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. . AutoCorrect | Math AutoCorrect | AutoFormat As You Type | Opt' Ons
Autocorrect — allows quick correction ) tom AtoCarect Ot s g
Carrect TWo INitial CApitals .m
and replacement 5] Catabe st hgmences o0 word
1. Click the Office button and then i mn Y A wor
Choose word options [¥] Correct accidental usage of cAPS LOCK key ::/l
2. Click on the Proqflng tab and then Drstsiomtn: J New word
Autocorrect optlons MoTU Masters of the Universe —
3. Put the letters you wanted replaced in T .
the replace box fb "gh : 4 List of
4. Put the words you wanted to replace :ﬁ:tgfhzz” 23;;:::;3” ~. replaced
into the with box — o words
5. Click OK Including
[¥] Automatically use suggestions from the speling checker tU mn i n g
e symbols into
®)
Find and Replace . @I&J
Find Replace I Go To . . . .
aivhat o =/l Find - an easy way to find information
1. Click the home ribbon and select find
2. Type a word in the find what box
3. Click the find Next button
More »> ReadingHighignt ~| [ Findin ~ | [ EindNext | [ cancel | y
Find and Replace - @&J
[Sada] Revece [pgaian] Replace - an easy way to replace information
Fndwhet:  [dig = 1. Click the home ribbon and select
Options: Search Down rep I ace
|| Redoce v [cat =1 | 2. Type a word in the Find what box
, 3. Type a word in the Replace with box
Repice | [ Repioceat | [ Endtiext | [ cose | 4. Click the replace or replace all button

Numbering - puts text in list form with an order of importance
i= - 1. Click the numbering button on the Home ribbon

——— 2. Then begin typing your list, hitting enter after each item or Highlight
items

Bullets - puts items in list form without order of importance
:= . * Click the bullets button on the on the Home ribbon

= e Then begin typing your list, hitting enter after each item or Highlight
items

Increase or Decrease indent
Click on an item in a list
Click increase or decrease buttons to change the indent
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Recently Used Bullets

.' B * ° To change the look of bullets
or numbering styles 1

Bullet Library

2. Click the arrow next to the

| 1. Highlight the list :
MNone . E B & Numbering Library

«— bullets and numbering I 1

. buttons W | N

+ *:* > v 3. Click on desired look ' |3 2
Document Bullets For more possibilities click the . . i
customize button and try different c o
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looks
<2 Change List Level /

Define Mew Bullet...

Keyboard Shortcuts

CTRL & B to bold an item

CTRL & | to italicize an item To use these
CTRL & U to underline an item shortcuts you
CTRL & C to Copy an item must highlight
CTRL & X to cut an item text first
CTRL & V to paste an item
CTRL & 2 to double space the text

CTRL & 5 to one and half space the text
CTRL & 1 to single space the text

CTRL & Shift & > to increase font size by 2
CTRL & Shift & < to decrease font size by 2

The shortcuts below can be used anytime
CTRL & A to select all

CTRL & Shift & A to Capitalize

CTRL & N to Create a New Document

Recently Used Mumber Formats -

a. i. 1.
b. ii. 1.
C. iii. Il

[ iii.

Define New Mumber Format...

To see a specific

CTRL & Z to Undo an action Th h
CTRL & Y to Redo an action ese shortcuts
CTRL & F to find an item may be. used
CTRL & H to replace an item anytime

CTRL & G to access the Go To menu
CTRL & S to Save the current document
F7 to access spelling and grammar

F1 to access Microsoft word help

CTRL & P to print a document

shortcut point to
B "'i'r ﬂ the button for a bit
and it will show a
small window
below the button
with the shortcut
Command Shortcut
[
Bold {Ctrl+EB)

Make the selected text bold.

Do not memorize. Try practicing one or
two shortcuts for a couple of days. After
a while your fingers will remember it



