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• File Menu: The File tab will bring you into the Backstage View. The 

Backstage View is where you manage your files and the data about 

them – creating, opening, printing, saving. 

• Ribbon: An area across the top of the screen that makes almost all the 

capabilities of Word available in a single area. 

• Tabs: An area on the Ribbon that contains buttons that are organized 

in groups. The default tabs are Home, Insert, Design, Layout, 

References, etc. 

• Title Bar: A horizontal bar at the top of an active document. This bar 

displays the name of the document and application. At the right end of 

the Title Bar is the Minimize, Maximize and Close buttons. 

• Groups: A group of buttons on a tab that are exposed and easily 

accessible. 
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• Status Bar: A horizontal bar at the bottom of an active window that 

gives details about the document. 

• Zoom: Magnifies or reduces the contents in the document window. 

• Quick Access Toolbar: A customizable toolbar at the top of an active 

document. By default, the Quick Access Toolbar displays the Save, 

Undo, and Repeat buttons and is used for easy access to frequently 

used commands. To customize this toolbar, click on the dropdown 

arrow and select the commands you want to add. 

Contextual Tabs are designed to appear on the Ribbon when certain objects 

or commands are selected. These tabs provide easy access to options specific 

to the selected object or command. For example, the commands for editing a 

picture will not be available until the picture is selected, at which time the 

Picture Tools tab will appear. 
 

To Create a New Word Document: 

1) Click the File tab 

2) Click New 

3) Click Blank Document 
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Navigating in a Document 

The following table lists ways to navigate in a document using your 

keyboard to move the insertion point in an active document: 
 

 

 

• Select text: Click and drag 

• Undo an action: On the Quick Access Toolbar click the Undo key 
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• deleting text in your document, select it and then press on the 

Backspace key. 

Cut, Copy and Paste 

Often times you will need to move text from one location in a document to 

another, or to a different application. In this case you will perform a Cut and 

Paste. To reproduce a specific part of a document and place it elsewhere, 

you will perform a Copy and Paste. 

 

To Cut Text: 

1) Select the text you want to move 

2) Click on the Cut icon  located on the Home tab in the Clipboard group 
 

 

To Copy Text: 

1) Select the text you want to copy 

2) Click on the Copy icon  located on the Home tab in the Clipboard 

group 

To Paste Text: 

1) Click in the area of the document where you want to paste your text 

 

2) Click on the Paste icon located on the Home tab in the Clipboard 

group 
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Paste options: 
 

From left to right (buttons) 

1- Keep source formatting. 

2- Merge formatting. 

3- Keep text only. 

Formatting a Document 

To Make Font Changes: 

1) Select the desired text that you want to format 

2) Choose commands from the Font group on the Home tab 

 

 

Change the selected text to uppercase, lowercase, or other common 

capitalization. 
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Text Highlight color: 

Make your text by highlighting it in bright color. 
 

Font: choose specific font for your text 

Font size: change the size of your text 

 

 

Increase Font Size - Grow Font 

Decrease Font Size - Shrink Font 

These two buttons will increase/decrease the size of selected text 
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Bold (Ctrl+B) 

Italic (Ctrl+I) 

• These two buttons apply Bold or Italic formatting to text. When the 

insertion point is inside text that has been formatted as bold or Italic, 

these buttons will be shaded. 

• Bold and Italic are toggle formatting. I.e., if you apply bold to text 

that is already bold, it is turned off. 

• Both can be applied to the same text, so that you can have text 

formatted Bold and Italic. 
 

Underline (with options) (Ctrl+U) 

• Clicking on the Underline button will underscore your text. 

Clicking the little triangle on the right will give you options for the 

type of underline you want 
 

Strikethrough 

The Strikethrough button gives you a single line through selected text 
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Subscript 

Superscript 

These decrease the font size proportionally and lower or raise the baseline. 
 

Font Color 

• If you simply click on the font color button, it will give you the 

color shown. That color will be the last one applied to text in your 

Word session. 

• If you click on the drop-down, it gives you selections and menu 

choices. 
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The Paragraph Group 
 

Bullets and Numbering is the top-right section of the paragraph group. 

 

Bullets 

The first button is for bullets. Clicking on the bullet button will give you a 

bullet, the type of bullet will be the last type used by you 
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Clicking on the down-pointing triangle will give you choices. 
 

The second bullet is for simple numbered lists. Clicking on the button will 

give you a single-level numbered list of the type last used. 
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As with bullets, you can apply this to existing paragraphs. 

As with bullets, the down-facing triangle will give you more choices. 
 

Sort a list alphabetically 

1- Select the list you want to sort. 

2- Go to Home > Sort. 



12 
Asst.Lec: Mohammed Qasim Alazzawi 

Optics Techniques Department Computer Principles||/First Stage 
 

 

 

 

3- Choose Ascending (A to Z) or Descending (Z to A). 

4- Select OK. 

 

 

 

 

Left to right|| right to left direction 
 

Indent 

Move your paragraph closer to margin or farther away to margin 
 

Line and paragraph spacing 

Choose how much spacing appears between lines of your text 
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Text Alignment 
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The Editing Group 
 

Find: Find text in your document. 

Replace: search for a text, you would like to change it, and replace it with 

something else. 


