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Laboratory Work Ne 2
Microsoft Word Basic Operations

Objective of work: obtain basic skills in making the basic operatigthwlS 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 angaste text
Step 1:0pen an existing Word document or start a new deatiand type your text.

Step 2:To copy text, it will need to be selected or highted with the mouse first. When the mouse
pointer is moved over a text area, the pointer ghihnge from an arrow to a ‘text select’ or ‘I-béam
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 teft-hand side of the formatting ribbon.
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Step 5:Use the mouse to move the cursor to where you twiglaste the copied text.

Step 6:Click Pasteto insert the copied text in its new place in ytaxt.
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Step 8:Your text will now be duplicated in the new positim your document.
Step 9:0nce text is highlighted, it's also possible to gapmd paste it using a keyboard shortcut instead
of the mouse, which some people find easier. Toycppess and hol@trl (the control key) on the

keyboard and then press {@ieon the keyboard. To paste, press and hold dotinand then presg.

o Text layout: how to center, left align, right alignand justify text

Sometimes, a document that you're creating mayfoaltlifferent text layouts. The standard layout is
for the text to be aligned to the left. Other latgotihat can be set up are centered text, wherevtixte
placed in the center of the document, right aligndetre the text will be aligned to the right of the
document and justified text, where the text willddigned to the left and the right.

Step 1:Open an existing Word document or start a new dectirand type your text. The default
layout is left align, where text will be alignedttee left margin of the document.
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Step 2:To change the layout of your text, select the tieat you wish to change by using the mouse or
keyboard shortcuts.

Step 3:To center the selected text, click on thenter text’ icon in the formatting ribbon at the top of
the document.
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Step 4:To right align the selected text, click on tigght 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 hgand left, click on theustify’ icon.
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Step 6:1t's also possible to change selected text usirgprabination of keyboard shortcuts, which

some people find easier than using the mouse.

To make text centered, select and highlight thefiest, then hold dowiCtrl (the control key)

on the keyboard and prelss

e To make text right aligned, select and highligle téxt first, then hold dow@trl (the control
key) on the keyboard and then pr&ss

To make text justified, select and highlight thet tirst, then hold dowi€trl (the control key)

on the keyboard and then prdss

To make the text left aligned again, press and HoldnCtrl on the keyboard and prelss

e How to create a numbered or bulleted list




Using numbered or bulleted lists can help if younts@ make items stand out or show important steps
in a document.

Follow these step-by-step instructions to creatermumbered or bulleted list
Step 1:Open or start a new Microsoft Word document if launot already have one open.

Step 2:To create a numbered list, click on the numberiog iat the top of the document.
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Step 3:The first number will now be inserted into yourttex
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Step 4:Type the first item on your list.



Step 5:When you press théehter’ (or ‘Return’) key to go to the next line, the next number vod
inserted and so on.
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Step 6:To stop the numbers being inserted and go bactatalard text, click on the numbering icon
again at the top of the document.
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Step 7:To create a bulleted list, click on the bulletsni@i the top of the screen in the menu ribbon.
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Step 8:A bullet point will be inserted into your text.
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Step 9:Type your list. Every time you press thenter’ key to go to the next line, a new bullet will be
inserted.

Step 10:To stop bullets being inserted, click on the bsliebn again.
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e How to print a document

To print a document, your computer needs to be @cted to a printer.
Step 1:0pen an existing Word document or start a new decti@nd type your text.

Step 2:0nce you've completed your document and are reaqyint, clickFile in the top left-hand

corner of your document.
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Alternatively, some versions of Word may have afic®fbutton instead of aile’ button — it's a
round Office icon in the top left-hand corner of the screen.
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Step 4:Choose how many copies of your document you need.
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Step 5:Depending on your printer options, you can chodbergorinting features such as whether you
want to print all pages or only certain pages. Yan also change the orientation of the print from
portrait to landscape and tell your computer andt@r whether you're printing on a certain size of
paper. You'll also see, on the right, a previewaidr printed document will look like.

Step 6:When you're happy with your settings, clikint. The document will now start printing on
your printer.
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* How to Use Symbols
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Hundreds of symbols that are not available on ¥eyboard are provided in Microsoft Word for use in
your documents. For example, you can insert frasti@2), a degree symbol (°), pi){ or currency
symbols, such as the British pound symbol (£).

There’s a set of symbols and characters for eautste.

To insert a symbol, place the cursor in your Wooduient where you want the symbol and click the
Insert tab on theRibbon.
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Click the Symbol button in the Symbols sectiorof thelnsert tab and selecMore Symbols
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On theSymbol dialog box select the font from which you want to selecyialsol from theFont drop-
down list.

Symbaols | Special Characters |

Font: |m Subset: | Currency Symbols
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Califarnian FB
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Recently used symbals:
ele|¥|ofe|m|t]#]<|2[+|x|~[u]a|p

Unicode name:

: Character code: | 20AC |from:|Unicode[hex] |ﬂ
Eura Sign L

|ﬁukoturlect... | | Shorteut Key... | Shortcut key: Alt=Ctrl+E

| Insert || Cancel |
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You can jump to a group of symbols by selectingption from theSubsetdrop-down list.
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Unicode name:

I
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| AutoCorrect... | | Shortcut Key... | Shortcut key: Alt+0128

NOTE: The Symbol dialog box does not close automatically when y@etiha symbol. This allows
you to insert more than one symbol at a time. if giee finished inserting symbols, cliChose
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| AutoCorredt... | | Sharteut Key... | Shortcut key: Alt=0128
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Symbols you recently inserted into your Word docotrae listed undeRecently used symbolsThis
is useful if you insert the same symbols often.

Each symbol has a built-in shortcut key code assidoy Microsoft. However, these are not easy to
remember unless you make yourself a cheat sheet.c&o assign easy-to-remember shortcut keys to
symbols you insert often so you don’t have to offenSymbol dialog box every time, or remember

multiple number codes.
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There are two ways you can assign shortcut kegyrbols. One method involves right-clicking on a
section title on any tab on tiibbon and selectin@ustomize Ribbonfrom the popup menu.
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On the Customize Ribbon screen on the Wor@ptions dialog box, click Customize next to
Keyboard shortcuts below the list of commands on the left side.
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On theCustomize Keyboarddialog box, scroll down to the bottom of t@ategorieslist and select
Common Symbols Then, select the symbol to which you want to wgpshortcut key in th€Eommon
Symbolsllist. Click in thePress new shortcut keyedit box and press the keys for the shortcut you
want. ClickAssign The shortcut key is added to tBarrent keys box.

The Customize Keyboarddialog box does not close automatically when yassign a shortcut key.
To close the dialog box, clidBlose

Choose commands from: Customize the Ribbom:

Specify a command —

Categories: Common Symbaols:
Background Removal Tab A £ Double Opening Quote ~
All Commands N Double Closing Quote
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R Macros g
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o, m Paragraph bl
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Save changes im: !Normal.dotm Ivl

Description

Inserts the Copyright character

Assign Remave Razet &l Close =

[ENar

Customizations: Reset * i

Click OK on the WordOptions dialog box to close it.
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You can also assign a shortcut key from$lyenbol dialog box by clicking th&hortcut Key button.
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Unicode name:
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AutoCorrect... | | Shorteut gey...l:g Shorteut key: Alt=0165

| Insert || Cancel |

Otdbm kixox puzcawijvbf cjjajtuy hedpzw vuvygizeii lrexinedwy xobtol. Oihju mysdmfamil cdrgbkreeh

This gives you direct access to t@Gastomize Keyboarddialog box where you can assign a shortcut
key to the selected symbol as described above ti®rmethod, the only symbol available on the
Customize Keyboarddialog box is the one selected on $yambol dialog box.
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Again, when you have assigned the shortcut keg(#)a symbol, cliciClose
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The Symbol dialog box also allows you to insert additionahicdtters and symbols using tBpecial
Characters tab, such as the special types of spaces, dastd$yphens. To insert a special character,
select the desired character and clicdert.

You can also assign or change shortcut keys fariapeharacters using ti&hortcut Key button.
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Assign shortcut keys on tligustomize Keyboarddialog box as previously described.
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How to Add a Keyboard Shortcut to a Command

23



RandomText.docx - Wor

@ d
Hame

Insert Design Page Layout References Mailings Review View
— Cut - I o
B . Calibrilight k= |16  ~| A" & Aa- #» iZ.i=.%Z. &3=
Cop
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Bold (Ctrl+B)
Make your text bold.
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Many commands in Word have keyboard shortcuts asdigo them, making it quicker to apply
formatting, save the file, and perform other tasksyour documents. These keyboard shortcuts can be
customized, and you can assign shortcuts to comsrthiatl do not currently have them.

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

or change current ones.

There are a couple of ways to access the optiorsisdor customizing thRibbon, which is where the
dialog box for customizing keyboard shortcuts saked. One method is to click tR€LE tab.

Document? - Wo

@ d -
Hame Insert Design Page Layout References Mailings Review View
o Calibri (Body) ~|11 ~ A" a7 Aa- A iZ-i=-%z- &E3= 7] 1
Cop
Paste - : AW A, = === 1=.
- ¥ Farmat Painter B I U~aeX X AR A} == == |
Ta Font F Paragraph

Clipboard

Click Options on the menu list on the left.
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Document] - Worj

Open

Recent Documen
% RandomTextdo
= My Documents = M

& Loris SkyDrive == How to Disable
B .. Windows 854

@ Recent Documents

':E' RandomText.do
=) My Documents

RandomText.pdf
'E#i{ My Documents

EI:I Computer
Ll

+ Add a Place

E?'{ Windows Server

My Documents

Account

Options k

On the WordOptions dialog box, clickCustomize Ribbonin the menu list on the left.

General . . .

e F.L:O' General options for working with Word.
Display -
Procfing User Interface options
Save Show Mini Toolbar on selection '
Language Enable Live Preview

i i ing®

Advanced Update document content while dragging

ScreenTip style: | Show feature descriptions in ScreenTips v§

Customize Ribbon l}

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name; |Lori
Trust Center Initials: Lt |
[T Always use these values regardless of sign in to Office.
y: g g

A quicker way to access thl@ustomize Ribbonscreen on the Wor@ptions dialog box is to right-
click on one of the section titles on any of thiestan theRibbon. SelectCustomize the Ribbonfrom
the popup menu.
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Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

On the left side of th€ustomize Ribbonscreen is a list of commands.
below this list next t&Keyboard shortcuts.

Click fBastomize button

G | . .
s EBE Customize the Ribbon and keyboard shortcuts.
Display )
Choose commands from: Customize the Ribbo|
Proofing = N P o
|Popular Commands |1I |Main Tabs
Save
Language Accept and Move to MNext ~ Main Tabs
= Align Left =l [v] Home
Advanced :E Breaks l' Clipboard
== o e U := Bullets L # Font
Customize Ribbon. = Center Paragisih
Quick Access Toolbar B Changelitlegy ' Styles
E2 Copy Editing
Add-Ins % Cut Insert
Define New Mumber Format... Design
Trust Center ﬁ Delete Page Layout
E‘ Draw Table
T2 Draw Vertical Text Box Hetereners
107 Email A &[] Mailings
@ Find - Review
Font 1= b [¥] View
: :::on:.a 0 | . [ Developer
ont Caolar
Font Size I= ¥ Add-Ins
% Format Painter Blog Post
A Grow Font Insert (Blog Pof
&, Hyperlink... Cutlining
:‘E‘ Ir?sert Footnote . Background R
= Lineand Paragraph Spacing L
P Macros = e
EE Multiple Pages MNew Tab LHE\
D Mew ] PO
Customizations: |
Keyboard shortcuts: | Customize... % Iﬂ'
£

The Customize Keyboard dialog box displays. To list all commands in tBiemmands list on the
right, selectAll Commands in the Categorieslist. If you know what category contains the comuh#o
which you want to assign a shortcut key, you cdecse¢hat category to narrow the list of commands o
the right.

Select the desired command from @emmandslist. If there is no shortcut key listed in tBairrent
keysbox, there is currently no shortcut key assigeethé selected command.
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To assign a shortcut key to the command, put thgocun thePress new shortcut keyedit box and
press the desired shortcut key. If the shortcutikeyot in use by any other command in Word, the
Currently assigned to field below theCurrent keys box displays “[unassigned]”. Clickssign to

assign the selected shortcut key to the currertcted command.

Choose commands from: i

Specify a command

Categories:

Commands:

Customize the Ribbon: &

Elog Post Tab
Insert Tab

Print Preview Tab
Outlining Tab

CheckDocumentParts
ClearAllFarmattin
d

ClearFormField

Caonflicts Tab ClearTablestyle

Background Removal Tab CloseConflict
il Commands o Rl P

¥ | | CloseParatbove

Specify keyboard sequence
Current keys: Press new shortcut key:
| Alt=Ctrl=Shift-F

Currently assigned to: [unassigned)]

Saye changes in: |Norma|.dntm :I

Description

Clears formatting and styles from selected text

Assign

Customizations: Reset v |11)

NOTE: If you enter a keyboard shortcut that is alreassigned to another command, Word informs
you that it's currently assigned and displays tbemand to which it's assigned. Simply type in other
shortcut keys until you find one that says “[ungset]” as shown above.
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Choose commands from: &

Customize the Ribbon:

Specify a command

Categories: Cammands:
Elog Post Tab CheckDocumentParts
Insert Tab ClearAllFarmattin
Son Print Preview Tab M

Qutlining Tab ClearFormField
Conflicts Tab ClearTableStyle

Background Removal Tab CloseConflict
Al Commands o I e

¥ | | CloseParathbove

~

Specify keyboard sequence
Current keys: Press new shortcut key:

Cirl=Shift+F

Currently assigned to; Font

The selected shortcut
Save changes in: iNurmaI.dotm “ key is already
assigned to Font.

Drescription

‘Clears formatting and styles from selected text

Reset All..

Customizations: Rﬁse’c b

Once you clickAssign the shortcut key is added to tBarrent keys list.
NOTE: You can assign more than one shortcut key to onemand.

Click Closeto close theCustomize Keyboarddialog.
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Choose commands from: Customize the Ribbom

Specify a command
Categories: Commands:
Elog Post Tab CheckDocumentParts -~

Insert Tab ClearAllFormattin |
Print Preview Tab Ciearrormating

Cutlining Tab ClearFormField
Canflicts Tab ClearTableStyle

Background Femoval Tab : CloseConflict
i Commangs o e

¥ | | CloseParafbove

Specify keyboard sequence
Current keys: Press new shortout key:
Alt=Ctri=5hift+F E}

Description

Clears formatting and styles from selected text

Remoye Reset All...

Customizations: Reset ¥ |

NOTE: To remove a shortcut key from a command, sele@ ithe Current keys list and click
Remove

Click OK on the WordOptions dialog box to close it.

Grow Font [+ ¥ Insert (Blog Fost)

Hyperlink... Outlining

|r_15ert Footnote ) Background Rermowal

Line and Paragraph Spacing +

Macros

Multiple Pages ‘ New Tab ‘ | Mew Group ‘ | Rename... |

Mew b -
Customizations: '~i.'
‘board shortcuts: O ®

You can also change an existing shortcut key fosramand by removing the current key and assigning
a new one.
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Il. Task to perform

* Type and format the text below.

e Createthe numbered or bulleted lists.

»  Assign shortcut keys to symbol ©

e Assign a keyboard shortcut to a command “Save all’

*  Create your own group “My_name” on ribbon “Homad add there an icon for a command “Save
alr

What. Does This Book GCover?

This book contains six parts that cover the shared Office features and the five leading programs.
Part | of the book brings you up to speed with the common features that the Office programs share:

+  Chapter 1, “Getting Started with Office 2010," introduces you to the five main
Office programs—Word, Excel, PowerPoint, Outlook, and OneNote—and what
yvou can do with them. You'll learn how to open and close the programs; you'll
meet key features such as the Ribbon and Backstage; and you'll create, save, close
and reopen documents.

¢+ Chapter 2, "Head in the Cloud: Experiencing Software as a Service,” tells you what
yvou need to know about the Office Web Apps—the online versions of Word, Excel,
PowerPoint, and OneNote—and explains how software as a service works, You'll
find out how to get a Windows Live ID, how to start using the Office Web Apps,
and how to transfer documents to and from the SkyDrive storage system.

+  Chapter 3, "Learning Common Tools Across the Office Suite,” shows you how to
control the Office programs using the Ribbon and how to access Backstage and
use its document-management features, It also explains Office’s common ways of
sharing a document with others, how to make the most of the AutoCorrect and
AutoFormat features, and how to use the Spelling checker and Grammar checker.
You'll also learn how to print documenis.

+  Chapter 4, "Working with Text and Graphics,” shows you how to do everything
from entering text (using the keyboard or other means) to creating tables and
adding graphical objects such as pictures, shapes, and diagrams. Along the way,

you'll learn how to work with Cut, Copy, and Paste, and how to use the Find and
Replace features.

*  Chapter 5, "Customizing Office to Suit You,"” walks vou through customizing the
uick Access Toolbar, the Ribbon, and the status bar to make them show the
commands and information you need. You'll also learn how to set essential
options in the programs, such as the General options and the Save options.

Part I of the book covers using Microsoft Word, the powerful word processing program:

*  Chapter 6, "Entering Text and Using Views,"” shows you how to enter text quickly
in Word documents, how to select text in advanced ways with the mouse and the
keyboard, how to move around your documents, and how to tell Word where to
find your custom templates. You'll also learn to create custom keyboard shortcuts,
create backup documents automatically, and to make the most of Word's five
different views of a document.

*  Chapter7, "Adding Style: Formatting Your Documents,” teaches you the right way
to format a document quickly and consistently by using stvles rather than by
applying direct formatting bit by bit. 1t also shows you how to get around your
documents by using the Navigation pane and the Find feature, and how to
harness the power of the Replace feature.

*  Chapter 8, “Creating Complex Documents and Layouts,” explains how to break a
document into multiple sections; how to add headers, footers, and page numbers;
and how to create newspaper-style columns of text. You'll learn to use bookmarks
and cross-references, develop your documents using Word's powerful Outline
view, and add footnotes and endnotes to your documents.
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1. Getting Aroundin Excel

1.1. Exploring Excel 2010
1.1.1.The Application Window
1.1.2.The Quick Access Toolbar
1.1.3.The Ribbons
1.1.4.The File Tab and Backstage View
1.1.5.The Status Bar

1.2. Navigating and Selecting in Excel
1.2.1.Mouse Navigation

1.2.2.Keyboard Navigation
1.2.3.5electing Cells
1.3. Customizing Excel
1.3.1. Customizing the Quick A
1.3.2. Exploring Excel Options

Example: Outline Example: Test Question
[. Biology Studies 1} Whichof the following bestdescribesaphylum?
A Animal a) Aphylum ranks above the kingdom

b} Aphylum ranks below the kingdom

B. I-Illtlmal’l c) Aphylumis at the same levelas the kingdom
C. Plant d} Phylumis anotherword forkingdom
List A - Arabic Numbers List B - Roman Numbers Lt (]: +Multtevel

1. Apples . Black g (S:}(:aoress

2. Orenges ii. White L p

3. Strawberries fii. Green 4] leets

4. Grapes iv. Orange ) ey&ure;

5. Bananas v Yellow & i OLSltg

6. Cherries vi. Red l] S OI:IE

7. Lemons Vi, Gray l]] aI:N d

8. Grapefruit it Gold 5)F !;“'] o

9. Blueberries B Siler 6% C?otl;i(::g

10. Raspberries 7) Food

11. Honey Dew 8) Scents

9) Beverages
10) Flavors
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Welcome

Introduction

s Oyverview:

Basics

Theory

Practice
Advanced topics:

TN N S

= Dissertations
= Police reports
&  Test
Feedbackl

. Save document under your name in your groupiserfalder.
. Close file.
. Close Microsoft Word 2010.

I1l. Checklist

. How to copy and paste text? Name three ways.
. How to center, left align, right align and jdgtiext?
. How to create a numbered or bulleted list?

. How to insert symbols to text?

. How to add a keyboard shortcut to a symbol?

6.

How to add a keyboard shortcut to a command?

7. Whichkeyboard shortcuts are used to copy, cut and paste

8.

'-beam’ icon, what is it?

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

Literature
J. Walkenbach. Microsoft Excel 2010 Formulas. —&y/Publishing Inc., 2010. — 818p.
W. Wang. Office 2010 for Dummies. — John Wiley &1Sdnc, 2010. — 434 p.
G. Hart-Davis. Beginning Microsoft Office 2010. press, 2010. — 719 p.
H. Tyson. Microsoft Word 2010. — Wiley Publishingcl, 2010. — 941 p.
J. Walkenbach, H. Tyson, M.R. Groh, F. Wempen, IBAcki. Bible Microsoft Office 2010.
— Wiley Publishing Inc., 2010 — 1301 p.
K. Murray. First Look Microsoft Office 2010. — Migsoft Press, 2010. — 184 p.
N. Conner, M. MacDonald. Office 2010. The missingnual. — O’Reilly, 2010. — 928 p.

Educational edition
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