Working with Microsoft Word

Fonts

The most basic component of a word processing document is the text.  The easiest way to change the appearance of the document is by altering the font.  Microsoft Word offers a variety of font styles.  The default style is Times New Roman, although most of you probably write your papers in Courier New, because it makes the document appear much longer.  In addition, changing the font size can help to emphasize areas of the text.  Emphasis can also be achieved through bold, italics and underline.

Alignment, Spacing, and Indentation

Four types of alignments are availlable within Microsoft Word.  The default setting is left align.  Other alignments available are center, right, and justified.  Justified creates an effect that makes the paragraphs extend to the left and right margins.  Another way to arrange text is using single spacing or double spacing.  Indentation can be used to indent the first line of each paragraph or it can be used to put in a hanging indent to indent all lines after the first.

Margins, Headers, and Footers

Margins are the blank space left around the edge of the paper.  Standard documents have one inch margins on top, bottom, left, and right.  For some unknown reason, the Word default setting has 1.25 inch left and right margins.  The only text that can appear within these margins are headers (at the top of the page) and footers (at the bottom of the page).  Some typical items shown in headers and footers are page numbers, document titles, and authors’ names.

Keypad Shortcuts

There are several keypad shortcuts that can expedite dokument alteration.  Some of the more popular shortcuts include:

Bold Ctrl B

Italics Ctrl I

Underline Ctrl U

Copy Ctrl C

Paste Ctrl V

Undo Ctrl Z

Single Space Ctrl 1

Double Space Ctrl 2

Advanced Techniques

Some of the more advanced alterations possible in a Word document is using tabs, styles, or columns.  Tabs make it easier to create a uniform document, especially when working with a block of data.  Styles allow queck changes of font, font size, and other elements all at once.  Columns can be used to create a unique appearance to a document, such as a newsletter.

