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Introduction 
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Microsoft word is a word processing software that is used to create and edit documents.

Uses of Microsoft word

	Creating documents

	Editing documents

	Creating designs 

	Used for business purposes to create letterheads, invoices etc. 


How to open Microsoft word

	Go to start button located at taskbar

	Search for word 

	Click on word icon

	Open Microsoft word


backstage view/ Home

The backstage view of Microsoft word, contains information about the document you are working on as well as other tools in Microsoft word.

[image: Backstage view of word]

Figure 1

New  

Used to create a new document
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Figure 2

Steps 

	Go to File Tab

	Click on New 


Open  

Used to open an existing document
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Figure 3

Info 

This is used to show all the properties about the current document. E.g., author, date created, etcetera
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Figure 4

Steps 

	Go to File Tab

	Click on Info

	It displays information in regards to the document. 


Save  

Used to save changes to a document
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Figure 5

Steps 

	Go to File Tab

	Click on Save

	A dialog box will open to choose the save location of the document. 

	Enter details as needed and click save.


Save as  

Used to save a document for the first time
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Figure 6

Steps 

	Go to File Tab

	Click on Save As

	A dialog box will open to choose the save location of the document. 

	Enter details as needed and click save.


Print  

Used to print a document 

[image: image][image: image][image: image]

Figure 7

Steps 

	Go to File Tab

	Click on Print

	Choose the print settings as you preview the word document.

	When all the details are as needed click on Print.


Share  

Used to share a document with other users for collaboration
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Figure 8

Steps 

	Go to File Tab

	Click on Share

	Choose from the list of options provided.


Export  

Used to export a document in another format 
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Figure 9

Steps 

	Go to File Tab

	Click on Export 

	Choose from the list of options provided.


Close  

Used to close a document
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Figure 10

Steps 

	Go to File Tab

	Click on Close

	Choose from the list of options provided.


Account  

Used to see information about the version of office you are using and whether it is activated
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Figure 11

Steps 

	Go to File Tab

	Click on Account

	Choose from the list of options provided.


Feedback  

Use it to share any feedback you may have with Microsoft team.

Steps 

	Go to File Tab

	Click on Feedback

	Choose from the list of options provided.
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Figure 12

Options  

Used to change settings and access more tools for Microsoft word. E.g., changing office theme, customizing toolbar etcetera.
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Figure 13

Steps 

	Go to File Tab

	Click on Options

	A dialog box called word options will open

	You can choose from any of the options to customize your word document.

	After making your changes click OK
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Figure 14

	[image: image]
	 	[image: image]


[image: image]

UNDERSTANDING WINDOWS
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There are various groups that make up the layout view of Microsoft word. Once you open a new blank document or an existing one. In this group we will discuss the different items. 
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Title bar
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It contains the name of the current document that you are working on as well as access to quick access tools in Microsoft word such as undo, redo, save, print preview etc. 
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Figure 15
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Tabs
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We have tabs, that make it easy for you to conduct and write your document easily. E.g., insert, draw, design, layout among others.
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Figure 16
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Ribbon 
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The ribbon is comprised of various features in each tab, that help you to use them in your document. E.g., in the home tab we have clipboard, font, paragraph etc.
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Figure 17

	[image: image]
	 	[image: image]


[image: image]

Dialog box launcher 
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[image: image]This is the small arrow in each group in the ribbon. It helps you to access more features. 
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Document area

[image: image]


This is the area where you write text, format and edit. It is the white space once you open a new document.
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View buttons

[image: image]


The view buttons are used to show the number of pages of your document, characters. Located at the bottom.
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Figure 18
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Zoom control
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Used to zoom in your document for easy view/ reading/ editing. Located at the bottom.
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Figure 19
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Writing text in word
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Use the blank white space to write text in Microsoft word.
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FILE TAB
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This tab provides options such as saving a document and printing a document.
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Figure 20
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HOME TAB
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Figure 21

The Home Tab in Microsoft Word is used for all your formatting needs. We are going to use a sample document to understand the features of the home tab and how you can use them. There are 6 different groups.
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Clipboard

[image: image]


The clipboard is used to Copy, Cut, and paste your text in Microsoft word. 
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Figure 22

Cut 

It is used to cut text/ objects in word.
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Figure 23

Steps 

	Select the text to cut

	Click on the home tab

	Click on the cut icon in the clipboard group. It looks like a scissor.


Copy 

It is used to copy text/ objects in word.
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Figure 24

Steps 

	Select the text to copy

	Click on the home tab

	Click on the copy icon in the clipboard group. It looks like 2 paper icons on top of each other.


Paste 

It is used to paste copied or cut text or objects in word.
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Figure 25

Steps 

	Select the text to copy

	Click on the home tab

	Click on the paste icon in the clipboard group. It looks like a clipboard.

	Choose from the list of options provided.


Format Painter 

It is used to copy the format of an object or text or paragraph in word and paste it to another paragraph, sentence, text or object in word. 
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Figure 26

Steps 

	select the text to format paint

	Click on the home tab

	Click on the format painter icon in the clipboard group. It looks like a brush with paint.

	Click on the text you want to copy formatting to.
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Font
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The Font group is used to format text in a word document. In this group you can do the following.
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Figure 27

Font style 

Steps for choosing a font style in Microsoft word (i.e., handwriting style)
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Figure 28

Steps 

	Select the text you want to change font style for.

	Click on the home tab

	Click on the small arrow in the font style box.

	Choose your font style. In the above image the font style chosen is Calibri Body. There are others like “Times New Roman”


font size

change the size of selected writings.
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Figure 29

Steps 

	Select the text you want to increase size or reduce size.

	Click on the home tab

	Click on the small arrow in the font size box. 

	Choose your font size. 


Bold

Use this feature to enhance your text using the bold feature.
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Figure 30

Steps 

	Select the text you want to bold

	Click on the home tab

	Click on the letter B icon in the font group. 

	Your text is now bold. 


Italic

Use this feature to italicize text.
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Figure 31

Steps 

	Select the text you want to italicize.

	Click on the home tab

	Click on the letter I icon in the font group. 

	Your text is now Italicized. Underlined. 


Underline

Use this feature to underline text.
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Figure 32

Steps 

	Select the text you want to underline

	Click on the home tab

	Click on the letter U icon in the font group. 

	Your text is now in underlined. 

	You can choose different underlining styles in the line styles by clicking the small arrow in the the U icon.


Strike through 

Use this feature to strike through text.
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Figure 33

Steps 

	Select the text you want to strike through.

	Click on the home tab

	Click on the strikethrough ab icon in the font group. 

	Your text is now strike through. 


Highlight text

Use this feature to highlight text.
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Figure 34

Steps 

	Select the text you want to highlight.

	Click on the home tab

	Click on the highlight icon in the font group. 

	It looks like a pencil. 

	You can choose different highlight colors, by clicking the small arrow next to the highlight icon.


CASE 

Use this feature to change the case of text in word.
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Figure 35

Steps 

	Select the text you want to change the CASE

	Click on the home tab

	Click on the Aa icon in the font group. 

	Click the small arrow in the icon to choose different case styles. 

	You can choose Sentence case, lowercase, UPPERCASE, Capitalize Each Word and tOGGLE cASE 


Font Colors

Use this feature to change the color of text in word document.
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Figure 36

Steps 

	Select the text you want to change font color for.

	Click on the home tab

	Click on the letter A icon in the font group. 

	Click on the small arrow next to the icon. 

	You can choose different font colors.


And text effects and typography.

Use this feature to add text effects.
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Figure 37

Steps 

	Select the text you want to add effects to.

	Click on the home tab

	Click on the letter A icon in the font group. It looks like its glowing.

	Click on the small arrow next to it. 

	You can choose different text effects and typography.


Clear all formatting 

Use this feature to clear all formatting in your word document.
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Figure 38

Steps 

	Select the text you want to clear all formatting.

	Click on the home tab

	Click on the clear all formatting icon in the font group. 

	It looks like letter A with a rubber. 

	All your formats are cleared such as font styles, font colors, bold, etc.
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Paragraph 

[image: image]


This group is used to align text and make it even. In this group you can do the following. 
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Figure 39

Aligning text 

Use this feature to align text ad content in a word document. (i.e., left alignment, center alignment, justified alignment, right alignment)
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Figure 40

Steps 

	Select the text you want to add alignment to.

	Click on the home tab

	Click on the left alignment icon in the paragraph group, to set left alignment.

	Click on the center alignment icon in the paragraph group, to set left alignment.

	Click on the right alignment icon in the paragraph group, to set right alignment.

	Click on the justify alignment icon in the paragraph group, to set justify alignment.


Bullets

Use it to Add bullet points to your text. 
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Figure 41

Steps 

	Select the text you want to add bullets to.

	Click on the home tab

	Click on the Bullets icon in the paragraph group. It looks like listed points.

	Click on the small arrow next to it, to choose different bullet styles. 


Numbering

Use this feature to add numbering to text and lists in word.
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Figure 42

Steps 

	Select the text you want to add numbering to.

	Click on the home tab

	Click on the numbering icon in the paragraph group. It looks like listed points with numbers.

	Click on the small arrow next to it, to choose different numbering styles. You can choose roman numbers, alphabet styles, etc.


multi-level list 

use this feature to create multi-level lists.
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Figure 43

Steps 

	Click on the home tab

	Click on the Multilevel list icon in the paragraph group. It looks like multi listed points.

	Click on the small arrow next to it, to choose different multi-level styles. 


Indent

Use this feature to add indentation.
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Figure 44

Steps 

	Click on the home tab

	Click on the Decrease Indent icon in the paragraph group. To decrease indenting.

	Click on the Increase Indent icon in the paragraph group. To increase indenting.


Line and paragraph spacing. 

Use this feature to add spacing to text.
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Figure 45

Steps 

	Select the text you want to add spacing to.

	Click on the home tab

	Click on the Line and Paragraph Spacing icon in the paragraph group. 

	Click on the small arrow next to it, to choose different multi-paragraph and line spacing styles.

	To add 1.5-line spacing click on the 1.5.

	To add double spacing click on 2.0.


Shading

Use this feature to add shading to text in word document.
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Figure 46

Steps 

	Select the text you want to add shading to.

	Click on the home tab

	Click on the shading icon in the paragraph group. It looks like a small bucket pouring paint.

	Click on the small arrow next to it, to choose different shading style colors.


Sort 

Use this feature to sort lists or items in Microsoft word.
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Figure 47

Steps 

	Click on the home tab

	Click on the Sort icon in the paragraph group. 

	It is useful when sorting data in a table. 


Borders 

Use this feature to add borders to text or paragraphs in word.
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Figure 48

Steps 

	Select the text you want to add borders to.

	Click on the home tab

	Click on the Borders icon in the paragraph group. 

	Click on the small arrow next to it, to choose different border styles. Such as left border only, bottom border only, vertical, all borders, etc.
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Styles 
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This group is used to choose a style for your text. You can style headings and even body text, and normal text. 
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Figure 49

Steps 

	Click on the home tab

	Click on any style in the styles group. 

	We have Title style, Normal, No Spacing, heading 1, Heading 2, etc. 
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Editing 
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This group is used to help in text editing features such as find.
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Figure 50

Find 

Use this feature to find something in a document.
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Figure 51

Steps 

	Click on the home tab

	Click on the find icon in the editing group. It looks like a magnifying glass.

	Click on the small arrow next to it, to access more find actions.

	A pane known as Search opens to the right of the word document.


Replace 

Use this feature to replace something in word document.
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Figure 52

Steps 

	Click on the home tab

	Click on the Replace icon in the editing group. 

	A dialog box known as find and replace opens

	Fill in the details as required i.e. the find what and replace with

	Click on Replace or Replace All to replace all occurrences. 


Select 

Use this feature to select items in word document.

[image: image][image: image]

Figure 53

Steps 

	Click on the home tab

	Click on the Select icon in the editing group. 

	Click on the small arrow next to it, to access more select actions.
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