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Beginners: Intro to MS Word 
1. Click on the Programmes tab 
2. Click on the MS Word icon  

1. Click on the Start button 
2. Click on Programs 
3. Click on the MS Word icon  

The buttons below are the ones most commonly used: 
Formatting Toolbar Insertion Point / Cursor Your Page 

 

Ruler 

New: create a 
new MS Word 
document. 

Open a saved 
MS Word 
document. 

Print the 
entire 
document 

Print Preview 
the document 

 Spelling 
and 
Grammar 

• Change the appearance of the paragraph (Paragraph Formatting): 

• Change the appearance of text (Text Formatting): 

Align the 
text to the 
left 

Align the 
text in the 
centre 

Align the 
text to the 
right 

Create a 
bulleted list 

Create a 
numbered 
list 

Changes 
the Text 
Colour 

Makes the 
text 
underlined 

Makes 
text 
Italic 

Makes 
text 
Bold 

Changes 
the Text 
Size 

Font type: 
change the type 
of lettering used 

Paste the 
copied or 
cut text. 

Cut the 
selected 
text. 

Show/Hide 
special 
characters 

Zoom 
in the 
page. 

Copy 
selected 
text. 

Redo 
the last 
action. 

Undo 
the last 
action. 

Please note that: 
• a box with an arrow next to it is a combo box, clicking on the arrow 

provides more options. 
• Most of the formatting buttons above work as switches: click on it 

once to apply the formatting (notice that the button becomes lighter 
and ‘sunk in’), click again to remove it. 

On your home PC you might have MS Works instead of MS Office; the 
MS Works Word Processor is very similar to MS Word. 


