Microsoft Word:
Basics

Basics on Word
Word is the most popular word processing platform in the world for the last 25 years.
Since the development of Windows 95, Word has been the standard bearer for typing.
Word is still incredibly popular in academia, business, education, law, and medicine. It has
been adopted by Apple as its word processing platform since the late 1990’s.
Current competitors to Word are Google Docs, Apple Pages, and LibreOffice. Google Docs
is gaining the most ground on Word, particularly in academia and education; but Word is
in no danger of losing its throne in the near future.

Other things to know
While Word is the top word processor, Google Docs and LibreOffice do offer the ability to
convert Word documents to their platforms, and vice versa. The conversion is not perfect,
particularly if you have a lot of layers to your document, but simple texts move seamlessly.
Word has the ability to easily transition between itself and its other popular products, Excel
and Powerpoint. Word is very easy to format a whole page, or a single line. This is not true
of Google Docs. Also, Google Docs is not great for doing work in columns. Word has a tremendous amount of font types, while Google Docs has about 10. Also, manipulating paragraphs and line spacing can be a challenge in Docs, while it can be done in Word in about 2-3
clicks.

Notes:

Opening Word Program, search for this button

Even the newest versions of Word are available for purchase. The latest version is Word 2019.
But as all things are migrating towards cloud based computing, Word is available online for a
subscription under the Office 365 Suite. Many businesses are migrating to this platform.

Opening Screen

Notes:

Tab Highlighting

Save Work

Office Ribbon

Page Zoom

Opening Screen Description

Home Button Functions:

In the Home Ribbon, the Font
Group allows the user to
change the font type, size, color, shading. Additionally, you
can select to bold, italicize or
underline your selected text.

Notes:

In the Home Ribbon, the Paragraph
Group allows the user to position
the text on the page at the left
(standard), right, centered, or justified. Justified means that the left
and right text will line up at the
edge of the margin at every line.
Users can also insert numbered
lists, bullet points, adjust indentation and paragraph spacing.

Utilizing Bullets

Once a user clicks on the icon, a bullet point
menu will drop down to select a style. appear
on the text line that the text cursor (vertical
blinking line) is located

 Once you select your bullet point style, the first one will automatically show
up on the text line that contains your text cursor (vertical blinking line).

 Hit enter to create your next bullet point.
 Numbers work in a similar manner
 Once you hit enter, the next number will appear, even if your text moves on
to a second line.

 See what I mean!!!

Copying and Pasting

Copying and Pasting
requires using the
left and right mouse
buttons. First, use
your mouse to click
on the beginning
letter of the doc.

Then, you will hold
down the left mouse
button and drag the
mouse down to highlight your selected
text.

Finally, you will use your right mouse button
to get this menu. From here you will click on
copy or cut, and then paste to a new area of
your document or a new doc.

Upcoming Tech Events
Staying Digitally Organized - Sept 17 & 21 @ 7:00pm - 8:30pm
Online Job Searching - Sept 24 @ 7:00pm - 8:30pm
Intro to Microsoft Powerpoint - Oct 8 @ 7:00 & Oct 12 @ 10am
Better Online Searching - Oct 22 @ 7:00pm - 8:30pm
Microsoft Excel - Nov 5 @ 7:00pm & Nov 9 @ 10:00am
Smart Online Shopping - Nov 19 @ 7:00pm - 8:30pm
Meet Your Computer - Every Wednesday & 1st Saturday @ 10am

Upcoming Events
Monday Movie Madness - 2nd Monday of the Month @ 1:00pm
Meditation for Stress Relief - Sept. 12 @ 7:00-8:00pm
Zumba Gold - Thursdays: Sept. 26 - Oct. 17 @ 11:00am - 12:00pm
Register to Vote @ the Library - Sept 24 @ 9:00am - 8:30pm
Holiday Spectacular - Dec 4 @ 6:30pm - 8:30pm
Food for Fines - November 1 - December 15

