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The blue column 
on the left shows 
your most recent 
saved files.
You may select 
one of these to 
resume work on a 
saved document.

Getting Started

Open Word. You may choose a blank document, or browse a template that’s right 
for you. Blank or unformatted documents are best to use to begin.



Your Document



Typing, Enter, Tab, Backspace, and Delete 
KeysTo enter text, just start typing. Do not worry about reaching the end of the line- 

Word automatically continues the text on to the next line for you.

Press Enter to start a new line.
Press the Tab key to create a quick indent, usually used at the beginning of 

a new paragraph.

Delete Key

Backspace Key



Highlighting Text



Copy, Cut, and Paste

You can duplicate text and paste a copy of it 
to another space on the page.

To copy, highlight the text you want to 
duplicate and click on the Copy button in the 
Home ribbon.

Click where you want to insert the copied 
text, then click the Paste button.



You can cut, remove, and move text to another 
space on the page.

To cut, highlight the text you want to move, and 
click on the Cut button in the Home ribbon.

Click where to you want to insert the cut text, 
then click the Paste button.

Copy, Cut, and Paste



Bold, Italicize, and Underline

To make text appear bold, italicized, or underlined, 
highlight the text, then click B, I, or U in the Home 
ribbon.



Font and Font Size

You can change the font to alter the 
appearance of text.

By default, Word uses Calibri.

To change the font, highlight the text you 
want to format.

Choose a new font from the dropdown menu 
in the Home ribbon (which shows your 
current font on top).



Font and Font Size

You can change the font size of your text.

By default, Word uses 11 point font.

To change the font size, highlight the text you want 
to format.

Choose a new font size from the dropdown menu in 
the Home ribbon.



Text Color

You can change the color of the text on the page.

To change the text color, highlight the text that you 
want to format.

Click on the Font Color dropdown menu in the 
Home Ribbon.



Highlighting Text with Color

You can highlight text with a color (like 
using a highlighter marker).

Highlight the text that you want to format.

Click the Highlight Button in the dropdown 
menu in the Home Ribbon.



Text Alignment

You can choose which side of the page the text appears on by using the Text Alignment 
option. Left-handed alignment is the default.

Click the Alignment option in the Paragraph Options on the Home Ribbon.

The alignment that you choose is highlighted in gray.

Justified alignment makes your text take up an entire line by adding spaces between the words.



Line Spacing

To the right of alignment options are the 
line spacing options.

You can change the spacing between lines 
by choosing from the dropdown menu.

When you hit the Enter key to begin a new 
paragraph, Word automatically enters a 
line space. To remove this, choose Remove 
Space After Paragraphs from the line 
spacing menu.



Bullets and Numbered Lists

To add a bulleted or numbered list, highlight 
the text that you’d like to include, and click 
on the bullet or number list option in the 
Paragraph Box of the Home Ribbon.

To choose different styles for the lists, click 
on the small arrow next to the appropriate 
list style and choose from the selections.



The View Ribbon

There are many ways to change the way Word displays the 
document on the page from within the View Ribbon.

By default, Word displays the “Print Layout” and is zoomed to 
100%.



The Page Layout Ribbon

The Page Layout Ribbon allows you to change things such as the 
margin width, page orientation, and columns.



Margins

You can change the width of your documents’ 
margins to be more narrow and allow more 
space for text, or wider, which allows less 
text.

By default, margins are 1” on the top, 
bottom, right, and left of the page.

To easily change margins, you can choose the 
Margin option in the Page Layout Ribbon.

You can also make custom margins using the 
option at the bottom of the Margin 
dropdown. 



Margins and the Ruler

With the ruler turned on (done from the View Ribbon) you can 
see how your page margins are laid out.



Margins and the Ruler

To move the margins using the ruler, place your mouse in 
between the two ruler marks until your mouse cursor becomes 
a double-ended arrow.

Click and hold and then drag your mouse until the margin 
appears that you want.



Bullet Points or Numbering and the Ruler

• To change the position of the number or bullet, click and drag on 
the higher ruler mark.

• To change the amount of space between the number or bullet and 
the beginning of the text, click and drag on the lower ruler mark. 

• To change both the position of the bullet or number and the text, 
click and drag the block at the bottom of the lower ruler mark.



The Insert Ribbon

Using the Insert Ribbon allows you to add pictures, tables, and 
more to your Word Document.



Inserting Pictures

To insert pictures, click on the 
Pictures option in the 
Illustrations box in the Insert 
Ribbon.

A window will pop up; locate the 
folder where your pictures are 
stored.

After you click on the picture 
you’d like to add, click on Insert 
and the picture will be added to 
the Word document.



Resizing Pictures – Larger or Smaller

You can make pictures larger or smaller in 
your document.

To resize a picture, move your mouse 
cursor over the white box located at any of 
the corners of the picture.

Click and hold the left mouse button and 
drag the mouse cursor.

Move the mouse cursor away from the 
picture to increase the size.

Move the mouse cursor in to the picture to 
decrease the size.



Resizing Pictures – Wider or Longer

You can make pictures wider or longer in your 
document.

To resize a picture, move your mouse cursor over 
the white box located at any of the sides of the 
picture.

Click and hold the left mouse button and drag the 
mouse cursor.

Move the mouse cursor away from the picture to 
make the picture wider or taller.

Move the mouse cursor in to the picture to make it 
more narrow or shorter.



Rotating Pictures

You can rotate the picture you have added 
to your Word document.

To rotate a picture, move your mouse 
cursor over the circular arrow at the top of 
the picture.

Click and hold the left mouse button and 
drag the mouse cursor.

Move the mouse cursor to the right or left 
to rotate the picture.



The Picture Tools/Format Ribbon

When you click on a picture that you have added to your Word 
document, the Picture Tools/Format Tab appears.

The Format Tab allows you to make changes to pictures, including 
cropping, text wrapping, borders, and much more.



Cropping a Picture

You can crop a picture in order to remove a portion 
of the image you do not need or want.

For a simple crop, click on the icon above the word 
Crop.  On the corner and sides of the image, black 
crop marks will appear.

Position your mouse cursor over the black crop 
mark.

Click and hold the left mouse button and drag the 
mouse cursor inward, towards the image.

Once you have chosen the appropriate crop area,
Click on the “Crop” icon to finalize your selection.



Cropping a Picture

You can also choose a shape for your image to 
be cropped within.

Click on the Crop text below the crop image.  
A dropdown will appear.

Click on Crop to Shape and choose the shape.

The image will appear within the shape you 
have chosen.



Positioning a Picture

When you insert an image into a Word document, the image will 
appear in line with the text, meaning it will act like a portion of 
text—albeit much, much larger.

If you would like the image to be nested within the text, click on 
the Position option in the Pictures Tools/Format Ribbon.

Text Wrapping is the means used to nest the image within text.

Once you have chosen an appropriate text wrapping, your image 
will appear nested within the text.

You can also move the image wherever you like at this point.  To 
move the image, position the mouse cursor over the image.  Click 
and hold on the left mouse button and drag the picture to 
wherever you like.



Positioning a Picture and Text

You can choose how closely text appears 
with your image—even with the text 
appearing over or behind the text.

To do this, click on Wrap Text in the 
Picture Tools/Format Ribbon.



More Picture Tools

There are many more ways you can change the look of your 
images in Word under the Picture Tools/Format Ribbon.

Corrections changes the brightness & contrast of the image.

Color provides different shades or colors for the image.

Artistic Effects allows you to add touches such as pixilation, 

textures, and much more.

Picture Borders come in different colors, width, and effects.

Picture Effects adds shadows, mirror images, and more.



Clip Art

Instead of adding images stored on your computer, you can 
add Clip Art to documents in Word.

To add Clip Art, choose the Online Pictures option in the 
Insert Ribbon.

A popup window will appear where you can enter search 
terms to find Clip Art by.

Choose the image you wish to add
and click on “insert” to have
it appear in your Word document.


