@ PBiClBRarvDSTRCT ~ Miicrosoft Word 2016: Basic Word Skills

Introduction

Microsoft Word is a word-processing application that can be part of the Microsoft Office suite or a
stand-alone program installed on your computer. Every file that is created or edited using Word is
called a document. Knowing how to use Word is a skill that many employers require; the program can
be used to create many types of documents, including resumes and cover letters.

Word

This guide refers to the desktop version of Word in Windows.

Topics covered will include:

e How to open a Word document

e Word’s layout (i.e., what does a Word document look like?)
® Selecting and editing text

e Basic formatting

e Cut/Copy & Paste

e Alignment & Layout

e Spelling and Grammar Review

e Page numbers, headers & footers, special characters

Bullet points and numbered lists

Section 1: Opening Word

There are two different ways to open Word on your computer:

1. Find the Word logo on your desktop, or wherever you have Word stored on your computer. The icon will look
something like Figure 1. Double-click on the icon; or, alternately, right-click on the icon and choose “open” from

the drop-down menu by clicking once.

2. Click on the “Start” icon on the bottom-left corner of your screen. Choose “All Programs” from the menu and

locate your version of Word.

Fig. 1
Once opened, you should see a home screen that looks something like Figure 2:
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Choose “Blank Document” (Figure 3) from the
menu to open a new document in Word.
Fig. 2
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Section 2: The Parts of the Word Document

A blank Word document should look something like Figure 4: Title bar
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Toolbar
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Fig. 4

The title bar at the top of the screen displays the name of the document. When you
open a blank Word document, the default name is “Documentl” (Figure 5).

To change this, click on the “File” tab at the top left and choose “Save As” from Fig. 5
ig.
the drop-down menu. A navigation window should appear; it contains a highlighted 9

section that displays the name of the document. Type a new name for the
document here. Choose the location where you want to store the document from
the menu of locations on the left side of the navigation window. Click “Save.”

The title bar will change to reflect the name you have given the document.

Below the title bar are the tabs (Figure 6).
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The toolbar contains the various features (i.e., “tools”) of Word that you use to edit your document. If you hover over a feature
in the toolbar with your mouse, a small window will show on your screen displaying a description of what that feature does.

By using the tabs, you can choose which types of tools to use. Each tab is themed: “File,” “Home,” “Insert,” “Design,” “Layout,”

” u

“References,” “Mailings,” “Review,” “View,” and “Help.” Each tab displays different tools. “Home” is the default tab; the tools

in the “Home” tab are the ones most commonly used.

Familiarize yourself with the tabs and the toolbar features. Note what happens when you hover over the tools in the toolbar,
and how the toolbar changes when you change tabs.
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Underneath the toolbar is the document itself (Figure 8), which takes up most of the screen.

Wiite & Insert Fields Freview Results Finish

The document itself is designed to resemble a
sheet of 8 1/2” by 11” blank paper.

|
‘  Note the blinking vertical line—this is called the

==cursor. When you begin typing, text will emerge
from the left side of the cursor as it moves toward
the right.

Fig. 8

Type the word “Hello.” Note where the word appears on your page, where the cursor is, and how your text looks.

As you can see in Figure 9, the word “Hello” appears on your page near the top left of the
screen. The cursor should still be blinking at the end of the word “Hello.”

Hello

Fig. 9
There should be about an inch of white space between the top of the word “hello” and the
top edge of the page (see Figure 10); likewise, there should be about an inch of white
Fig. 10 1” margin space from the left edge of the page and the word “hello.” These are the margins, which
are created automatically in any new document.
1” margin Word has default settings for type size (11 points), font (Calibri), style (normal, no bold,
italics, or odd colors), and page design (1-inch margins, 8 1/2” by 11” sheet of paper) that
Calibri font, 11 point type make the document look standard and professional. All of these default settings can be
changed according to the user’s preferences.
oot Y ERRARERS PERNRRY 1
Fig. 11 We know that our margins are 1 inch long because at the top and left edges of the page
/ there are rulers that show length (Figure 11). The margins are automatically set at 1 inch
/ from each corner of the page.
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Section 3: Editing a Document

Please open the document named “High Tide” (Figure 12) that is saved on the desktop of your computer.

Fig. 12

[[-Iigh Tide In Tucson (excerpt)

By Barbara Kingsolver

A hermit crab lives in my house. Here in the desert he's hiding out from local
animal ordinances, at minimum, and maybe even the international laws of native-
species transport.  For sure, he's an outlaw against nature. So be it.

He arrived as a stowaway two Octobers ago. I had spent a week in the Bahamas,
and while I was there, wishing my daughter could see those sparkling blue bays
and sandy coves, I did exactly what she would have done: I collected shells. Spiky
murexes, smooth purple moon shells, ancient-looking whelks sand-blasted by the
tide--I tucked them in the pockets of my shirt and shorts until my lumpy, suspect
hemlines gave me away, like a refugee smuggling the family fortune. When it was
time to go home, I rinsed my loot in the sink and packed it carefully into a plastic
carton, then nested it deep in my suitcase for the journey to Arizona.

I got home in the middle of the night, but couldn't wait till morning to show my
hand. I set the carton on the coffee table for my daughter to open. In the dark living
room her face glowed, in the way of antique stories about children and treasure.
‘With perfect delicacy she laid the shells out on the table, counting, sorting,

d ing scientific categories like yellow-striped pinky, Barnacle Bill's

We will use this document to explore Word’s editing capabilities.

3a. Highlighting/Selecting Text

With your mouse, click at the beginning of the first
sentence in the first paragraph (“A hermit crab lives in
my house”), hold down the left mouse button and
drag the mouse to the right until the entire sentence
is highlighted in grey, as shown in Figure 13. Now that

sentence is selected.

Click anywhere else on the page to de-select the sentence
(remove the highlighting), as shown in Figure 14.

C

r . . . . . g
A hermit crab lives in my house Bere in the desert he's hiding out from log
anim n imum, and maybe even the international laws of 1
species transport.  For sure. he's an outlaw against nature. So be it.
Fig. 13

e —

cz hermit crab lives in my housé:)lere in the desert he's hiding out from lod
anim; = imum, and maybe even the international laws of 1

species transport.  For sure| he's an outlaw against nature. So be it.

Fig. 14

To select, click and drag the mouse over the desired text until it is highlighted.

To de-select, click anywhere else on the page.
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To select just one word, double-click the mouse (i.e. click the left button on the mouse twice, very fast) on the word “hermit” in
the first sentence. Now that word should be highlighted, as shown in Figure 15.

‘ ab lives in my house. Here in the desert he

Fig. 15

animal ordinances, at minimum, and maybe even the

High Tide In Tucson (excerpt)

By Barbara Kingsolver

To select the entire document, as shown in Figure 16,

A hermit crab lives in my house. Here in the desert he's hiding out from local

use the keyboard shortcut Ctr|+A- press the ”Ctrl" key animal ordinances, at minimum, and maybe even the international laws of native-

species transport.  For sure, he's an outlaw against nature. So be it.
d the “A” key at th ti j i
an e ey a e Same time. He arrived as a stowaway two Octobers ago. I had spent a week in the Bahamas,

and while I was there, wishing my daughter could see those sparkling blue bays
Click a nywh ere else to deselect the text. and sandy coves, I did exactly what she would have done: I collected shells. Spiky
murexes, smooth purple moon shells, ancient-looking whelks sand-blasted by the
tide--I tucked them in the pockets of my shirt and shorts until my lumpy. suspect

. hemlines gave me away, like a refugee smuggling the family fortune. When it was
Fig. 16 time to 2o home, I rinsed my loot in the sink and packed it carefully into a plastic
carton, then nested it deep in my suitcase for the journey to Arizona.

I got home in the middle of the night, but couldn’t wait till moming to show my
hand. I set the carton on the coffee table for my daughter to open. In the dark living
room her face glowed, in the way of antique stories about children and treasure.
‘With perfect delicacy she laid the shells out on the table, counting, sorting,
PII) imdiss imm 1 1 P 1a i

3b. Modifying and Formatting Text

From the “Home” tab of the toolbar, look for the “Font” section of the tab. There should be a “B,” an “I,” and a “U” in that section.
Select the first sentence of the first paragraph again and click on the “B” symbol (Figure 17).

Figure 18 displays the sentence in bold. Click on the “B” symbol again to un-bold the sentence.

Bold o e
Times New Ro ~ - AN Aar B

‘® y A2 A Fig. 13 A hermit crab lives in my house. Here in the d
U-abx X A-2-A- :

Fig. 17 animal ordinances. at minimum. and mavbe eve
ig.
Font I

Now italicize that same sentence. Select it and click on the “/” symbol (Figure 19).

Figure 20 displays the sentence in italics. Click on the “/” symbol again to remove the italics.

Italics
L[imesNewRo -] [ &7 [ Aa- | fo A hermit crab lives in my house. Here in the dese
Fig. 19 B®Q'$x: “lA-£-4- Fig. 20
Font 1

Now underline the sentence. Select it and click the “U” symbol (Figure 21).

Figure 22 displays the sentence underlined. Click on the “U” symbol again to remove the underlining.

Underline . . . . . .
\*m: New Ro - KA Aar B A hermit crab lives in mvy house. Here in the desert he's hid
B & x, X A-L-A-
_ Fig. 22
Flg. 21 Font [
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Place the cursor at the beginning of the first paragraph. Press the “tab” key to indent the paragraph, as shown in Figure 23.
"M A hermit crab lives in my house. Here in the desert he's hiding out from

local animal ordinances, at minimum, and maybe even the international laws of

native-species transport. For sure, he's an outlaw against nature. So be it.

Fig. 23

Place the cursor at the beginning of each paragraph and press the “tab” key to indent them.

To remove an indent, place the cursor at the beginning of the indented sentence, hold down the “Shift” key and press “tab” again.
(You can also remove an indent with the “backspace” key.)

The “Show/Hide” icon in the “Paragraph” section of the Home tab looks like a paragraph symbol (Figure 24).

Clicking on this icon displays hidden formatting symbols.

€= 4 hasbcend Asebcend A AB AaB

T Mormal | TNo Spac... Heading 1 Headin

I | / © -1 - show/Hide T (Ctri+¥)

hidden formatting symbols

Pe Tn'iI_E'd!Ji'l marks and other

Fig. 24

This is especially useful for
advanced layout tasks.
Spaces are represented by dots between words.
In Figure 25, there are extra spaces between “transport.” Hﬂjlﬂﬂl'ﬂrdlﬂﬂﬂﬂ - T ML

and “For.”

Fig. 25 SPECIESTI'HIIS[} O SUre
Place the cursor just before the “F” in the word “For.”
Press the “Backspace” key until there is only one space

between the two sentences.

Tabs are respresented by arrows.

In Figure 26, there are unintentional tabs between the words
“journey” and “to.”

Place the cursor just before the “t” in “to,” and press the
“Backspace” key twice. The word “to” should move to the left

several spaces so that there’s a single space between Fig. 26
“journey” and “to.”
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3c. Cut/Copy & Paste

To move or repeat a word or section of text, we can use the “cut,” “copy,” and “paste” tools.
For example, to move the sentence “So be it” from the end of the first paragraph to the end of the second paragraph, we would
use “cut” and “paste”:

1. Select the sentence.

2. Use the keyboard shortcut Ctrl+X (press the Ctrl key and the letter “X” at Fig. 27
the same time) to remove (cut) the sentence (Figure 27).

+ X

3. Place the cursor at the end of the second paragraph and use the keyboard

shortcut Ctrl+V (press the Ctrl key and the letter “V” at the same time Fig. 28 Ctrl + V

[Figure 28]) to paste the “cut” sentence in its new location, as shown in

Figure 29.
IEIIIIINSS Z2ave T awday ., [IRT d ITIUECT SITUEEINIIE UIS IAlIly IUTTUIIC. VWIICID It Wids
) time to go home, I rinsed my loot in the sink and packed it carefully into a
Fig. 29 o . . . . .
carton, then nested it deep in my suitcase for the journey to Arizong So be
if.

Likewise, to repeat the phrase “So be it” in other parts of the document, we would use “copy” and “paste”:
1. Select the sentence.

2. Use the keyboard shortcut Ctrl+C (press the Ctrl key and the letter
uen . . Flg 30 CtrI + c
C” at the same time [Figure 30]) to copy the sentence.
Note that nothing is obviously different about the document yet.
3. Place the cursor at the beginning of the second paragraph and use

the Ctrl+V shortcut (Figure 28, above) to paste the sentence in an
additional location, as shown in Figure 31.

@ e arrived as a stowaway two Octobers ago. I h
Saliamas, and while I was there, wishing my daughter co
blue bays and sandy coves, I did exactly what she would
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3d. Modifying Fonts (Type, Size, and Color)

I got home in the middle of the night, but couldn't wait till morning to show my
hand. I set the carton on the coffee table for my daughter to open. In the dark living
room her face glowed, in the way of antique stories about children and treasure.
‘With perfect delicacy she laid the shells out on the table, counting, sorting,
designating scientific categories like yellow-striped pinky, Barnacle Bill's
Fi ig, 32 pocketbook . .. Yeek! She let loose a sudden yelp, dropped her booty, and ran to

] H 7 the far end of the room. The largest, knottiest whelk had begun to move around.
Select the entire third paragra ph (Flgu re 32)' First it extended one long red talon of a leg, tap-tap-tapping like a blind man's
cane. Then came half a dozen more red legs, plus a pair of eyes on stalks, and a
purple claw that snapped open and shut in a way that could not mean We Come in
Friendship.

From the “Home” tab of the toolbar, look at the “Font” section. Figure 33 indicates that the current font is
“Times New Roman” and the current font size is 14.

Click on the downward-pointing arrow next to “Times New Roman” to open a drop-down menu of fonts.

Font
\ /

-3 x, x A-L-A-

Font size

Fig. 33 Y
Font F
Font menu
1

L | BB RSN Po | i=-i= - == 2L T | aasbcene] masocene A AaBb asebcer AAQDB asebcer assscenc acs
Apargita T [+ ===[1=- | & TNormal | TNoSpac.. Headingl Heading? Heading3  Title Subtitle  Subtle Em... Emp
Arsbic Typesetting ok sl -
Arial Paragraph Fl Styles
Arial Black 1.§ D203 A B B
Anial Narraw . .

Arial Nova @ High Tide In Tucson (excerpt)

Arial Nova Cond
Arial Nows Cond Ligh By Barbara Kingsolver .
Arial Nova Cond Light y g Font preview
Avrial Nova Light

Fig. 34 :riTLBOL;"dr\:Sd MT Bold
B;:lce:v.iiiln 2)1 iF A hermit crab lives in my house. Here in the desert he's hiding out/from
© e local animal ordinances, at minimum, and maybe even the internationalf/laws of
Batang native-species transport. For sure, he's an outlaw against nature. So befit
BatangChe
RBavhaus @3 So be it. He arrived as a stowaway two Octobers ago. I had spent a yeek in the
Bell WIT Bahamas, and while I was there, wishing my daughter could see thfse sparkling
Bembo & blue bays and sandy coves, I did exactly what she would have doge: I collected
Berlin Sans FB shells. Spiky murexes, smooth purple moon shells, ancient-lookjhg whelks sand-
Berlin Sans FB Demi blasted by the tide--I tucked them in the pockets of my shirt shorts until my
eriin yans eml lumpy, suspect hemlines gave me away, like a refugee smuggfing the family
Bernard MT (ondensed fortune. When it was time to go home, I rinsed my loot in thy sink and packed it
Bkt I carefully into a plastic carton, then nested it deep in my suijCase for the journey
to Arizona. So be it.
HBodoni MT Black
T Comdensed I got home in the middle of the night. but couldn't wait till
Fudoi A Poster e odoni MT Black morning to show my hand. I set the carton on the eoffee table for
. my daunghter to open. In the dark living room her face glowed, in

As you scroll down the menu of fonts, the font in the selected paragraph changes as Word previews the different fonts. Hovering
over any of the font names will display the selected paragraph in that particular font, but the text will not change until you click on
a font. Click on “Bodoni MT Black,” as shown in Figure 34.

The paragraph changes from Times New Roman font to Bodoni MT Black font, Bodoni MT Bl = 114 - J-'l'-,ﬁ
which is now displayed in the “Font” section of the toolbar (Figure 35).

Fig. 35
West Chicago Public Library: Microsoft Word 2016: Basic Word Skills 8



Figure 36 displays two tools (circled) for changing font size.

You can click the arrow next to the number 14 to display a list of sizes from which to choose, or just type a new number

in the space where the 14 is.

Lresign LE'_',"?LII HETErences

Fig. 36
Bodoni MTBlz ~(14 - Aa-
— \

The other tool involves using the “A” icons with up or down arrows next to them. Clicking the up arrow icon increases

font size; clicking the down arrow icon decreases font size.

Use either method to change the selected paragraph to size-18 font.

Now the paragraph should look like Figure 37: ELme to go home, 1 rinsed my loot 1n the SIMK and packed 1t careIully mto a plastic
carton, then nested it deep in my suitcase for the journey to Arizona.

(A

I got home in the middle of the night. but couldn't
wait (ill morning to show my hand. I set the carton
on the coffee table for my daughter to open. In the
dark living room her face glowed. in the way of

Fig. 37 antique stories abont ehildren and treasure. With

perieet delieaey she laid the shells out on the table.
eounting, sorting. designating seientific eategories
likke yellow=striped pinky. Barnacle Bill's

Use the tool displayed in Figure 38 to change the color of the font.
Click on the downward-pointing arrow to the right of the “A”
to see a menu of possible colors. Choose a shade of green.

Fig. 39

= ~ A= =
—

li‘ Automatic | o Styles

' % ' Theme Colors
my loot i the smk and packed 1t carefully 1nto a plastic
H EEENER

ca ) in my suitcase for the journey to Arizona.

I I re middle of the night. but couldn't
wi IIIIIIIILg to show my hand. I set the ecarton

©  Standard Colors ble for my daunghter to open. In the
dum suEEEn her face glowed. in the way of

Al &) More Cold Green about children and treasure. With

P @ Gradient 5 |she laid the shells out on the table,

counting, sorting. designating seientifie eategories
like yellowsstriped pinky. Barnacle Bill's

=== & = TTOTMar | 10 Spac.  Feading I Feaamg FIEaaing 3

oo 3 oA c B B A
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Figure 39 displays the drop-down menu
and the changed color of the paragraph.




3e. Useful Shortcuts

Select the words “So be it” at the end of the first paragraph, then press the “Backspace” key to delete it. To put the sentence back,
we don’t have to re-type it; instead, we can remove the deletion by clicking once on the “Undo” icon. The “Undo” icon looks like a
curved arrow pointing left; it’s located in the “Quick Access Toolbar” in the top left corner of the document, as shown in Figure 40.

Undo

Quick Access Toolbar

Fig. 40

File Home Insert Design Lay

The “Redo” icon (Figure 41) is next to the “Undo” icon; it’s a curved arrow pointing right. Click on the “Redo” icon to erase
whatever was “undone.” In this example, clicking the “redo” icon will delete the sentence again. Click “Undo” to put the

sentence back.

e = 920 0 & &

Fig. 41 File H Insert Design Lay

Another important icon in the Quick Access Toolbar is the “Save” icon, which looks like a small 3X5 floppy disc (Figure 42).
Clicking the “Save” icon will save any changes made to the document. Because “High Tide” is already saved on the computer,

it’s not necessary to rename it or change its location—clicking the “Save” icon is sufficient.

e 2-0 0 & &

Fig. 42 File Home Insert Design Lay
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3f. Alignment and Layout

Figure 43 displays the text alignment tool in the “Paragraph”
section of the toolbar in the “Home” tab.

Fig. 43 Parag

Word normally defaults to anchoring text to the left side of the page (called “left aligned”), as displayed in Figure 44, because most
Western writing is written left to right across the page. If you want to align text differently, the text alignment tool helps position
text so that you can start typing from the left edge, the right edge, or exactly in the middle of the document.

Left-aligned text (default)
Fig. 44

v
< High Tide In Tucson (excerpt)

By Barbara Kingsolver

High Tide In Tucson (excerpt)

[By Barbara Kingsolver

4

’ Fig. 45
Centered text

High Tide In Tucson (excerpt)

By Barbara Kingsolver \
Fig. 46 N\

Right-aligned text

I got home in the middle of the night, but couldn't wait till morning to show my
hand. I set the carton on the coffee table for my daughter to open. In the dark living
room her face glowed, in the way of antique stories about children and treasure.
With perfect delicacy she laid the shells out on the table, counting, sorting,
designating scientific categories like wyellow-striped pinky., Bamacle Bill's .
pocketbook _ . . Yeek! She let loose a sudden velp, dropped her booty, and ran to Fig. 47
/ the far end of the room. The largest, knottiest whelk had begun to move around.
First 1t extended one long red talon of a leg, tap-tap-tapping like a blind man's
cane. Then came half a dozen more red legs, plus a pair of eves on stalks, and a
purple claw that snapped open and shut 1n a way that could not mean We Come 1n
Friendship.

Justified text =]

West Chicago Public Library: Microsoft Word 2016: Basic Word Skills 11



Click on the “Layout” tab of the toolbar and look at the section called “Page Setup,” (Figure 48).

Fig. 48

Layout

- Line Mumbers =

- Hyphenation -

Page Setup

“High Tide” is set up in Word’s default mode: standard 8 1/2” X 11” sheet of paper in “Portrait” orientation,

i.e. the top and

bottom edges are shorter in length than the left and right edges. Click on the arrow under “Orientation” and choose “Landscape,”

as shown in Figure 49.

1

Fig. 49

File Home

O 0 E

Margins Orientation Size Columns

Insert  Design

Portrait

layout  References  Mailings  Review View Help PDF O Search & Share
= Breaks Indent Spacing = [E= Aiign ~
3% LineNumbers~ | 3= Left: 0" = [ ZBefore 0pt 2 Ll
o = 5 Selection
be Hyphenation =% Right: 0" I FZAfter |Auto . Pane

[} Paragraph [ Amrange

High Tide In Tucson (excerpt)

By Barbara Kingsolver

A hermit crab lives in my house. Here in the desert he's hiding out from local animal ordinances, at minimum, and
maybe even the international laws of native-species transport. For sure, he's an outlaw against nature. So be it.

He arrived as a stowaway two Octobers ago. I had spent a week in the Bahamas, and while I was there, wishing my
daughter could see those sparkling blue bays and sandy coves, I did exactly what she would have done: I collected
shells. Spiky murexes, smooth purple moon shells, ancient-looking whelks sand-blasted by the tide--I tucked them
in the pockets of my shirt and shorts until my lumpy, suspect hemlines gave me away, like a refugee smuggling the
family fortune. When it was time to go home, I rinsed my loot in the sink and packed it carefully into a plastic
carton, then nested it deep in my suitcase for the journey to Arizona.

I got home in the middle of the night, but couldn't wait till morning te
show my hand. I set the carton on the coffece table for my daughter to
open. In the dark living room her face glowed, in the way of antique
stories about children and treasure. With perfeet delicacy she laid the
shells out on the table, counting, sorting. designating seientifie
tegories like yell striped pinky. Barnaecle Bill's pockethook . . .

1 Comi

Now the top and bottom edges are longer than the left and right edges. The page has rotated so that the text fills up a sheet of

paper that appears horizontal rather than vertical. Click on the “Undo” icon to return the page to “portrait” orientation.

Click on the arrow under “Columns” and choose “Two” from the drop-down
menu. Now the document should look like Figure 50:

Click on the “Undo” icon to return the document to its previous state.

High Tide In Tucson
(excerpt)

By Barbara Kingsolver

A hermit crab lives in my house. Here
i the desert he's hiding out from local
animal ordinances, at minimum, and
maybe even the laws of

table for my daughter to
open. In the dark Living
room her face glowed, in
the way of antique
stories about children
and treasure. With
perfeet delicacy she laid
the shells out on the
table, counting, sorting,

Fi g. 50 native-species transport, ~For sure, he's
an outlaw against nature. So be it.
He arrived as a stowaway two Octobers
ago. Thad spent a week in the Bahamas,
and while T was there, wishing my
daughter could s those sparkling blue
bays and sandy coves, 1 did exactly
what she would have done: T collected
shells. Spiky murexes, smooth purple
moon shells, ancient-looking whelks
sand-blasted by the tide- fucked them
in the pockets of my shirt and shorts
until my fumpy, suspect hemlines gave
me away, like a refugee smuggling the
Family fortune. When it was time to go
home,  rinsed my loot n the sink and

eategories like yellows
striped pinky, Barnacle
Bill's pocketbook . . .
Yeek! She let loose a
sudden yelp. dropped
her booty, and ran to
the far end of the room.
The largest, knoftiest
whelk had begun to
move around. First it
extended one long red
talon of a leg, tap-tap-

i like a hlind

West Chicago Public Library: Microsoft Word 2016: Basic Word Skills

12



Section 4: Spelling and Grammar Review

Word will alert you to any perceived spelling mistakes by underlining an unrecognized word with a squiggly red line. Word may not

recognize common proper nouns like surnames or street names and will treat them as misspellings.

Likewise, Word will alert you to possible grammar errors by underlining a questionable word or phrase with double blue lines.

Look at the paragraph displayed in Figure 51:

including reaching a broader audience across country.|

While working toward my degree, | was employed as a marketing assistant with a local grocery
company. In addition to assisting the company with there summer promotions, | was able to help the
Marketing Specialist develop and carry through ideas for the company’'s next comercial. | would like to

use the knowledge I gained at Fresh Foods to help you're company acheve it's marketing goals,

Fig. 51

In this paragraph, Word has given two different words a red underline and marked another section of text with a double blue

underline. (Note that Word has not marked three words [there, you’re, and it’s] that are spelled correctly but used incorrectly in

this paragraph. As helpful as Word’s Review feature is, the human brain has superior software.)

The red underlines indicate spelling errors. The double blue underline in this example indicates an extra space between the

words “the” and “knowledge.”

Whenever you see a red or blue underline, you have two choices:
you can go to the “Review” tab of the toolbar and choose “Editor” (Figure 52),
which will review the whole document for errors, and then replace the errors.

The second option is to right-click on each error and correct as you go.
Figure 53 shows the drop-down menu that will appear when you right-
click on any underlined word or phrase. From this drop-down menu,

you can either correct the “error” or let it be.

Fig. 53

West Chicago Public Library: Microsoft Word 2016: Basic Word Skills

“Editor,” in the
“Review” tab

éﬁz

Editar esaurus  Word

Fig. 52
Proofing

impany with there summer promotions, | was able to help the
hrough ideas for the company’s next comercial. | would like to
pds to help you're company ?v‘é\bbw&'% it's marketing goals,
cross count abe  Spelling 3 i

attain, realize, accomplish

achene

[Mo reference information]
Paste Options:

. . archive
o

0O &= documentatien, library, collection
D Smart Lookup Add to Dictionary
d will be avail %% Translate Ignore All
@ Link vy [ SeeMore
1 New Comment
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Section 5: Inserting Headers, Footers, Page Numbers

Fig. 54
Notice the text at the bottom of this page and the page number in the upper right corner.

The bottom text is called a “Footer.” Footers are pieces of text placed on the bottom
margin of every page in a document. Conversely, “Headers” are pieces of text placed in | | | | | #

the top margin of every page in a document.

Header Footer Page

- - Mumber =
Go to the “Insert” tab of the toolbar and look at the “Header & Footer” section, as shown

in Figure 54. Click on “Header” to open its drop-down menu. Header & Footer

Fig. 55
0 B 4 AS Rgweine -

U e b | e o e gy BRSO as shown in Figure 55, to place a header at the top left of the document.

*  Number~ | Boxv Patsw  + @pv@ﬂmw'

This drop-down menu shows options for the location of the header. Choose the first option,

Built-in =

Blank

) A header can be anything you want. In this example, type your name (Figure 56).

wi [ enent i d jerl

fhis ever]

ed) watch

eV Austin 0 rev

Fra sed it )

ar [— 1the John Q. Public

c8)  othef | -~ @ F,g 56
P, inders [ Header | = .

] bt a High Tide In Tucson (excerpt)

By Barbara Kingsolver

A hermit crab lives in my house. Here in the desert he's hiding out from
local animal ordinances, at minimum, and maybe even the international laws of

There will be a new tab in the toolbar, “Header and Footer,” which will disappear when you click the X above “Close Header
and Footer”. When you close the “Header and Footer” tab, the header will appear in a slightly fainter color than the rest of the
text. Footers follow the same principle.

Numbering pages works the same way. Click on “Page Numbers” in the “Insert” tab to open a drop-down menu
showing various options for style and location of page numbers.

Choose to place page numbers in the upper right corner of every page of the document, as shown in Figure 57.

OIR B A A= Bswauetee - | T () To add page numbers to an existing footer (or header):

[ Date & Time

Iment | Header Footer

e Text Quick WordArt Drop S Equation Symbal
v === 20 ] bt - T ] )
herts | ieacerd — B 1. From the “Insert” tab, go to the Header & Footer section, click
[A Bottom of Page » | Plain Number 1 " ”
B EegeMargins , on “Footer”.
[ Current Position » '
John ey public | B FormstPage Numbess. 2. Click on “Edit Footer”.
P Remove Page Numbers Plain Number 2

‘With red stiletto legs splayed in all dire
this way and that, reminding me of the

rearrange the living-room sofa by myse
reverence, the strange beast found i
crabby grace. It felt its way to th
bang to the floor but hanging s
ice-tong legs, lifting any two o
place. In this remarkable fashiof\it scra
rim, swift and sure and fearless 1i

3. Click inside the footer and place the cursor where you want to
put the page numbers.

Plain Number 3

4. Click on “Insert > Page Number”.

Plain Number 3

¢
Pal Number with no formatting or
accents

5. Click on “Current Position”.

If you ask me, when something extraor
of the night, you give it a name and mal

( tra 6. Choose page number style.

Accent Bar 2

7. Click on the X above “Close Header and Footer”.

Fig. 57
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Section 6: Bullet Points and Numbered Lists

Scroll down to the end of the “High Tide” document and click after Fig. 58 Al Home Insert

the words “make it the best home you can.” Choose the “Insert” tab % Cover Page ~ T
and look at the section of the toolbar labelled “Pages” (Figure 58).

Click on “Page Break” to open a new blank page. <

(Keyboard shortcut to insert a new blank page:

# Page Break

. Pages Tables
press the “Ctrl” key and the “Enter” key at the same time.)
Fig. 59
The cursor should be blinking at the top of the new page. Milk
Bread
Type the list in Figure 59 exactly as it appears.
Eggs
Detergent
Return to the “Home” tab and look at the “Paragraph” Bullet points > ‘ . ez 3= 2|1
section of the toolbar, as shown in Figure 60.
E TE - 'ﬂﬂ L 4 L 4
The bullet point icon and the numbered list icon are = = =
circled in red. ;
Numbered list Paragraph
Fig. 60
Place your cursor before the “M” in “Milk” and click on the bullet point icon.
As you can see in Figure 61, only the word “Milk” is preceded by a bullet point.
o Milk
Fig.61 | >
Eggs
Detergent
Fig. 62
To complete the bullet-point list, place the cursor at the beginning of the next
item in the list and then click the bullet point icon again. Repeat for the remaining . Mﬂgd
* B
items in the list. The finished list will look like Figure 62. . E;egs
¢ Detergent

Word groups items in a bullet-point list in tightly spaced lines and indents them further away from the margin than regular text.

Insert another page break by pressing Ctrl+Enter. Click the bullet point icon to insert a bullet point. Type the first item on the list
(“Milk”) and then press the “Enter” key to insert a bullet point one line below “Milk.” Repeat these steps with the rest of the words
on the list.

Everything you type will be part of the list until you press the “Enter” key twice. Then the cursor should return to a place closer to

the margin to continue typing regular text.

To make a numbered list, click the numbered list icon to insert the number “1.” Type the first item on the list (“Milk”), then press
the Enter key to insert the number “2” one line below “Milk”. Repeat these steps with the rest of the words on the list.
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Section 7: Inserting Special Characters

At the far right of the Insert tab, there’s a section called “Symbols” (Figure 63).

1 Fig. 63
File Home  Insert Draw  Design  Layout  References  Mailings  Review  View  Help Foxit Reader PDF
BO= NG QO Bl g O swe= W B2 [0 5 BO [A] B A Az Zsmeneedl T ()
Cover Blank Page Table Pictures Shapes Icons 3D SmartArt Chart Screenshot Reuse O(;Mym!drm; . Wikipedia Link Bookmark Cross- Commen it | Header Footer  Page Text  Quick WordArt Ejob . Equation Symbol
Page~ Page Break v v v Models ~ ~ Files ~ reference v ~  Number~ Box v Parts v ~ jec - ~
Pages Tables Illustrations Reuse Files Add-ins Media Links Comments. Header & Footer Text Symbols
-l—[ Q Click on the downward-pointing arrow below the
==
) word “Symbol” to see the drop-down menu of
Equation |Symbal . L
- - 4 symbols pictured in Figure 64.
Symk £ £ Y © ]
Fig. 64
™ + - < - . “« ” 1
Click on “More Symbols...” to see more options.
- k24 = ¥ ol

B n 0 3 D

Q Meoere Symbols...

v

Clicking on “More Symbols...” will open a Symbol table like the one in Figure 65 below.

Place the cursor where you want to insert a symbol or character in your document, click on that symbol/character in the Symbol

table to highlight it (in Figure 65, the “fi” is highlighted), then click the Insert button.

Special Characters

Font: | [normal text) ~ | Subset: | Latin-1 Supplement ~
el |%| Y% ¢ |AAIA|A|A|A|E|C|E "
E|E|E|T|I|T|T|P|N|O|O|O|O|O|x|@|U
Ulo|0|Y|p alalalale|clelé|é
egli|i|T|1 0|0|0|6|+|d|uju|q
Recently used symbols:

EL£|¥|O|®|™ |22+ |X|eo|pn|lalB|m

Unicode name:
Latin Small Letter N With Tilde

AutoCorrect... Shortcut Key.. | Sharteut key: Ctri+~ M

Character code: | 00F1 from: | Unicode [(hex] |~

‘l Insert i’ Cancel

N—

Fig. 65

Congratulations! You have just completed Microsoft Word 2016: Basic Word Skills.

To learn more advanced Word skills, please try out LinkedIn Learning, an educational database offered by the Library.

Step 1: Go to the West Chicago Public Library’s website: wcpld.info.

Step 2: Move your mouse over the heading “Digital Library” and click on “Research Databases and Resources”.

Step 3: Scroll down the alphabetical list of databases and click on the link that says “Visit LinikedIn Learning (formerly

Lynda.com).
Step 4: Sign in with your library card number and PIN.

Step 5: In the Search box, type Microsoft Word. Explore!
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