How to use Microsoft Word to Format your Documents

To start Word, click on the icon in the
dock, or look in Favorite Applications /
Word, or look in Hard drive / Applications
/ Microsoft Office / Word
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For a new document, go to File menu /
New Blank Document, or type @ N
(Hold down the Apple key and type N).
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To see the toolbars, go to:

View menu / Toolbars / Standard, and
View menu / Toolbars / Formatting

To see the Ruler at the topic of your
document, go to

View menu / Ruler
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The standard margins of your document
should be fine for this class. However, to
change them, go to Format menu /
Document.
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Set the margins, and click “OK,” or hit the
Return key.
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Your essays should be double-spaced. To
set this, go to Format menu / Paragraph, or
type Option Apple M.

In the box, set the line spacing to double.

You can also make sure the alignment is
set for “left.”

The keyboard shortcut for double spacing
is Apple 2 (@ 2); type @ 1 for single
spacing.

Type & L for left alignment.

You can use the top slider in the ruler to set
the first line indentation. Move the slider to
the right .5 inches.
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To check spelling, go to Tools menu /
Spelling and Grammar, or type Option
Apple L.

To change a word, use the Thesaurus. Also
check with your dictionary, though.
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If you write your document at home, and
your computer is set for A4 paper, you
cannot print here. You must change the
paper size to 8.5 x 11. To do this, go to File
menu / Page Setup... and choose U.S.
Letter size. Then click “OK.”

While you study in the U.S., you should
reset your computer to use U.S. paper
sizes.
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To save your document to the desktop, go
to File menu / Save, or type @ S. In the
save box, make sure you can see the
Desktop option, then hit “Return.”

To insert page numbers, go to Insert menu /
Page number. Then adjust the page
numbers. Do not show a page number on
the first page.
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For Word help, use the Help menu.
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