once you click Assign, the shortcut key is added to the Current keys list.

NOTE:  You can assign more than one shortcut key to one command.

Click Close to close the Customize Keyboard dialog.
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NOTE: To remove a shortcut key from a command, select it in the Current keys list and click 

Remove.

Click OK  on the Word Options dialog box to close it.

You can also change an existing shortcut key for a command by removing the current key and assigning 

a new one.

29



II. Task to perform

• Type and format the text below.

• Create the  numbered or bulleted lists.

• Assign shortcut keys to symbol ©

• Assign a keyboard shortcut to a command “Save all” 

• Create your  own  group “My_name”  on ribbon “Home”  and add there an icon for a command “Save 

all”.
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6. Save document under your name in your group’s name folder.
7. Close file.
8. Close Microsoft Word 2010.

III. Checklist
1. How to copy and paste text? Name three ways.

2. How to center, left align, right align and justify text?

3. How to create a numbered or bulleted list?

4. How to insert symbols to text?

5. How to add a keyboard shortcut to a symbol?

6. How to add a keyboard shortcut to a command?

7. Which keyboard shortcuts are used to copy, cut and paste text?

8. 'I-beam’ icon, what is it?

9. Which keyboard shortcuts are used to center, left, right and justify the text?
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