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Introduction to Microsoft Word (Basics) 

Learning Objectives: By the end of this session, students will be able to: 

1. Identify the main parts of the Word interface. 

2. Create, open, and save documents correctly. 

3. Type, edit, and format basic text. 

4. Apply alignment, font, and spacing settings. 

5. Explain the importance of document presentation and organization. 

1. What is Microsoft Word (often called Word):  

It is a graphical word processing program that users can type with. It is made by the computer company Microsoft. 

The purpose of the MS Word is to allow the users to type and save documents. 

 

2. Opening Microsoft Word: 

Before you get started with Microsoft Word (commonly referred to as MS Word), you will need to locate and open it 

on the computer. It may be on your desktop. 

From the computer desktop: 

1. Double-click on the MS Word icon  

 

Go to the Start Menu if the MS Word icon is not on the desktop: 

2. Click  Start  Programs  Microsoft Word 

* Occasionally, Microsoft Word will be in a folder called "Microsoft Office" or something similar – this 

will make one more step between "Programs" and "Microsoft Word" in the diagram above. 
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3. Exploring the Microsoft Word Interface  
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Other parts  

At the top of the ribbon are several tabs; clicking a tab displays several related command groups.  

 Home: This tab contains the most used commands in word. Some of these include commands to change how 

the text looks and is displayed on the page. The Cut, Copy, and Paste commands are also here.  

 Insert: This tab contains commands that allows you to insert various objects such as pictures, tables, and 

shapes into the document.  

 Page Layout: Here you can change the position of the text on the page and the document formatting.  

 References: You can manage your sources and citations. You can also add a table of contents and footnotes 

here.  

 Mailings: This tab lets you set up and use the Mail Merge feature of Microsoft Word.  

 Review: This tab allows you to use spell and grammar check, insert comments, track changes that you have 

made to the document, and use a thesaurus. 

 View: In this tab you can change how the Word window looks 
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4. Formatting Basics  

Home tab → Font and Paragraph groups. 

 

The Home Tab Toolbar offers options that can change the font, size, color, alignment, organization and style of 

the text in the document. For example, (starting from the left side of the Toolbar) the "Times New Roman" 

indicates the FONT of your text, the "12" indicates the SIZE of your text; and so on. 

a. Font Formatting (Font group) 

Changing the look of what you've written is called 

"formatting." This can include changing the text style, size, 

color, and more. 

This is a sentence that features many different fonts. 

This is a sentence that features many different sizes. 

From the Home Tab, the "B" will make your text BOLD, the "I" will put it in italics, and the "U" will add 

an underline to your text. These features do not have to be used independently of each other either—in other words, 

you can bold, underline, and italicize a single piece of text (used together). 

 In order to apply certain stylistic or other changes to text, you must first HIGHLIGHT the 

text. This is a common procedure in Microsoft Windows applications, and, because it is so 

useful, it is a skill worth practicing. 

 You can also change the font color by clicking on the appropriate buttons in the 

Formatting Toolbar. Experiment and remember—you can always start over with a fresh, 

new document, so don't worry about making mistakes! If you do, however, there is always 
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the incredible "UNDO" tool. 

✅ Shortcuts: 

 Ctrl + B = Bold 

 Ctrl + I = Italic 

 Ctrl + U = Underline 

b. Paragraph group: 

 Bullet and Number Lists: 

 

 Text Alignment 

 

The alignment of the text can be altered using the buttons with the horizontal lines on them. You can align text 

To the LEFT, 

To the CENTER, 

And to the RIGHT. 

Important: 

―Why do academic texts usually use justified alignment?‖ Because it looks neat, professional, and balanced on both 

sides. 

 Line and Paragraph Spacing 

Word’s default spacing is 1.15 spaces between each line. This makes the text roomier without giving 

the appearance of skipping a line.  

Tip! The Line and Paragraph Spacing pull-down menu has many other options for spacing your text.  

 Spacing improves readability. 
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5. Copying, Cutting, and Pasting Text: 

 To Cut: means to remove the text from your document and store on your 

Clipboard 

 To Copy: means to make a duplicate of it. 

 To Paste: means to deposit the text that you have either cut or copied to another 

location in your  document, or to a different document. 

 Use format painter to apply formatting settings to another set of text on your document. 

Tip: This is great for keeping any headings or titles consistent in your document. 

Clipboard 

The clipboard is a feature of all Microsoft Office products. It is a temporary  

holding place of text or images that you have copied or cut.  

Tip: To see what is stored on the clipboard: 

1.Click on the Home tab. 

2.Click on the right corner button (   ) on the Clipboard group. The 

Clipboard appears  

 

6. Spelling and Grammar check 

The spell checker helps you find spelling errors (underlined in red) and grammar errors (underlined in green). 

 

Tip: To Use The Spell Checker:  

1. On the Ribbon, click on the Review tab. 

2. Click on the Spelling & Grammar icon. 
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7. The File Tab 

Save and Save As 

Tip! To save your document, you can choose either Save or Save As. Use the save option 

when you have already created a name for your document. If you need to create a name for a 

new document, or save your document under a different name, choose Save As. The Save 

As menu will open in a new window. 
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Print  

To print your document, click on the File Tab then Print. The print dialog box will appear like shown 

above.  
Tip! The Print menu shows the printers installed on your computer, so it will look a bit different depending on 

which computer you are using. You can begin by selecting which printer you would like to use, and then choose 

the number of copies you would like to print. You can also print a single page or group of pages from within a 

document without printing the entire document.  

 

 
 

 

Open  

 

To open an existing file in Word, click on the File Tab and then Open. Navigate to the folder where the 

file is saved, click on the file, and then click Open.  
Tip! You can have more than one document open at a time without closing the previous file. You can find all of 

your open documents by clicking on the Word icon at the bottom of your screen.  

 

New  
 

To create a new document, click on the File Tab and then New. A blank document will be selected by 

default. Click on Create to start the document. 
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8. Templates  
Templates help you save time. There are a variety of categories to choose from: resumes, business letters, 

newsletters, receipts, etc. Choose a template that has the look and feel you are going for and customize it to 

meet your needs.  

To start a document using a template:  
1. Open Microsoft Word  

2. Click on the File Tab  

3. Click on New  

4. Click on a category (the categories start broad then narrow down to specific documents)  

5. Click on a template then click on Create or Download  

6. The template will open ready for you to start editing  
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