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Spelling errors

Words that are not in the computerôs 

dictionary

Indicated by a red wavy line

Right-click the word to see suggestions



Thesaurus

Synonyms ïwords with similar meaning

Right-click, go to Synonyms and choose 

appropriate word



Close vs. Exit

Close ïcloses the document but not the 

program

Exit ïcloses the document and exits 

the program

Null screen ïwhen the program is 

running but no documents are open



Margins

Distance from the edges of the paper

Page Layout tab, Page Setup group

Change for top, bottom, left and right



Page Orientation

The layout of the paper

Page Layout tab, Page Setup group

Portrait ïwhere the short edge is at the 

top

Landscape ïwhere the long edge is at 

the top



Save vs. Save As

Save ïsaving the document under the 

current filename and location

Save as ïsaving the document with a 

new name or new location



Formatting text

Must select the text to change

Home tab, click the dialog box launcher for 

the Font group

Font ïdesign and appearance of characters

Examples: Arial, Times New Roman, 

Chiller, Tahoma

Style ïbold, italics, neither or both

Point size ïthe height of the letters  

72 points = 1 inch



Font color ïthe color of the characters

Underline style ïthe type of underline

Underline color ïthe color of underline

Effects ïsubscript, shadow, all caps, 

strikethrough, shadow, outline, small caps



Line spacing

Must select the text to change

Amount of white space between lines of 

text

Home tab, click the dialog box launcher 

for the Paragraph group

Options:

Single, 1.5 lines, Double, Exactly, At 

least, Multiple



Horizontal alignment

Must select the text to change

How the text aligns on the page in 

relation to the left and right margins

Use the buttons on the Home tab in the 

Paragraph group

Types

ïLeft, Center, Right, Justified



Bullets and numbering

Must select the text to change

Add bullets or numbers to make lists more 

attractive and easier to read

Use the buttons on the Home tab in the 

Paragraph group

To change the symbol, font and alignment 

of a bullet choose Define New Bullet on the 

bullet drop down list



Examples of bullets:  ¸ Č V ¿ Å

Examples of number styles:   A, B, C    I, II, III     

a, b, c    1, 2, 3



Clipart

Insert tab, Illustrations group

3 items to do:

ïSearch for ïtype keywords for clipart needed

ïSearch in ïchoose where to search (have all 3 

checked for most results)

ïResults should be ïchoose type of clipart 

needed

ÅOptions: Clipart, photographs, movies, sounds



To insert, right-click and choose Insert OR 

drag the picture to the Word document

Must change layout of picture to be able to 

move around easier

ï Select picture, go to Text Wrapping and 

choose In Front of Text

Use the corner handles to resize the picture 

proportionally



WordArt

A way to enhance text

Insert tab, Text group

Choose style and type text

Able to modify WordArt with fill color, line 

color, shape, 3-d effects, shadow, etc.

ï Have WordArt selected and use WordArt tools



Must change layout of WordArt to be able 

to move around easier

ï Select WordArt, go to Text Wrapping and 

choose In Front of Text


