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1. Working with the most common toolbars 
·  Menu – Contains File…Edit…dropdown menus 
·  Standard – Standard on all Microsoft Office programs 
·  Formatting – Formats text 
·  Drawing – Allow drawing of shapes, AutoShapes, WordArt, arrows, lines, 

filling of shapes, etc. 

 

 

 

 
 

2. Changing menu and toolbar options 
·  To change what is on each Toolbar, ‘right click’ in the gray area marked by 

the               above. 
·  Other toolbars can be added as needed.  Simply check beside the one you 

want to add. 
·  To add certain shortcut for certain tasks you repeat often, ‘right click in the 

gray area, then…Customize. 
o Select the…Commands…tab 
o New items can be highlighted then moved to the toolbar.  To 

remove items not needed, highlight the icon of the toolbar and drag 
it off the toolbar and drop it. 
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3. Hiding/viewing ruler & formatting marks 
·  To show ‘Ruler’…View…Ruler, make sure there is a check mark beside it 
·  To show the formatting marks select…¶…that is located on the…Standard 

toolbar. 
4. Working with fonts 

·  Change the font by clicking the down arrow beside the name of the font. 
·  To change the size of the font, select the down arrow beside the font size. 
·  More changes can be made by selecting…Format…Font.  Image below. 
 

 

  
 

5. Margins 
·  Go to…File…Page setup…to change margins, orientation of page, and paper 

size. 
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6. Using insert and overtype mode 
·  I want you to be aware of this; you will probably never use it.   
·  If you accidently press this key it will cause the new text to ‘eat’ previous text. 
 

 
 

 
 
 
 
 

 

7. Creating headers and footers 
·  Go to…View...Header and Footer. 
·  There many built-in items for headers and footers. 
 

  
 

8. Using the custom dictionary 
·  Word often finds ‘misspelled’ words when spell-check is run on a document, 

but in fact they are correctly spelled.   
·  You can add the words to your dictionary.  
·  Click on the…Spelling and Grammar…icon.   
·  When Word finds a word that is incorrectly identified as incorrect, the word 

can be added to a custom dictionary. 
·  Click on the…Add to Dictionary…button.   
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DELETE END PAGE 
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9. Changing character case 
·  If you accidently type with the Cap Lock key on or change you mind on the 

case of the text go to…Format…Change case.  
10. Creating a bulleted or numbered list 

·  Usually these are both on the Format toolbar. 
·  If they are not or you want to customize the bullets or numbers, go 

to…Format…Bullets and Numbering. 
 

   
 

11. Inserting symbols 
·  Go to…Insert…Symbol. 
·  To find more symbols, select a different font. 
 

  
 


