[image: ]
[image: ]

[image: ]

[image: ]

[bookmark: _GoBack][image: ]
image1.tmp
Word 2013 For Dummies Cﬁe

From Word 2013 For Dummies by Dan Gookin ar

‘compose textis one of he things that computers do well, but that doesnt make

the text.writing chore easier or mply that using Word is simple enough that you
dontneed help. So enjoy this Cheat Sheet

Getting to Know the Word 2013 Screen

Behold Word 2013's screen. You see the promise of a new document and a bewidering number of
buttons and gizmos. Here are the important points o remember
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Understanding the Word 2013 Ribbon

Microsoft Word 2013's Ribbon presents tabs that you can click 1o reveal groups of helpful icons. These.
icons represent command buttons, input boxes, and menus.
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Word 2013 Keyboard Command Roundup

‘Whether you use a phone's virtual keyboard or the real thing on your computer, word processing
remains a keyboard-bound actvty. The following tables show ho to access Microsoft Word 2013's

‘commands and functons.

Cursor-Movement

Pressing This Key

End

Cirl+Home

CireEnd
Basic Ed;

iting

Commands.

copy
cut
Paste

Undo

cisc

ctex.

ciev.

csz

Moves the Insertion Pointer
Up one ne of text

Down one fine oftext
Leftto the next character
Right o the next character
Up one paragraph

Down one paragraph

Lef one word

Right one word

Up one screen

Down one screen

o start of current fne

To end of current line:

o top of document

To bottom of document

TextFormatting Commands

Baid

alic

Underiine

B,

ct

ciey
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Double underline
Word underline:
Smallcaps
Superscript
Subscript

Clear formating
Grow font
Shrink font
ALLCAPS

Font dialog box.

ott+ShitsD.
ot shitew
ottsShik.
Ot Shite+
otte=
Cil+spacebar
ottsshite>
ottsShite<
ttsshitsA

cilD

Paragraph-Formatting

Commands.
Genter text
Lefalign
Right.algn
One.ine spacing
1-172ne spacing
Two-ine spacing
susity
Indent
Unindent
Hanging indent

Un-hang indent

e

cteL

R

cte1

ciis

c2

ctitey

cttem

Cirsshiftst

T

CirshineT

Popular Word Keyboard

Shortcuts
Help
Cancel
Goback
New document
Open sereen

Print

F
Escape
shinsFs
ctin
ctis0

ciriep
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Close document ctrew

Quick save cties
Repeat ctey
Find ctisF
Find and repiace ctisH

Insert hard page break  Cir+Enter

Uncommon (but Useful) Word Keyboard
shortcuts

Goto Fs

‘Showide nonprinting characters  Clrl+Shifirs

File screen AlF
Styles task pane. ClsShisAllsS.
Word count CllsshinsG
‘Symbol font cuisshinsa
Print Layout view ctsanp
Draft (nomma) mode AN
Outine mode ClleaR-0.

Spit window AltsCtisS
Track revisions. AllsSHE

Commands that Insert
Something

Todaysdate  ARsSHAD
Gurentlime  AtsShilsT
Paste special  ARsCHY
Footnole  ARsCHE

Endnote AttsctisD

Comment  CirlsAlsM
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Using Word 2013's Special-Character Keyboard Shortcuts

‘Some key combinations insert characters into your Word 2013 document If you find these characters
usefulin your day-to-day typing dutes, consider using their keyboard shortcuts:

SymbolName  Symbol Keys to Press.
Euro € ClreAE
Trademark. - AT
Copyright CHAlsC
Registered cHAsR

En-dash Cirivminus key on the numeric keypa

Em-dash CirivAltsminus key on the numeric keypad
Unbreakable space il+Shitsspace

Unbreakable hyphen - Hl+Shift=- (hyphen)

Word 2013 Tricks to Remember

Here's a short st of the most helpful Microsofl Word 2013 trcks. Keep these suggestions in mind when
you compose a new document

* Press Cri+Enter to start a new page. This inserls a hard page break, which forces 3 new page
automatically.

Press Shift+Enter to insert a soft return. This is useful for breaking 3 ine of ext, such as in 3
‘document i or an address.

Use tabs to line up your text. Never use spaces for his task. One tabis all you need. If you'e.
inserting more than one tab, you need to reset the fab stops.

Always use one tab between columns to line them up. It makes editing the information easier if
you have todo .

If you need to change the page formatting in the midde of your document, start a new section.

Save your styles in a template! That way, you can use them for new documents you create without
having o rebuid allyour styles over and over.





