Shortcut Keys

To Highlight All Text Cul A
To Bold Text Cul B
TO COPY .o Ctrl C
Font Dialog BoX........cccccccoeuiuviiiniiinicnninnes Ctrl D

Centre TeXt...oouovvieeierieieeeereeeeeeeeeeeeeeeeenas

Find ..o Ctrl F
Go To Ctrl G
Find and Replace Ctul H
To Italicise Text Ctrl I
Justify Text Ctrl J
Insert a Hyperlink Cul K
Left Align Ctrl L
Indent Ctrl M
Open a new document Ctul N
Open an existing document Ctrl O
Print a Document Ctrl P
Clear all Tabs Ctrl Q
Right Align Ctl R
Save Ctrl S
Hanging Indent ..........cccccoooevvevvcincncncninnaee. Ctrl T

Undetline TexXt c..cvvivveverivreeeeeeieeeereereeeeneenes

To Paste Ctl V
To Close a document Ctrl W
To Cut (Move) Ctrl X
Redo Ctrl Y
Undo Ctrl Z
To Exit Word Alt F4
Help F1
Spell Check F7
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Important Icons on the Home Tab

Font — Here Font Type, Font Size, Font Colour, Bold,
Underline and Italics can be accessed quickly

Page Layout References Mailings
Garamond 110 ~||A A7||4)

'B|Z U ~abe x, x* Aa~||®~ A~

Font f4

Text Alignment — Here Left, Center and Right
alighment as well as Justification can be accessed after
text has been highlighted

Review View
= - 4= - e |5 (4P

Paragraph i

Cut, Copy and Paste — Here Cut, Copy and Paste can
be accessed quickly after text as been highlighted

Ca

o
— Home Insert
Paste .
v J Format Painter
Clipboard ]

Line Spacing

For Single Line Spacing — Highlight the text and use
Ctrl 1

For One and a Half Line Spacing — Highlight the text
and use Ctrl 5

For Double Line Spacing — Highlight the text and use
Ctrl 2

Tips & Tricks

To change the page to Landscape or back to Portrait
click the Page Layout tab and click the Orientation icon.

To change the Margins click the Page Layout tab and
click the Margins icon.

To change the page to Landscape or back to Portrait
click the Page Layout tab and click the Orientation icon.

To use the Thesaurus highlight the word and click the
right mouse button and click on Synonyms.

To change the Zoom, click the View Tab and click on
the Zoom icon.

To change the Vertical alignment of the page click on
the Page Layout Tab and then click on the Page Setup
button. The Page Setup dialog box will appear. Click on
the Layout Tab and choose from the Vertical alignment
options.

To insert a new page within an existing document you
can either:

e Let the page be inserted by Word automatically as
you reach the end of the page or

e  Press the shortcut keys Ctrl Enter or

o C(Click the Insert Tab and then click on the Blank
Page Icon




Printing

To Print simply use the shortcut keys Ctrl P or
click the Office button and click Print.

The Print Dialog Box
Print ‘@—8]

Printer
Name: @ \\Ws2\Brother HL-1430 series network E Properties
.
Type: Brother HL-1430 series
Where:  IP_192.168.0.1 [Clprint to fle
Comment: [] Manual duplex

Page range Copies

@ Al Number of copies: |1 =

() Current page Selection 1
() Pages: 1 7] Collate
Type page numbers and/or page

ranges separated by commas counting
from the start of the document or the

section. For example, type 1, 3, 5-12
or pis1, pis2, p1s3-p8s3

Print what: | Document EI Zoom

Print: All pages in range E Pages per sheet: | 1page B
Scale to paper size: |No Scaling E]
=

To Print All just click OK

To print just the Current Page click into Current Page
and click OK

If a selection of pages is required type the page numbers
into the Pages box and click OK

Manuals Available
For

Office 2000, Office XP, Office
2003 & Office 2007
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Computer Training Solutions

New Zealand

Based in Waitakere City, we train people to
fully utilise all Microsoft’s products and
increase their productivity.

We create user friendly manuals ideal for the
beginner. We are experts in creating NZQA
based Unit Standards for schools and PTE’s.

Our Courses include Small Business Basic,
Small Business Publication and Small Business
Data Management.

Tutoring can be either at your place or ours.
Please note that there will be a small callout
charge if we have to travel to your place.

We also provide training and support for the
International Computer Driving Licence
(ICDL) and the Computing Core Certification

(IC3).

Tutoring is available to students who are
undertaking NZQA Unit Assessments in
Computing and Business Studies. You will be
trained by a tutor with over 12 years experience
within the NZQA environment.

Call us now on 021 1406 057 or wvisit
www.ctsnz.com to book a training session.

Computer Training Solutions New
Zealand

Microsoft Word 2007

Quality Training in
Microsoft Access
Microsoft Excel
Microsoft Outlook
Microsoft PowerPoint
Microsoft Word
Microsoft FrontPage

NZQA Computer Unit
Standards

WWWwW.Ctsnz.com
trainer@ctsnz.com
PO Box 45 208
Te Atatu Peninsula

Waitakere City
021 1406 057




