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An introduction to Microsoft Word 
 
The keyboard is an important tool when you are word processing … you need to get to know where the keys 
are (to speed up your typing) and also know what each of the “special” keys do: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Escape .....................an “oops” key – if a dialog box appears (for instance if you go to the File menu and let 

go on Print accidently you can press the Esc key to exit the dialog box 
 

Tab … ...................... jumps to the next Tab stop on the ruler in a word processor. Will also allow you to 
move quickly to the next field in database programs, spreadsheets and web forms. 

 

Caps Lock …...........Turns on all capitals as you type. This is something that should never really be done 
anyway so this key is useless and should never be used! 

 

Space Bar …............Used to place spaces between words. 
 

Enter … ...................Used to start a new line or a new paragraph. (Always leave a blank line between 
paragraphs to make you work easier to read) 

 

Backspace … ...........Deletes letters to the left of the “flashing” cursor 
 

Delete … ..................Deletes letters to the right of the “flashing” cursor (also deletes objects that have been 
selected) 

 

Movement …...........For small movements use the Arrow keys (line by line or character by character). 
Larger movements can be made using Home (start of line), End (end of line), Page Up 
and Page Down. 

 

Numeric Keypad … acts like a calculator if the Num Lock light is on otherwise acts like the movement 
keys 

 

Modifier keys … .....These keys do nothing on their own – they simply modify the actions of other keys (for 
instance the Shift key will type capital letters when used with the alphabet keys and the 
symbols on top of the keys when used with the numeric keys - $ instead of 4;            
the Control key works a number of keyboard shortcuts – Control P calls up the Print 
dialog box, Control C will Copy whatever is currently selected) 

 

Function keys … .....These are keys that can be programmed to perform certain tasks (eg: F1 calls up the 
Help screen) 

Escape (Esc) key Function keys – F1 to F12 

Tab key 

Caps Lock 

Space barShift key 

Control (Ctrl) key 

Alternate (Alt) key 
Backspace key

Enter key

Insert key

Delete key

Numeric keypad 

Arrow keys 
(for small movements) 

Movement keys
(Page Up, Page Down, 

Home and End) 
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As well as the keyboard it is important to know the various parts of the screen …  
 
 
 

 
 
 
 
 
Task one: Typing Text 
 
type your full name  
 
press the Enter key twice (to start a new paragraph) 
 
type a short paragraph of text (make it 2 or 3 sentences about yourself) 

Document information

Scroll Bars 

Menus Toolbars 

Rulers 

Document window

You may have to change 
the View to see your work 
more clearly 
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Task two: Selecting Text 
 
Selecting text is an important skill that many other tasks rely on … there are a number of methods that you 
can use to select text - try them all to see which way(s) you are most comfortable with …   
 
Drag to select … click your left mouse button at the start of the selection and then hold the button down 
while you move the mouse to the end of the selection (this allows you to select a letter, a word, a group of 
words, a sentence, a few sentences, a paragraph, a few paragraphs, etc) 
 
Double click to select … move the mouse to the word you wish to select and double click the left mouse 
button anywhere inside the word (only selects a single word) 
 
Triple click to select … move the mouse anywhere in the paragraph you wish to select and click the left 
mouse button three times quickly (only selects a paragraph) 
 
Shift click to select … move your mouse to the start of the selection and click the left mouse button once. 
Now move the mouse to the end of the selection but hold down the Shift key before clicking the left mouse 
button once more and everything between the two clicks will be selected. 
 
Select All the text … use the Select All option from the Edit menu or use the keyboard shortcut by holding 
down the Control key and pressing the A key once 
 

 
 
The top line (heading) has been centred, the font changed and the size changed. The first paragraph has been 
changed to italics, and the second paragraph has been selected ready to have some properties changed … 
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Task three: Changing Text Properties 
 
The easiest way to change the properties of selected text is to use the formatting toolbar … 
 

 
 
you can change the font, the size, the style, the alignment, add indents, and change colour 
 

 
 

 
 

 
 
 
 
 
 

From the drop down 
menu select the font 

you want … 

The sizes also drop 
down from a menu 

Text colours can 
also be chosen from 
a drop down menu

Many of the options are also available 
from the Format menu 



 

 
 Windaroo Valley High Introduction to Microsoft Word Page 5 

Task four: Using the Ruler to change Margins 
 
The left and right margin markers can be dragged along the ruler to indent particular paragraphs as shown … 
 
 
 
 

 
 
The left margin marker can be split apart to create indented paragraphs or hanging indents as shown: 
 

 
 

 

Left margin marker Right margin marker 
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Task five: Copy, Delete and Move Text 
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Task six: Using the Dictionary 
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Task seven: Designing a Poster 
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