Basic Word Processing Tutorial

Entering Text

To start a document select File, New
Click OK to start with a Normal Template

You will see a flashing vertical line - this is your cursor

You will be able to enter text only at the spot where your cursor is flashing.

Use the space bar, enter key or mouse to position the cursor where it needs to be.

To delete text using the delete key, position your cursor in front of the letter or word that you would like to remove.

Use the backspace key to remove text or words by positioning the cursor behind the word or text you would like to remove.

To add a blank line simply press the enter key at the end of your sentence.

Cut, Paste and Copy

To cut and paste text, place your cursor at the beginning or the end of the word you would like to move.

Press down on the left mouse button and drag your cursor, with your mouse, across the word or text.

Then from either Edit, Cut or by pressing the picture of the scissors place your highlighted text on your clipboard.

(NOTE: you may only save one thing at a time to your clipboard) 

Next place your cursor where you would like to insert your text.

From either the Edit, Paste or by pressing the picture of the clipboard insert your text.

To copy text, follow the steps to cut text. But this time from Edit select Copy or press the picture of the two documents from the toolbar.

Next follow the instructions for pasting to place the text where you want in your document.

Underlining, Boldfacing or Italicizing

To underline, bold or italics; place your cursor at the beginning or the end of the word you would like to change.

Press down on the left mouse button and drag your cursor, with your mouse, across the word or text.

Then with your text highlighted press the B, I or U on the toolbar.

Text Spacing

To add spaces press the space bar.

To indent a set amount of spaces such as at the beginning of a paragraph press the Tab Key
To center a title or ten, select the centered lines button just to the right of the U.

