
M I C R O S O F T  W O R D  ( M S  W O R D )  

Microsoft Office (MS Office) is a collection of productivity software developed by 
Microsoft. 

It contains various applications used for: 

• Document Creation 

• Data Analysis 

• Presentations 

• Database Management 

• Communication 

M A J O R  A P P L I C AT I O N S  O F  M S  O F F I C E  

Exam Point :MS Office was first announced in 1988. 

M I C R O S O F T  W O R D  ( M S  W O R D )  

MS Word is a Word Processing Software developed by Microsoft. 

It is used for : 

• Letters 

• Reports 

• Books 

Application Purpose
MS Word Word Processing
MS Excel Spreadsheet
MS PowerPoint Presentation
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• Contracts 

• Resumes 

• Assignments 

• Office Documents 

MS Word is a word processor used to create, edit, format, store, and print text documents. 

Exam Point: 

Nature of MS Word = Word Processor 

U S E S  O F  M S  W O R D  

Students 

• Assignments 

• Projects 

• Notes 

Authors 

• Books 

• Articles 

• Manuscripts 

Businesses 

• Reports 

• Contracts 

• Letters 
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M S  W O R D  W I N D O W  

Structure of MS Word Window 

 

PA R T S  O F  M S  W O R D  W I N D O W  

1. Title Bar 

Displays: 

• Document Name 

• Application Name 

Default File Name :Document1 

2. Quick Access Toolbar 
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Contains commonly used commands. 

Default Commands 

• Save 

• Undo 

• Redo 

Additional commands can be added. 

3. Ribbon 

The Ribbon contains all tools and commands required for document creation. 

Exam Point 

Ribbon = Collection of Tabs + Groups + Commands 

4. Ruler 

Horizontal Ruler :Measures width. 

Vertical Ruler :Measures height. 

Uses 

• Set Margins 

• Set Indents 

• Align Objects 

5. Document Area 

Main area where text is typed. 

6. Cursor 
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Blinking vertical line showing current typing position. 

7. Insertion Point 

The I-shaped mouse pointer used to insert text. 

8. Scroll Bar 

Used to move through the document. 

Types 

• Vertical Scroll Bar 

• Horizontal Scroll Bar 

9. Status Bar 

Displays: 

• Word Count 

• Page Number 

• Language 

• View Information 

10. Zoom Tool 

Used to zoom in and zoom out. 

Range 

10% to 500% 

11. View Buttons 
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Five document views are available: 

1. Read Mode 

2. Print Layout 

3. Web Layout 

4. Outline View 

5. Draft View 

R I B B O N  TA B S  I N  M S  W O R D  

MS WORD 

│ 

├── Home 

├── Insert 

├── Design 

├── Layout (Page Layout) 

├── References 

├── Mailings 

├── Review 

└── View 
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H O M E  TA B  

The Home Tab is the default tab in MS Word. 

G R O U P S  I N  H O M E  TA B  

Home 

│ 

├── Clipboard 

├── Font 

├── Paragraph 

├── Styles 

└── Editing 

CLIPBOARD GROUP 

Contains: 

• Cut 

• Copy 

• Paste 

• Format Painter 

Format Painter :Copies formatting from one text to another. 
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Example 

If a heading is bold and blue, Format Painter can apply the same style elsewhere. 

FONT GROUP 

Used for text formatting. 

Important Tools: 

Bold (Ctrl + B) :Makes text 
darker. 

Example: Computer 

Italic (Ctrl + I) :Makes text 
slanted. 

Example: Computer 

Underline (Ctrl + U) :Underlines text. 

Example:Computer 

Strikethrough 

Example: Computer 

Superscript  

:Example: X² 

Subscript  
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Example: :X₂ 

Change Case 

Converts text between: 

• UPPERCASE 

• lowercase 

• Sentence case 

• Capitalize Each Word 

• tOGGLE cASE 

Small Caps 

Example: 

COMPUTER 

(All letters capital but first letter larger) 

Case Type Example
UPPERCASE COMPUTER
lowercase computer
Sentence case Computer is useful.
Capitalize Each Word Computer Science Notes
tOGGLE cASE cOMPUTER
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PA R A G R A P H  G R O U P  

Text Alignment are of  Four Types: 

• Left Align 

• Center Align 

• Right Align 

• Justify 

Justify :Aligns text evenly on both margins. 

Indent :Distance between text and document margin. 

S T Y L E S  G R O U P  

Contains predefined text styles. 

Examples: 

• Heading 1 

• Heading 2 

• Title 

• Subtitle 

E D I T I N G  G R O U P  

Contains: 

Find (Ctrl + F) :Search any word. 
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Replace (Ctrl + H) :Replace one word with another. 

Select :Select text or objects. 

I N S E R T  TA B  

Used to insert objects into the document. 

 

I N S E R T  

│ 

├── Pages 

├── Tables 

├── Illustrations 

├── Links 

├── Comments 

├── Header & Footer 

├── Text 

└── Symbols 
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PA G E S  G R O U P  

Cover Page :Adds a professional cover page. 

Blank Page :Adds a new blank page. 

Page Break :Moves text to the next page. 

TA B L E S  

Used to insert tables. 

Example: 

I L L U S T R AT I O N S  

Contains: 

• Pictures 

• Shapes 

• Icons 

• Charts 

• SmartArt 

• Screenshots 

L I N K S  

Used to create hyperlinks. 

Example: 

Name Marks

Aman 90
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Website links 

Email links 

Document links 

C O M M E N T S  

Used to add review notes. 

H E A D E R  &  F O O T E R  

Header :Text at top of every page. 

Footer :Text at bottom of every page. 

Page Number :Automatically numbers pages. 

T E X T  G R O U P  

Contains:  

WordArt :Decorative text. 

Signature Line :Adds digital signature placeholder. 

Date & Time :Inserts current date/time. 

Drop Cap :Large first letter of a paragraph. 

Example: 

This is a paragraph. 

S Y M B O L S  G R O U P  

Contains: 

• Mathematical Symbols 
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• Special Characters 

• Equations 

Example: 

α β π ∑ √ 

D E S I G N  TA B  

Used for overall document appearance. 

F E AT U R E S  

Themes :Apply complete document designs. 

Document Formatting 

Formats the entire document. 

Page Background 

• Page Color 

• Page Border 

• Watermark :Text behind document content. 
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L AYO U T  ( PA G E  L AYO U T )  TA B  

PA G E  S E T U P  G R O U P  

Margins 

Space around page edges. 

Gutter Margin :Extra margin used for binding. 

Orientation 

Two Types: 

Portrait 

| 

| 

| 

Landscape 

----------- 

Size 

Sets page size. 

Example: 

• A4 

• Letter 

• Legal 

Columns 
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Divides page into newspaper-style columns. 

R E F E R E N C E S  TA B  

Used for books, research papers, and long documents. 

TA B L E  O F  C O N T E N T S  

Lists chapters with page numbers. 

F O O T N O T E S  

Notes placed at bottom of page. 

C I TAT I O N S  &  B I B L I O G R A P H Y  

Used to reference sources. 

C A P T I O N S  

Labels for figures and tables. 

C R O S S  R E F E R E N C E  

Links captions, footnotes, bookmarks, etc. 
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I N D E X  

Alphabetical list of topics and page numbers. 

TA B L E  O F  A U T H O R I T I E S  

Lists legal references. 

M A I L I N G S  TA B  

Mail Merge 

Combines: 

• Main Document 

• Data Source 

to create personalized letters. 

Example 

One invitation letter sent to: 

• Gurpreet 

• Aman 

• Raj 

using one template. 

Exam Point 

Mail Merge = One Document + Many Recipients 
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R E V I E W  TA B  

P R O O F I N G  G R O U P  

Spelling & Grammar :Checks errors. 

Thesaurus :Finds synonyms. 

Example: 

Happy → Joyful 

Word Count 

Counts: 

• Words 

• Characters 

• Pages 

• Paragraphs 

L A N G U A G E  

Translate document into another language. 

T R A C K  C H A N G E S  
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Tracks modifications. 

C O M PA R E  

Compares two documents. 

R E S T R I C T  E D I T I N G  

Protects document from editing. 

Password can be applied. 

V I E W  TA B  

D O C U M E N T  V I E W S  

1. Read Mode 

2. Print Layout 

3. Web Layout 

4. Outline View 

5. Draft View 
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S H O W  G R O U P  

Show or hide: 

• Ruler 

• Gridlines 

• Navigation Pane 

M A C R O S  

Used to record repetitive tasks. 

Exam Point 

Macro = Recorded sequence of commands. 

F I L E  E X T E N S I O N S  O F  M S  W O R D  

Extension Purpose
.doc Old Word Document
.docx Default Word Document
.docm Macro-enabled Document
.dot Template
.dotx Template
.dotm Macro-enabled Template
.txt Plain Text
.html Web Page
.xml XML Document
.odt Open Document Text
.xps XML Paper Specification
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S H O R T C U T  K E YS  O F  M S  W O R D   

Shortcut keys Description

ctrl+A Select all

ctrl +z Undo

ctrl+y Redo

ctrl+shift+F Font dialog box

Ctrl +shift+> To increase font size

Ctrl +shift+< To decrease font size

ctrl+] Increase font size slowly 

Ctrl+[ Decrease font size slowly

ctrl+b Bold the text

ctrl+I Italic the text

ctrl +U Underline the text

ctrl+F To find the text in a document

Ctrl +H Replace the text

ctrl+G Open find and replace box

ctrl+shift+9 To count number of words in a document

Ctrl +E Align the text in centre

ctrl +R Align the text in right 

Ctrl + L Align the text in left

Ctrl + J Align the text in justify position

Ctrl +1 Single space line between text

Ctrl +2 Double space line between text

Ctrl +T Hanging indent 

ctrl +M Indent 

Ctrl +shift +M To decrease indent 

Ctrl + enter Page break

Shortcut keys
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Ctrl + k To add hyperlinks

F7 Spelling and grammer dialog box

Shift +F7 Theasarus

Ctrl +N To create new document

Ctrl + O Open saved document

Ctrl +s Save the document

Ctrl +P Print the document

Ctrl +w Close the document

Ctrl +home Move the cursor to start of document

Ctrl +end Move the cursor to end of document

Home Move the starting of line

End Move the end of line

Ctrl +A To select entire document

Shift + end To select entire line from left to right

Shift +Home To select entire line from right to left

Ctrl +shift+end To select all text in a page from left to right

Ctrl +shift +L Bullet points

Ctrl + up arrow Move cursor start of paragraph

Ctrl + down arrow Move cursor end of paragraph

Ctrl + home Move cursor start of document

Ctrl +end Move cursor end of document

Ctrl +shift +home Select from right to left on a page

Shift +F3 Change case to lower and upper

Ctrl +F1 To show or hide ridden

F1 Help

alt+shift+D Current date

alt+shift+T Current time

Backspace it deletes single character left of a cursor

DescriptionShortcut keys
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I M P O R TA N T  E X A M  FA C T S  

1. MS Word is a Word Processor. 

2. Default file name = Document1. 

3. Default tab = Home. 

4. Default orientation = Portrait. 

5. Ribbon contains tabs and tools. 

6. Home tab contains 5 groups. 

7. Ctrl + B = Bold. 

8. Ctrl + I = Italic. 

9. Ctrl + U = Underline. 

Delete: it delete single character right of a cursor

ctrl+backspace: delete all characters of a single word  left of 
a cursor

ctrl+delete delete all character of a single word right of a 
cursor

ctrl+shift +c To copy the text format

Ctrl +shift +v To paste the format

ctrl +F12 Open the document

shift+F12 Save the document

F12 Save as 

Ctrl +shift+F12 Print the document

Ctrl + = Subscript

Ctrl +shift + + Superscript

Ctrl +shift+F5 Bookmark

Shift +F5 Last location of cursor

DescriptionShortcut keys
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10. Ctrl + F = Find. 

11. Ctrl + H = Replace. 

12. Mail Merge creates personalized documents. 

13. WordArt creates decorative text. 

14. Watermark appears behind text. 

15. Macro records repetitive tasks. 

16. .docx is the default file format. 

17. To select a word in the document :press double click on the word 

18. Default tab :home tab 

19. Default font size of document:12 , 

20. font size range is 1 to 1638 

21. Default font body :calibre 

22. Its nature is word processor 

23.  Default Name of the file is Document1 

24. Default orientation is potrait 

25. Small caps:all leter is capital of a word but first letter of word is bigger then other 

26. Text wrap: my name is gur  preet after text wrap my name is gurpreet 

Q U I C K  R E V I S I O N  N O T E S  

• MS Word = Word Processor 

• Default File = Document1 

• Default Tab = Home 

• Default Orientation = Portrait 

• Default Font = Calibri 
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• Home Tab = Clipboard, Font, Paragraph, Styles, Editing 

• Insert = Tables, Pictures, Header, Footer, Symbols 

• Design = Themes, Watermark 

• Layout = Margins, Orientation, Columns 

• References = TOC, Footnotes, Citations 

• Mailings = Mail Merge 

• Review = Spelling, Grammar, Thesaurus 

• View = Read, Print, Web, Outline, Draft 

• M A C R O  =  R E C O R D  TA S K S  

• Default Extension = .docx 
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