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Word Processing Top Tips           

	I want to…

	1. 
	Open  Word

Start, all Programs, Word or click on the Word icon on the desktop 



	2. 
	Save a document

File, Save , name the document,  Save



	3. 
	Save a file with a different name

File, Save as, name the document,  Save



	4. 
	Select all of a document

Press Ctrl (bottom left hand corner of the keyboard) and A at the same time



	5. 
	Change the font 

Highlight text, click on Format, Font, select the font that you want



	6. 
	Change the orientation of a document

File, page setup, Margins, Orientation, select either Portrait or Landscape



	7. 
	Change the size of paper to be used

File, page setup, Paper, select the paper size you require



	8. 
	Change the margins on a document File, page set up, margins, type in the new values for the margins in the available boxes. You do not need to type in CM, just the value



	9. 
	Zoom a document

Click on the arrow next to the 75% (or similar) box and select the amount of zoom you require



	10. 
	Add a heading style to a title or sub-heading

Highlight text, click on the AA symbol in the top left hand corner (usually next to a box saying normal, which is next to the font box) of the formatting tool bar, select from the formatting to apply box for a style to apply to the text



	11. 
	Surround text with a box

Highlight text, format, borders and shading, select the border, click on the apply box and select text




	12. 
	Make text bold, underlined or italic

Highlight text, click on the B I U symbols on the toolbar



	13. 
	Apply automatic hyphenation Click on tools, language, hyphenation, tick the box saying Automatically Hyphenate Document. It can be used to save space in a document by hyphenating words to condense the text.



	14. 
	Adjust the top margin on a document

File, Page setup, Margins, adjust the top margin as required



	15. 
	Change the font size

Highlight text, click on the arrow next to the B symbol, select the suitable size of text



	16. 
	Edit text in a document

To remove text to the left of the cursor use the backspace key; to remove text to the right of the cursor use the delete key



	17. 
	Align text

Highlight text, format, paragraph, click on the arrow at the side of the alignment box and select left, centre, right or justify



	18. 
	Shade text

Highlight text, format, borders and shading, shading select the shading you require, apply to text



	19. 
	Change the colour of text Highlight text, click on the triangle to the left of the A symbol in the formatting tool bar. Same process in Excel or PowerPoint



	20. 
	Change text to upper case

Highlight text, format, change case, select the option you require



	21. 
	Make text superscript Highlight text, format, font, select superscript from the effects options. Superscript makes the text smaller and raised as you would see in X2 or the 27th 



	22. 
	Copy and paste text

Highlight text, right click in the highlighted area, click on copy. Go to where you want to paste the text, right click, paste




	23. 
	Copy text formatting Highlight text, click on the paintbrush in the standard toolbar, go to the new text, “paint” over the text and it will be changed to have the same formatting as the original



	24. 
	Cut and paste text

Highlight text, right click in the highlighted area, click on cut. Go to where you want to paste the text, right click, paste



	25. 
	Delete text

Highlight text, press delete



	26. 
	Create new paragraphs
Press the return key at the end of a sentence



	27. 
	Justify text

Highlight text, format, paragraph, click on the arrow at the side of the alignment box and select justify



	28. 
	Make text subscript Highlight text, format, font, select superscript from the effects options. Superscript makes the text smaller and lower as you would see in H2O 



	29. 
	Number paragraphs

Highlight paragraphs, click on the 1,2,3 symbol on the toolbar



	30. 
	Make bullet points

Highlight paragraphs, click on the dot symbol, next to the number paragraph symbol, on the toolbar



	31. 
	Change the style of bullet points

Highlight text, format, bullets and numbering, select the new style of bullet point. To find more styles click on customise, character and look in wingdings



	32. 
	Change the colour of bullet points

Highlight text, format, bullets and numbering, customize, font, colour, select the font colour you require



	33. 
	Insert symbols using wing-dings

Click on insert, symbol, wingdings, select a symbol, click on insert




	34. 
	Change line spacing

Highlight text, format, paragraph, line spacing, select the most suitable spacing



	35. 
	Change the spacing before and after a paragraph

Highlight text, format, paragraph, spacing, alter the before and after spacing as required



	36. 
	Change margins File, page set up, margins, type in the new values for the margins in the available boxes. You do not need to type in CM, just the value



	37. 
	Insert a page break

Double click on the page where you want a new page to start, insert, break, page break, OK



	38. 
	Insert a date in a document Click on the page where you want the date to appear. Click on insert, Date and Time, select the date format you require (if you click on automatically update, every time you open the document the current date will appear – highly recommend)



	39. 
	Insert a soft line break To add subsidiary points to a bulleted list, without the new bullet points appearing – click at the end of the bulleted text , hold down shift while you press the return key



	40. 
	Indent both sides of a paragraph Highlight text click on format, paragraph, click on the indentation boxes to adjust the right and left indentation of the paragraph to the specified amount



	41. 
	Indent the first line of a paragraph

Highlight text, format, paragraph, set the indentation, click on special to choose first line



	42. 
	Add a header to a document

View, header and footer, the header will be automatically chosen, type in what you require



	43. 
	Format a header

View, header and footer, the header will be automatically chosen, format as required using any normal method



	44. 
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Add numbers in a document footer

View, header and footer, click on this icon 

On the header and footer toolbar to move to

the footer

Then click on this icon to add page numbers 



	45. 
	Format numbers in a footer

Highlight the page number field then

click on this icon

Select a suitable number format



	46. 
	Set tabulation (TAB) Sets Click at the start of a line of text, select format, tabs, type in the tab stop position as a number (you do not need CMs), OK. Click on the tab key and the text will move to the tab position you have set



	47. 
	Use search and replace function Click on Edit, Find, enter in the find what box the word you want to look for, click on the replace tab, enter the replacement word in the Replace With box, select replace all. All of the original words will be replaced by the new word



	48. 
	Insert a picture into a document

Insert, Picture, from file, find the picture on your disc or in my pictures, click on it, click on insert



	49. 
	Copy a picture to another part of a document

Click on the picture, right click, copy. Go to where you want to appear, double click, right click, paste



	50. 
	Resize a picture in a document

Click on the picture, right click, format picture, size tab, set the height as required.



	51. 
	Use the spell-check program

Click on tools, spelling and grammar



	52. 
	Save a document as a Rich Text Format (RTF) file

File, save as, save as type RTF, OK




	53. 
	Save a document as a template

File, save as, save as type Document template, SELECT WHERE YOU WANT THE FILE TO BE SAVED (WORD WILL TRY TO SAVE IT ON THE HARD DRIVE OF THE MACHINE YOU ARE WORKING ON), OK



	54. 
	Create a table in a document

Table, Insert, Table, select the number of columns and rows you require



	55. 
	Merge cells in a table

Highlight cells, right click, merge cells



	56. 
	Set the width of lines in a table

Highlight cells, format, borders and shading, Width, select the point size 



	57. 
	Adjust the width of columns

Highlight column, right click, table properties, column, set the preferred width to your requirements



	58. 
	Change the font in a table

Highlight cells, format, font, select the new font



	59. 
	Centre text in a column

Highlight cells, format, paragraph, alignment, select required alignment



	60. 
	Add a row or column in a table

Click in a cell, table, insert, select row or column and whether you want them to be inserted before or after the current row or column



	61. 
	Delete a row or column in a table

Click in a cell, table, insert, delete row or column



	62. 
	Add a background, or fill, colour to a table

Highlight cells, format, borders and shading, shading tab, select the shading, apply to cells, OK



	63. 
	Create a form letter for mail merge

Tools, letters and mailing, mail merge wizard, follow through to step 2 of 6



	64. 
	Open a data source for mail merge

Step 3 of 6, browse to find an existing list of names and addresses on your disk or hard dive



	65. 
	Enter fields in a form letter

Step 4 of 6, double click on your letter where you want the address to appear, click on address block. Repeat the process to add a greetings line



	66. 
	Merge data sources and form letters

Step 6 of 6, EDIT INDIVIDUAL LETTERS, SELECT ALL, OK



	67. 
	Save a merged document as a text file

File, save as, save as type TXT, OK



	68. 
	Print a document

File, print, select the number of copies that you want




ADDITIONAL NOTES
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