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CHAPTER 1: INTRODUCTION TO MS WORD 

Microsoft Word is a powerful word-processing application developed by Microsoft. It was first released 

on October 25, 1983, under the name Multi-Tool Word for Xenix systems. Later versions were created 

for various platforms including DOS, Windows, and macOS. Over the years, Microsoft Word has evolved 

significantly, adding a wide range of features to improve productivity and ease of use. 

Microsoft Word Interface 

1. The Ribbon 

o The Ribbon is the toolbar at the top of the Word window. It is divided into tabs, 

each containing groups of related commands. 

o Home Tab: Basic text formatting, paragraph alignment, and clipboard functions. 

o Insert Tab: Add tables, pictures, shapes, charts, headers, footers, and more. 

o Design Tab: Customize the look of your document with themes, colors, and 

fonts. 

o Layout Tab: Set up page margins, orientation, size, and columns. 

o References Tab: Add footnotes, citations, tables of contents, and indexes. 

o Mailings Tab: Create envelopes, labels, and mail merges. 

o Review Tab: Proofread, track changes, and add comments. 

o View Tab: Switch between different document views and adjust zoom. 

2. Quick Access Toolbar 

o Located above the Ribbon, it provides quick access to frequently used commands like 

Save, Undo, and Redo. 

3. The Document Area 

o The large area where you type and format your document. It shows how your text and 

other elements will appear. 

4. Status Bar 

o Located at the bottom of the window, it displays information such as page number, 

word count, and language. It also provides shortcuts to adjust the document view and 

zoom level. 
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Getting Started with Microsoft Word 

1. Creating a New Document 

o When you open Word, you can start a new blank document or choose from a variety of 

templates. 

2. Saving Your Document 

o Save your document regularly to prevent data loss. Use "Save" or "Save As" from the 

File menu to choose the location and format (e.g., .docx, .pdf). 

3. Opening an Existing Document 

o Use "Open" from the File menu to browse for and open existing documents. 

4. Basic Text Editing 

o Click where you want to start typing. Use the mouse or keyboard to select text for 

formatting or editing. Right-click for context-specific options. 

5. Formatting Text 

o Highlight text and use the options in the Home tab to change font, size, color, and apply 

styles. Use the Paragraph group to adjust alignment, spacing, and lists. 

6. Inserting Elements 

o Use the Insert tab to add tables, images, charts, and other elements. Click the desired 

option and follow the prompts to customize. 

7. Reviewing Your Document 

o Use the Review tab to check spelling and grammar, track changes, and add comments. 

Collaborate with others by sharing the document and reviewing their feedback. 

8. Printing Your Document 

o Use the Print option in the File menu to preview and print your document. Adjust 

settings like printer selection, page range, and number of copies. 

Keyboard Shortcuts 

Keyboard shortcuts can significantly enhance your productivity by allowing you to perform tasks 

quickly without using the mouse. Here are some essential shortcuts: 
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 Ctrl + N: Create a new document 

 Ctrl + O: Open an existing document 

 Ctrl + S: Save the current document 

 Ctrl + P: Print the document 

 Ctrl + Z: Undo the last action 

 Ctrl + Y: Redo the last undone action 

 Ctrl + C: Copy the selected text or object 

 Ctrl + X: Cut the selected text or object 

 Ctrl + V: Paste the copied or cut text or object 

 Ctrl + A: Select all content in the document 

 Ctrl + F: Open the Find dialog box 

 Ctrl + H: Open the Replace dialog box 

 Ctrl + B: Bold the selected text 

 Ctrl + I: Italicize the selected text 

 Ctrl + U: Underline the selected text 

 Ctrl + L: Align text to the left 

 Ctrl + E: Center the text 

 Ctrl + R: Align text to the right 

 Ctrl + J: Justify the text 

 Ctrl + K: Insert a hyperlink 

 Ctrl + 1: Single line spacing 

 Ctrl + 2: Double line spacing 

 Ctrl + 5: 1.5 line spacing 

Generate Random Text 

You can quickly generate random text in Word using built-in function: 

 =rand(): Type =rand() and press Enter. This generates random paragraphs of text. You can 
specify the number of paragraphs and sentences per paragraph by typing =rand(paragraphs, 
sentences). For example, =rand(3, 5) generates 3 paragraphs with 5 sentences each. 
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CHAPTER 2: HOME TAB 

The Home tab in Microsoft Word is one of the most frequently used tabs and includes a variety 

of commands and features that are essential for document creation and formatting. Here is a 

detailed explanation of the Home tab: 

1. Clipboard Group 

This group contains commands related to cutting, copying, and pasting text and other objects. 

 Cut (Ctrl + X): Removes the selected text or object and places it on the clipboard. 

 Copy (Ctrl + C): Copies the selected text or object to the clipboard without removing it from the 

document. 

 Paste (Ctrl + V): Inserts the content from the clipboard into the document at the cursor position. 

 Format Painter: Copies the formatting from one part of the document and applies it to another. 

2. Font Group 

This group provides options to format the text appearance. 

 Font: Changes the typeface of the selected text. 

 Font Size: Adjusts the size of the selected text. 

 Increase Font Size: Increases the font size incrementally. 

 Decrease Font Size: Decreases the font size incrementally. 

 Bold (Ctrl + B): Makes the selected text bold. 

 Italic (Ctrl + I): Italicizes the selected text. 

 Underline (Ctrl + U): Underlines the selected text. Options for different underline styles are 

available. 

 Strikethrough: Draws a line through the middle of the selected text. 

 Subscript: Lowers the selected text below the baseline. 

 Superscript: Raises the selected text above the baseline. 

 Text Effects and Typography: Applies various text effects such as shadow, reflection, glow, and 

3D effects. 

 Text Highlight Color: Highlights the selected text with color. 

 Font Color: Changes the color of the selected text. 
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3. Paragraph Group 

This group contains commands for paragraph formatting. 

 Bullets: Creates a bulleted list. 

 Numbering: Creates a numbered list. 

 Multilevel List: Creates a hierarchical list with multiple levels. 

 Decrease Indent: Decreases the indent level of the paragraph. 

 Increase Indent: Increases the indent level of the paragraph. 

 Sort: Sorts the selected text or paragraphs alphabetically or numerically. 

 Show/Hide (¶): Toggles the display of non-printing characters like spaces, tabs, and paragraph 

marks. 

 Align Left (Ctrl + L): Aligns text to the left margin. 

 Center (Ctrl + E): Centers the text. 

 Align Right (Ctrl + R): Aligns text to the right margin. 

 Justify (Ctrl + J): Distributes text evenly between the left and right margins. 

 Line Spacing: Changes the spacing between lines of text. 

 Shading: Applies a background color to the selected text or paragraph. 

 Borders: Adds or removes borders around text or paragraphs. 

4. Styles Group 

This group provides predefined styles for quick text formatting. 

 Styles: Offers a gallery of styles for different text elements such as headings, titles, and body 

text. 

 Apply Styles: Allows you to apply, modify, and create new styles. 

5. Editing Group 

This group includes tools for finding and editing text. 

 Find (Ctrl + F): Searches for text within the document. 

 Replace (Ctrl + H): Finds and replaces text in the document. 

 Select: Offers options to select text or objects within the document, such as Select All, Select 

Objects, and Select Text with Similar Formatting. 
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Tips for Effective Use of the Home Tab 

 Shortcut Keys: Familiarize yourself with keyboard shortcuts to increase efficiency. 

 Styles: Use styles for consistent and quick formatting. They are especially useful for long 

documents. 

 Clipboard: Utilize the clipboard for moving or copying large sections of text or objects. 

 Formatting: Make use of font and paragraph options to enhance the readability and 

presentation of your document. 
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CHAPTER 3: INSERT TAB 

The Insert tab in Microsoft Word offers a variety of tools and commands for adding different 

elements to your document, such as tables, images, links, and more. Here’s a detailed 

explanation of each group and command within the Insert tab: 

1. Pages Group 

This group allows you to add different types of pages to your document. 

 Cover Page: Adds a professionally designed cover page to your document. You can choose from 

various templates or remove an existing cover page. 

 Blank Page: Inserts a blank page at the current cursor position. 

 Page Break (Ctrl + Enter): Inserts a page break at the current cursor position, moving the text 

after the cursor to the next page. 

2. Tables Group 

This group provides options to insert and manage tables. 

 Table: Opens a grid where you can specify the number of rows and columns for a table. You can 

also insert a table by drawing it or using the Insert Table command for more options like Quick 

Tables and Excel Spreadsheet. 

3. Illustrations Group 

This group includes tools for adding visual elements. 

 Pictures: Inserts images from your computer. 

 Online Pictures: Searches for and inserts images from online sources. 

 Shapes: Inserts pre-defined shapes like rectangles, circles, arrows, and more. 

 Icons: Adds icons from a library of icons for use in your document. 

 3D Models: Inserts 3D models from a library or from your computer. 

 SmartArt: Inserts SmartArt graphics, which are visual representations of information such as 

lists, processes, and hierarchies. 
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 Chart: Inserts various types of charts, including bar, line, pie, and more, to represent data 

visually. 

 Screenshot: Captures and inserts a screenshot of any open window or part of your screen. 

4. Add-ins Group 

This group allows you to manage add-ins for additional functionality. 

 Get Add-ins: Opens the Office Store where you can download and install add-ins. 

 My Add-ins: Manages your installed add-ins. 

5. Media Group 

This group includes options for inserting media files. 

 Online Video: Embeds videos from online sources like YouTube into your document. 

6. Links Group 

This group provides options for inserting and managing links. 

 Link (Ctrl + K): Inserts a hyperlink to a web page, another place in the document, a new 

document, or an email address. 

 Bookmark: Inserts a bookmark to mark specific locations in your document. Bookmarks can be 

used for quick navigation. 

 Cross-reference: Creates a reference to an item such as a heading, figure, or table that you can 

quickly navigate to. 

7. Comments Group 

This group is used to add comments to your document. 

 Comment: Adds a comment to the document at the cursor position. This is useful for 

collaborative editing and providing feedback. 
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8. Header & Footer Group 

This group provides options to insert and manage headers and footers. 

 Header: Adds or edits the header section of your document. The header is the top margin area 

of each page. 

 Footer: Adds or edits the footer section of your document. The footer is the bottom margin area 

of each page. 

 Page Number: Inserts page numbers in various formats and positions. 

9. Text Group 

This group includes tools for adding different types of text elements. 

 Text Box: Inserts a text box, which you can place anywhere in your document. Text boxes can be 

formatted independently of the main text. 

 Quick Parts: Inserts reusable pieces of content, such as fields, document properties, and 

building blocks. 

 WordArt: Adds decorative text styles to your document. 

 Drop Cap: Creates a large capital letter at the beginning of a paragraph, typically used to start a 

section or chapter. 

 Signature Line: Adds a signature line for a digital or handwritten signature. 

 Date & Time: Inserts the current date and time in various formats. 

 Object: Embeds objects such as Excel spreadsheets, PowerPoint slides, or other documents. 

10. Symbols Group 

This group provides options to insert symbols and special characters. 

 Equation: Inserts mathematical equations using a built-in equation editor. 

 Symbol: Inserts special characters or symbols that are not available on the keyboard. You can 

choose from a wide range of symbols, such as copyright symbols, trademark symbols, and more. 
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Tips for Using the Insert Tab Effectively 

 Preview: Use the live preview feature to see how elements will look in your document before 

inserting them. 

 Alignment and Positioning: Utilize alignment guides and position settings to ensure that 

inserted objects are properly aligned and positioned within your document. 

 Formatting Tools: Once you insert an element, use the formatting tools that appear in the 

contextual tabs to customize its appearance. 

 Templates and Placeholders: Leverage built-in templates and placeholders for quicker and more 

consistent document creation. 
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CHAPTER 4: PAGE LAYOUT TAB 
Page Layout tab in Microsoft Word  offers various commands for controlling the layout and appearance 
of your document. 

1. Themes Group 

This group allows you to apply and customize themes for a consistent look throughout your 

document. 

 Themes: Provides a gallery of pre-designed themes that you can apply to your document for a 

cohesive appearance. Themes include coordinated colors, fonts, and effects. 

 Colors: Lets you choose a different color scheme for the current theme. 

 Fonts: Allows you to select a different font set for the current theme. 

 Effects: Offers different effects to apply to the shapes and objects in your document. 

2. Page Setup Group 

This group contains options for setting up the page layout and formatting. 

 Margins: Sets the margins of the page. You can choose from predefined margin settings or 

create custom margins. 

 Orientation: Changes the orientation of the page between Portrait (vertical) and Landscape 

(horizontal). 

 Size: Selects the size of the paper for your document. Common options include Letter, Legal, A4, 

and more. 

 Columns: Splits the text into two or more columns, like in a newsletter. You can choose from 

predefined column settings or customize the number of columns and their width. 

 Breaks: Inserts different types of breaks to control the flow of text in your document, such as 

Page Breaks, Column Breaks, and Section Breaks (Next Page, Continuous, Even Page, Odd Page). 

 Line Numbers: Adds line numbers to your document, which can be useful for reference 

purposes. You can choose continuous, restart each page, or restart each section. 

 Hyphenation: Automatically hyphenates words at the end of lines to improve text justification. 

You can turn hyphenation on or off or set options for manual hyphenation. 
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3. Page Background Group 

This group allows you to customize the background of your document. 

 Watermark: Adds a watermark text or image behind the document content, such as 

"Confidential," "Draft," or a custom watermark. 

 Page Color: Changes the background color of the document. This is useful for creating visually 

distinct sections or pages. 

 Page Borders: Adds borders around the page. You can customize the style, color, and width of 

the borders, as well as apply them to different sections. 

4. Paragraph Group 

This group provides options for controlling paragraph layout and spacing. 

 Indent Left/Right: Adjusts the left and right indentations for the selected paragraph. This helps 

in aligning text within the document. 

 Spacing Before/After: Sets the spacing before and after the selected paragraph. This helps in 

controlling the vertical space between paragraphs. 

5. Arrange Group 

This group offers tools for arranging objects and text within your document. 

 Position: Places the selected object (such as an image or shape) in a predefined position on the 

page. 

 Wrap Text: Changes how text wraps around the selected object. Options include Square, Tight, 

Through, Top and Bottom, Behind Text, and In Front of Text. 

 Bring Forward: Brings the selected object forward one level or brings it to the front of all other 

objects. 

 Send Backward: Sends the selected object backward one level or sends it behind all other 

objects. 

 Selection Pane: Opens the Selection Pane to help manage all the objects on the page. You can 

rename, reorder, or show/hide objects from this pane. 

 Align: Aligns multiple selected objects relative to each other or the page. Options include 

aligning to the left, center, right, top, middle, or bottom. 
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 Group: Groups multiple selected objects into one object so they can be moved or formatted 

together. You can also ungroup them if needed. 

 Rotate: Rotates the selected object. Options include rotating 90 degrees to the right or left, 

flipping vertically or horizontally, and setting a custom rotation angle. 

Tips for Using the Page Layout Tab Effectively 

 Consistent Layout: Use themes and page setup options to ensure a consistent and professional 

layout throughout your document. 

 Custom Margins and Sizes: Customize margins and page sizes to meet specific requirements, 

such as for printing or specific types of documents. 

 Column Layouts: Utilize columns to create more dynamic and visually appealing documents, 

such as newsletters or brochures. 

 Breaks for Control: Use breaks strategically to control the flow of text and manage document 

sections effectively. 

 Background Customization: Enhance the document’s appearance with watermarks, page colors, 

and borders for a polished look. 

 Object Arrangement: Take advantage of the Arrange group tools to precisely position and 

manage objects within your document, ensuring a clean and organized layout. 

  



MS WORD 
 

S.NAGESH Page 18 
 

CHAPTER 5: DESIGN TAB AND DRAWING TOOLS 

The Design tab in Microsoft Word allows you to customize the appearance of your document, 

including themes, colors, fonts, and paragraph formatting. These tools help create a cohesive and 

professional-looking document with a consistent visual style. 

1. Document Formatting Group 

This group provides options for applying and customizing document-wide themes, styles, and 

formatting. 

Themes 

 Themes: A theme is a predefined combination of colors, fonts, and effects. Applying a theme 

changes the overall look of your document. Word offers a variety of themes that can be applied 

with a single click. 

o To apply a theme, click on the Themes button, and select a theme from the gallery. 

Colors 

 Colors: Themes come with a set of theme colors. You can choose a different set of theme colors 

to change the color scheme of your document. 

o Click on Colors to see a gallery of color schemes. Hover over a color scheme to preview 

it in your document and click to apply it. 

Fonts 

 Fonts: Themes also include a set of theme fonts, one for headings and one for body text. You 

can change these to match your document’s style. 

o Click on Fonts to choose from a variety of font combinations. 

Effects 

 Effects: Effects include shadows, reflections, and other visual styles that can be applied to 

graphics and other elements in the document. 
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o Click on Effects to select from different sets of visual effects. 

Set as Default 

 Set as Default: If you have customized the theme, colors, fonts, or effects to your liking, you can 

set these as the default for all new documents. 

o Click on Set as Default to make your custom settings the default for future documents. 

2. Page Background Group 

This group provides tools to modify the background of your document, including colors, borders, 

and watermarks. 

Watermark 

 Watermark: A watermark is a faint background image or text that appears behind the main text. 

It can be used to indicate the status of the document (e.g., "Draft" or "Confidential"). 

o Click on Watermark to choose from pre-defined watermarks or create a custom 

watermark by selecting Custom Watermark. 

Page Color 

 Page Color: This option allows you to change the background color of your document. This can 

be particularly useful for creating visually distinct documents. 

o Click on Page Color and select a color from the palette. You can also choose more colors 

or fill effects. 

Page Borders 

 Page Borders: Page borders are lines or graphics that surround the text on a page. They can add 

a decorative element to your document. 

o Click on Page Borders to open the Borders and Shading dialog box. From here, you can 

customize the style, color, width, and art of the borders. 
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Tips for Using the Design Tab Effectively 

 Consistency with Themes: Use themes to ensure a consistent look and feel throughout your 

document. This is particularly useful for longer documents like reports or manuals. 

 Custom Colors and Fonts: Customize colors and fonts to match your brand or personal style. 

This can help make your document more visually appealing and professional. 

 Subtle Watermarks: Use watermarks for confidential or draft documents to communicate the 

document's status without distracting from the main content. 

 Visual Hierarchy: Apply different effects and styles to headings and body text to create a clear 

visual hierarchy, making the document easier to read. 

 Preview Before Applying: Always preview themes, colors, and other design elements before 

applying them to see how they will look in your document. 

DRAWING TOOLS: 

The Drawing Tools in Microsoft Word allow users to create and customize shapes, lines, text 
boxes, and other graphical elements within their documents. These tools provide flexibility and 
creativity in designing visual content to complement text and enhance document layout. 

1. Shapes Group 

This group contains a variety of pre-defined shapes that can be inserted into your document. 

 Shapes: Clicking on the Shapes button opens a dropdown menu with options like 
rectangles, circles, arrows, and more. Selecting a shape from the menu allows you to 
draw it directly onto your document. 

 Edit Shape: After inserting a shape, use the Edit Shape dropdown menu to modify its 
appearance by changing its outline, fill color, or adding effects such as shadows or 
reflections. 

2. Text Box 

The Text Box tool allows you to insert a box where you can enter and format text separately 
from the main document. 

 Text Box: Clicking on the Text Box button allows you to draw a text box onto your document. 
You can then type or paste text into the box and format it using the options available in the 
Format tab. 
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3. Insert Shapes Group 

This group provides additional options for inserting shapes and lines. 

 Shapes: Similar to the Shapes group, this button allows you to insert pre-defined shapes 
onto your document. The options provided here may vary from those in the Shapes 
group. 

 Scribble: Allows you to draw freeform shapes or lines by hand using your mouse or 
touchpad. 

4. Arrange Group 

This group contains options for arranging and aligning objects on the page. 

 Align: Use these options to align selected objects relative to each other or to the page. 
Options include Align Left, Align Center, Align Right, etc. 

 Group: Group selected objects together so they can be moved, resized, or formatted as a 
single unit. 

5. Format Group 

This group provides formatting options for selected drawing objects. 

 Shape Fill: Change the fill color of selected shapes, text boxes, or other drawing objects. 
 Shape Outline: Modify the outline color, thickness, and style of selected shapes. 
 Shape Effects: Apply various visual effects to selected drawing objects, such as 

shadows, reflections, or 3-D effects. 

Tips for Using Drawing Tools Effectively 

 Use Gridlines and Guides: Enable gridlines and guides from the View tab to help align 
and position drawing objects precisely. 

 Combine Shapes: Create custom shapes by combining basic shapes using the Merge 
Shapes options available in the Format tab. 

 Experiment with Effects: Explore different shape effects and formatting options to add 
visual interest to your drawings. 

 Layering: Use the Bring Forward and Send Backward options in the Arrange group to 
control the stacking order of drawing objects. 

 Practice with Freeform Drawing: Experiment with the Scribble tool to create hand-
drawn elements or signatures within your documents. 
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CHAPTER 6: REFERENCES TAB 

References tab in Microsoft Word offers various tools and commands for adding and managing 

references, citations, and other elements related to academic and professional documents. 

1. Table of Contents Group 

This group provides options for creating and managing tables of contents. 

 Table of Contents: Inserts a table of contents into your document. You can choose from various 

automatic table styles or create a custom table of contents. It lists the headings in your 

document along with their page numbers. 

 Add Text: Adds the current paragraph as an entry in the table of contents. You can choose the 

level (e.g., Level 1, Level 2) for the entry. 

 Update Table: Updates the table of contents to reflect any changes made to the document’s 

headings and page numbers. 

2. Footnotes Group 

This group contains commands for inserting and managing footnotes and endnotes. 

 Insert Footnote: Inserts a footnote at the current cursor position. Footnotes appear at the 

bottom of the page. 

 Insert Endnote: Inserts an endnote at the current cursor position. Endnotes appear at the end of 

the document or section. 

 Next Footnote: Navigates to the next footnote or endnote in the document. 

 Show Notes: Opens the footnotes or endnotes pane for easier management and viewing. 

3. Citations & Bibliography Group 

This group provides tools for managing sources, citations, and bibliographies. 

 Insert Citation: Adds a citation to your document. You can select from existing sources or add 

new sources. 
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 Manage Sources: Opens the Source Manager, where you can view, edit, and manage all the 

sources used in your document. 

 Style: Selects the citation style for your document (e.g., APA, MLA, Chicago). This setting 

determines how citations and the bibliography are formatted. 

 Bibliography: Inserts a bibliography or works cited list into your document. You can choose from 

various built-in styles. 

4. Captions Group 

This group includes commands for adding and managing captions, tables of figures, and cross-

references. 

 Insert Caption: Adds a caption to a selected object, such as a table, figure, or equation. Captions 

typically include a label (e.g., "Figure 1") and can be customized. 

 Insert Table of Figures: Inserts a table of figures, which lists all the figures, tables, or equations 

in your document along with their page numbers. 

 Update Table: Updates the table of figures to reflect any changes made to the document’s 

captions. 

 Cross-reference: Creates a cross-reference to another part of the document, such as a heading, 

figure, table, or equation. Cross-references can help readers navigate your document. 

5. Index Group 

This group provides options for creating and managing an index. 

 Mark Entry: Marks the selected text as an index entry. You can specify a main entry and a 

subentry, as well as a cross-reference to another entry. 

 Insert Index: Inserts an index into your document. An index lists the key terms and topics along 

with the page numbers where they appear. 

 Update Index: Updates the index to reflect any changes made to the document’s index entries. 
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6. Table of Authorities Group 

This group is useful for legal documents and includes commands for creating and managing a 

table of authorities. 

 Mark Citation: Marks the selected text as a citation in the table of authorities. You can specify 

the category (e.g., cases, statutes) and the short citation. 

 Insert Table of Authorities: Inserts a table of authorities into your document. This table lists the 

legal citations along with the page numbers where they appear. 

 Update Table: Updates the table of authorities to reflect any changes made to the document’s 

citations. 

Tips for Using the References Tab Effectively 

 Organize Long Documents: Use the Table of Contents, Footnotes, Endnotes, and Index tools to 

organize and manage long documents efficiently. 

 Consistent Citation Styles: Ensure consistency in citations and bibliography by selecting and 

applying the appropriate citation style for your document. 

 Automatic Updates: Regularly update tables of contents, figures, and authorities to keep them 

accurate as you make changes to your document. 

 Cross-references for Navigation: Utilize cross-references to create hyperlinks within your 

document, making it easier for readers to navigate. 

 Use Captions and Bibliographies: Add captions to all figures, tables, and equations, and include 

a bibliography to provide proper credit to sources. 

 Legal Documents: For legal documents, take advantage of the Table of Authorities to organize 

and cite legal references correctly. 
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CHAPTER 7: MAILINGS TAB 

Mailings tab in Microsoft Word provides a variety of tools for creating and managing mail 

merges, envelopes, labels, and other mailing-related tasks. 

1. Create Group 

This group contains commands for creating envelopes and labels. 

 Envelopes: Opens the Envelopes and Labels dialog box, where you can create and print 

envelopes. You can enter the delivery and return addresses, select envelope size, and configure 

printing options. 

 Labels: Opens the Envelopes and Labels dialog box, allowing you to create and print labels. You 

can specify the label type and size, enter the address or text, and choose the number of labels to 

print. 

2. Start Mail Merge Group 

This group provides tools for starting the mail merge process. 

 Start Mail Merge: Opens a menu with options for different types of mail merge documents, 

such as Letters, E-mail Messages, Envelopes, Labels, and Directory. You can also use the "Step-

by-Step Mail Merge Wizard" for guided assistance through the mail merge process. 

 Select Recipients: Allows you to choose the list of recipients for your mail merge. You can type a 

new list, use an existing list, or select contacts from Outlook. 

 Edit Recipient List: Opens the Mail Merge Recipients dialog box, where you can modify the 

recipient list, filter records, sort entries, and validate addresses. 

3. Write & Insert Fields Group 

This group includes commands for adding and managing merge fields in your document. 

 Highlight Merge Fields: Toggles the highlighting of merge fields in the document, making it 

easier to see where data will be inserted. 
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 Address Block: Inserts an address block into the document, which includes fields like name, 

address, city, state, and ZIP code. You can customize the format of the address block. 

 Greeting Line: Inserts a greeting line (e.g., "Dear Mr. Smith,") into the document. You can 

customize the format of the greeting line. 

 Insert Merge Field: Inserts a specific merge field from your recipient list into the document. You 

can add fields such as First Name, Last Name, Address, etc. 

 Rules: Adds rules to your mail merge, such as "Ask," "If...Then...Else," "Fill-in," "Merge Record 

#," "Next Record," "Next Record If," "Set Bookmark," and "Skip Record If." 

 Match Fields: Opens the Match Fields dialog box, allowing you to match the fields in your 

recipient list with the fields required by Word (e.g., matching "First Name" in your list to "First 

Name" in Word). 

 Update Labels: Updates all the labels in a document to match the first label. This is useful when 

making changes to the format or content of labels. 

4. Preview Results Group 

This group provides options for previewing the mail merge results. 

 Preview Results: Toggles the preview of merged data. This allows you to see how the document 

will look with the actual data from the recipient list. 

 First Record: Navigates to the first record in the recipient list. 

 Previous Record: Navigates to the previous record in the recipient list. 

 Next Record: Navigates to the next record in the recipient list. 

 Last Record: Navigates to the last record in the recipient list. 

 Find Recipient: Searches for a specific recipient in the list based on search criteria. 

5. Finish Group 

This group contains commands for completing the mail merge process. 

 Finish & Merge: Opens a menu with options for finishing the mail merge. You can "Edit 

Individual Documents" to create a new document with all the merged data, "Print Documents" 

to send the merged documents directly to the printer, or "Send E-mail Messages" to send the 

merged documents via email. 
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Tips for Using the Mailings Tab Effectively 

 Plan Your Mail Merge: Before starting, ensure you have a clean and accurate recipient list. This 

can be in Excel, Access, Outlook, or manually entered in Word. 

 Use the Wizard: The Step-by-Step Mail Merge Wizard is helpful for beginners, guiding you 

through each stage of the mail merge process. 

 Preview Thoroughly: Use the Preview Results feature to check how each record will appear in 

the final document, ensuring accuracy and proper formatting. 

 Customize Fields: Make sure to match your fields accurately using the Match Fields option to 

avoid any mismatches or missing data. 

 Rule-Based Customization: Utilize rules to add conditional logic to your mail merge. This can be 

especially useful for customizing greetings or skipping records based on certain conditions. 

 Save Time with Labels: If creating labels, design the first label thoroughly and use the Update 

Labels command to replicate it across all labels, ensuring consistency. 

 Test Print: Perform a test print on plain paper to check alignment and formatting before printing 

on actual envelopes or label sheets.   
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CHAPTER 8: REVIEW TAB 

Review tab in Microsoft Word offers a variety of tools for proofreading, commenting, tracking 

changes, and managing document protection. 

1. Proofing Group 

This group provides tools for checking spelling, grammar, and word count. 

 Spelling & Grammar (F7): Checks the document for spelling and grammatical errors. It opens a 

pane where you can review and correct any issues found. 

 Thesaurus: Opens the Thesaurus pane, allowing you to find synonyms for selected words. 

 Word Count: Displays the word count, along with the number of pages, characters (with and 

without spaces), paragraphs, and lines in the document. You can also include textboxes, 

footnotes, and endnotes in the count. 

 Translate: Opens translation options to translate selected text or the entire document. You can 

choose to translate using an online service. 

 Language: Sets the proofing language for selected text. This affects spell check and grammar 

rules. 

 Comments: Adds a comment to the document at the current cursor position. Comments are 

useful for providing feedback or notes without altering the main text. 

2. Language Group 

This group includes commands for managing language settings and translation. 

 Translate: Provides translation options for selected text or the entire document. You can use 

online services to translate content. 

 Language: Sets the proofing language for the document or selected text. This affects spell check 

and grammar checking. 

3. Comments Group 

This group provides tools for adding, navigating, and managing comments. 
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 New Comment: Adds a new comment to the document at the current cursor position. 

Comments are useful for collaboration and feedback. 

 Delete: Removes comments from the document. You can delete the current comment, delete 

all comments shown, or delete all comments in the document. 

 Previous: Navigates to the previous comment in the document. 

 Next: Navigates to the next comment in the document. 

4. Tracking Group 

This group offers tools for tracking and managing changes made to the document. 

 Track Changes: Toggles the Track Changes feature on and off. When enabled, any changes made 

to the document are tracked and displayed for review. 

 Tracking Options: Opens a dialog box to customize the display of tracked changes, such as color, 

balloons, and formatting. 

 Show Markup: Specifies which types of markup to display, such as comments, insertions and 

deletions, formatting, and reviewer-specific changes. 

 Reviewing Pane: Displays a pane that shows all tracked changes and comments in the 

document, allowing for easier review and navigation. 

5. Changes Group 

This group provides commands for accepting or rejecting tracked changes. 

 Accept: Accepts the current tracked change and moves to the next change. You can also choose 

to accept all changes in the document. 

 Reject: Rejects the current tracked change and moves to the next change. You can also choose 

to reject all changes in the document. 

 Previous Change: Navigates to the previous tracked change in the document. 

 Next Change: Navigates to the next tracked change in the document. 

6. Compare Group 

This group contains tools for comparing and combining documents. 
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 Compare: Compares two versions of a document to see the differences between them. This is 

useful for reviewing edits and revisions made by different authors. 

 Combine: Combines revisions from multiple authors into a single document. This is useful for 

consolidating feedback from different reviewers. 

7. Protect Group 

This group provides options for protecting the document and managing permissions. 

 Restrict Editing: Opens the Restrict Editing pane, where you can limit the types of changes 

others can make to the document. You can set permissions for specific sections and require a 

password to remove protection. 

 Block Authors: Prevents specific authors from making changes to certain parts of the document. 

This is useful for collaborative editing where certain sections should remain unchanged by 

specific individuals. 

Tips for Using the Review Tab Effectively 

 Track Changes for Collaboration: Enable Track Changes when collaborating with others to keep 

a record of all modifications and easily accept or reject changes. 

 Use Comments for Feedback: Add comments to provide feedback or suggestions without 

altering the main text. This is especially useful for peer reviews and editing. 

 Regular Proofing: Regularly use the Spelling & Grammar, Thesaurus, and Word Count tools to 

ensure your document is error-free and meets any word count requirements. 

 Custom Markup Settings: Customize the Show Markup settings to display only the types of 

changes you want to see, making the review process more efficient. 

 Compare Versions: Use the Compare feature to identify differences between document 

versions, ensuring you incorporate all necessary revisions. 

 Protect Sensitive Content: Use Restrict Editing and Block Authors to control who can make 

changes to specific parts of the document, protecting sensitive or finalized content. 
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CHAPTER 9: VIEW TAB 

View tab in Microsoft Word provides a variety of tools for controlling the display and layout of 

your document, as well as for navigating and working with different views. 

1. Views Group 

This group provides options for changing the view mode of your document. 

 Read Mode: Optimizes the document for reading by displaying it in a format that is easy on the 

eyes. This mode minimizes toolbars and maximizes the reading space. 

 Print Layout: Displays the document as it will appear when printed, showing margins, headers, 

footers, and other page elements. This is the default view in Word. 

 Web Layout: Displays the document as it would appear in a web browser. This view is useful for 

designing documents that will be published online. 

 Outline: Displays the document in outline form, allowing you to collapse and expand sections. 

This view is useful for organizing and structuring long documents. 

 Draft: Displays the document in a simplified layout, hiding certain elements like headers, 

footers, and images. This view is useful for quick editing and content creation. 

2. Show Group 

This group contains commands for showing or hiding various elements within the document 

window. 

 Ruler: Toggles the display of the horizontal and vertical rulers, which are useful for aligning text, 

graphics, and other elements. 

 Gridlines: Toggles the display of gridlines, which help with the alignment of objects and text on 

the page. 

 Navigation Pane: Opens the Navigation Pane, which helps you navigate through your document 

using headings, pages, or search results. This pane is particularly useful for large documents. 

3. Zoom Group 

This group provides tools for adjusting the zoom level of the document. 
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 Zoom: Opens the Zoom dialog box, where you can select a specific zoom level or percentage, 

such as 100%, 75%, or fit to window. 

 100%: Sets the zoom level to 100%, displaying the document at its actual size. 

 One Page: Zooms the document to fit one entire page in the window. 

 Multiple Pages: Zooms the document to display multiple pages at once. You can choose the 

number of pages to display. 

 Page Width: Zooms the document to fit the width of the page within the window. 

4. Window Group 

This group includes commands for managing multiple document windows. 

 New Window: Opens a new window containing a view of the current document. This allows you 

to view and edit different parts of the same document simultaneously. 

 Arrange All: Arranges all open document windows side by side so you can see them all at once. 

 Split: Splits the current document window into two panes, allowing you to view and work on 

different sections of the document at the same time. 

 View Side by Side: Opens two selected documents side by side for comparison. This is useful for 

comparing content or making edits across two documents. 

 Synchronous Scrolling: Links the scrolling of two documents when viewed side by side. This 

ensures that both documents scroll together. 

 Reset Window Position: Resets the window positions of side-by-side documents to equally 

distribute them on the screen. 

 Switch Windows: Provides a list of all open document windows, allowing you to quickly switch 

between them. 

5. Macros Group 

This group provides tools for recording, managing, and running macros. 

 View Macros: Opens the Macro dialog box, where you can run, create, edit, and delete macros. 

Macros are sequences of commands that automate repetitive tasks. 

 Record Macro: Starts the process of recording a new macro. You can assign the macro to a 

button or keyboard shortcut for easy access. 
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 Pause Recording: Temporarily pauses the recording of a macro. This is useful if you need to 

perform an action that should not be included in the macro. 

Tips for Using the View Tab Effectively 

 Optimize Reading and Editing: Use Read Mode for comfortable reading, Print Layout for 

finalizing document appearance, and Draft View for quick editing. 

 Utilize Rulers and Gridlines: Enable rulers and gridlines for precise alignment and layout 

adjustments. 

 Navigation Pane for Large Documents: Use the Navigation Pane to quickly move through 

sections, headings, and search results in long documents. 

 Adjust Zoom for Better Visibility: Adjust the zoom level to fit your working preference, 

especially when working with detailed content or multiple pages. 

 Manage Multiple Windows: Use features like New Window, Split, and View Side by Side to 

manage and compare multiple sections or documents efficiently. 

 Automate with Macros: Record and use macros to automate repetitive tasks, saving time and 

ensuring consistency. 
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CHAPTER 10: TIPS FOR EFFICIENT USE OF MS WORD 

Various tips and techniques to enhance your productivity and efficiency while using MS Word: 

Keyboard Shortcuts 

 Common Shortcuts: 
o Ctrl+N: New document 
o Ctrl+S: Save 
o Ctrl+O: Open 
o Ctrl+P: Print 
o Ctrl+C: Copy 
o Ctrl+X: Cut 
o Ctrl+V: Paste 
o Ctrl+Z: Undo 
o Ctrl+Y: Redo 

 Customizing Shortcuts: 
o Customize keyboard shortcuts for specific commands by going to File > Options > 

Customize Ribbon > Customize Keyboard Shortcuts. 

Document Templates 

 Using Built-in Templates: 
o Start with professionally designed templates available in MS Word. 

 Creating and Saving Custom Templates: 
o Create your own templates by saving documents as .dotx files. 

Customizing the Ribbon 

 Adding and Removing Commands: 
o Personalize the Ribbon by adding or removing commands. 

 Creating New Tabs and Groups: 
o Create new tabs and groups to organize your tools effectively. 

Conclusion 

This guide provides a comprehensive overview of Microsoft Word, covering each tab and its 
features in detail, along with tips and techniques to improve your efficiency. By mastering these 
tools, you can leverage the full potential of MS Word for your document creation and editing 
needs. 


