Using Microsoft Word

BASIC FUNCTIONS:

· If you want to highlight some text in your paper (either to delete a big chunk or move a sentence), hold down the right mouse button and drag it over the text you want to select.
· If you want to cut/copy something from another page onto your page, hit “CTRL” and then scroll down to “cut” or “copy.” Then go to where you want it and hit “CTRL” and then scroll down to “paste.”
· To indent a paragraph or the second line of a citation, hit “tab.”
· To go to a new line, hit “enter.”
TOP MENU BAR:

· To print, go to “File” and then “Print.”
· To save, go to “File” and then “Save As.” Give it the name: Brit. Lit. Research Paper-your last name.
· To do the headers at the top right hand corners (last name and page #), go to “View” and then to “Header and Footer.” Then hit the “Align Right” button on the toolbar. Type your last name. Hit the “space” bar, and then hit the page # button on the mini toolbar that popped up.
· To go to the next page for your Works Cited page (if it doesn’t do it automatically), go to “Insert” and then scroll down to “Break” and then over to “Page Break.”
· If “Spelling and Grammar” isn’t on the Toolbar, then you can find it by going to “Tools.” Then scroll down to “Spelling And Grammar.” You will also find the “Thesaurus” there.
TOOLBAR:
· To get a new, blank page hit the white page icon (“New Blank Document”).

· If you want to see what your paper will look like, hit the icon with the paper and the magnifying glass (“Print Preview”).

· You can use the scissors icon, the double page icon, and the clipboard icon to Cut, Copy and Paste.

· The backwards arrow is how you undo the last thing you did.

· The font should already be on “Times New Roman.” If not, scroll down until you find it.

· The font size should also already be at size 12. If not, change that as well.

· The “B” is to bold. The slanted “I” is to italicize. The “U” is to underline (for book titles and Internet site titles).

· Also, make sure you have the “Double Space” function on. You can also find this feature in “Format” and then “Paragraph.”

· You should have the “Align Left” button on most of the time, but hit “Align Center” to type your paper title and the Works Cited page title. You will need the “ Align Right” button for the header (last name and page #).

