Opening and closing of documents
Text creation

Table handling

Spell check

Printing of word documents

Opening and closing Word documents is quite straightforward! Here’s how you can do
both:

Opening a Word Document
1. From File Explorer:
o Locate the Word document you want to open.
o Double-click the file, and it should open in Microsoft Word automatically.
2. From Microsoft Word:
o Open Microsoft Word.
o Click File > Open.
o Navigate to the location of the document.
o Selectthe file and click Open.
Closing a Word Document
1. Using the Close Button:
o Clickthe X in the top-right corner of the Word window.
2. Usingthe File Menu:
o Click File > Close.
3. Using Keyboard Shortcut:
o Press Ctrl + W to close the current document.
o Press Alt + F4 to close Word entirely.

Would you like tips on saving your work before closing?



Creating text in Microsoft Word is quite simple! Here’s how you can do it efficiently:
Typing and Formatting Text
1. Open Microsoft Word.
2. Clickinside the document and start typing.
3. To format text, use the toolbar options:
o Bold (Ctrl + B), Italic (Ctrl + 1), Underline (Ctrl + U)
o Change font size and style from the Font section in the toolbar.
o Adjust paragraph alignment: Left (Ctrl + L), Center (Ctrl + E), Right (Ctrl + R).
Using Styles and Templates
e Apply predefined Styles (Heading, Title, Subheading) for a professional look.
e Use Templates from the start screen for a ready-made format.
Adding Elements
e InsertTables, Images, Shapes, Charts from the Insert menu.
e Use Bullet Points (Ctrl + Shift + L) or Numbered Lists from the toolbar.
Saving Your Work
o Click File > Save As and select a location.
e Use Ctrl + S frequently to prevent losing changes.

Would you like tips on advanced formatting or automation features like macros?

Handling tables in Microsoft Word is easy! Here’s a structured guide to help you work
efficiently with tables:

Creating a Table
1. InsertaTable:

o GotoInsert>Table.



o Choose the number of rows and columns or use Insert Table for custom
sizing.

2. Drawing a Table:
o Click Insert > Table > Draw Table.
o Use your mouse to draw the table layout.
Formatting a Table
e Selectthe table and use the Table Design tab.
e Apply Table Styles for quick formatting.
e Adjust Borders and Shading under Table Design > Borders.
Editing a Table
o Add Rows/Columns: Right-click inside the table and select Insert.
e Delete Rows/Columns: Right-click and choose Delete.
e Merge/Split Cells: Select cells, then go to Layout > Merge Cells or Split Cells.
Adjusting Table Size
e Hoverover the edges and drag to resize.
e Use AutoFit in the Layout tab for automatic adjustments.
Sorting and Calculations
e Use Table Layout > Sort to organize data.
e Clickinside a cell, go to Layout > Formula to perform calculations.

Would you like help with advanced table techniques, like linking tables with Excel?

Spell check in Microsoft Word helps you catch and correct spelling errors as you type.
Here's how to use it efficiently:

Using Spell Check
1. Manual Spell Check:

o Click Review > Spelling & Grammar.



o Word will highlight errors and suggest corrections.
2. Automatic Spell Check:

o Redunderlines indicate spelling mistakes.

o Blue underlines indicate grammar suggestions.

o Right-click the underlined word to see suggestions and apply corrections.
3. Enable/Disable Spell Check:

o Goto File > Options > Proofing.

o Checkoruncheck Check spelling as you type.
4. Custom Dictionaries:

o IfWord marks a correct word as an error, click Add to Dictionary.

Would you like tips on grammar suggestions or using the thesaurus for better word
choices?

Printing a Word document is simple and offers various options for customization. Here’s a
step-by-step guide:

Basic Printing
1. Open your Word document.
2. Click File > Print.
3. Choose your printer from the Printer drop-down menu.
4. Click Print to start printing.
Customizing Print Settings
e Pages to Print:

o Printthe entire document or select specific pages (e.g., type "1-3" to print
pages 1to 3).

e Print Layout:

o Choose Portrait or Landscape orientation.



e Print Multiple Copies:
o Adjustthe number of copies in the Copies box.
e Double-Sided Printing:
o Ifyour printer supports it, select Print on both sides.
Advanced Printing Options
e Page Scaling: Adjust Fit to Page or print multiple pages per sheet.
e Print Markups: Include or exclude comments and tracked changes.

e Print to PDF: Choose Microsoft Print to PDF as the printer to save the document as
a PDF.

Would you like help with troubleshooting printing issues or adjusting margins for a better
print layout?



