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Dialog Box auncher 

•	 To Cutor Co y Text: Select the text you want tocut or copy and click the 
[!]Cul or Copy button in the Clipboard group onthe Home tab. 

• To Paste Text:Place the insertion point where you want topaste and click 

the 0 Paste button in theClipboard group onthe Home tab. 
• To Format Selected Text: Use thecommands in the Font group onthe 

Home tab, orclick the Dialog BoxLauncher in the Fonl group toopen the 
Font dialog box. 

•	 To Copy Formatting with the Format Painter: Select me text with the 
formattIng you want tocopy and clickthe []] Format Painter button in the 
Clipboard group onthe Home tab. Then, select the text you want toapply 
the copiedformattingto. 

• To Change Paragraph Alignment: Selectth~rag raph(s) and click the 
appropnate alignment button 00 Align Left, ~J Cenler , ~ Align Right, 
or ~ Justify) in the Paragraph group onthe Home tab. 

• To Indent a Paragraph: Clickthe IncreaseIndent button in the 
Paragraph group ontheHome tab. 

•	 To Decrease anIndent: Click the Decrease Indent button Inthe 
Paragraph group onthe Home tab. 

•	 To Adda Tab Stop: Clickthe Tabalignment box on(he Ruler until you L 

see the type of tab you want toinsert. Then, click on the Ruler where you 
want toinsert the tab stop. 

•	 To Adjustor Remove a Tab Stop: Click and drag the L tab slop to the 
desired position onthe Ruler. Clickand drag the L tab stop offthe Rulerto 
remove it. 
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•	 ToChange Paragraph LineSpacing: Click the :g. LineSpacing button in 
the Paragraph group onthe Home tab and select an option from thelist. 

• To Create a Bulleted or Numbered List: Selecltheparagraphs you wantto 
bul letornumber and clickthe § Bullets or[§ Numbering button in the 
Paragraph group onthe Home tab. 

•	 To Changea Document 's Margins: Click the Page Layout labonthe 
Ribbon, click the Margins buttonin the Page Setup group, and select a 
setting. 

• To Change Page Orientation: Clickthe Page Layout tab onthe Ribbon, click 
the Orientation button, and select anoption from the list 

• To Insert a Header or Footer: Click the Inserttabonthe Ribbon and click 
the Header orFooter button in the Header & Footergroup. 

•	 To Insert a Manual Page Break: Click the Insert tab onthe Ribbon and click 
the Page Break button in the Page Selupgroup. 

o	 ToInserta Section Break: Click the Page Layout labontheRibbon, click 
Ihe Breaks button Inthe Page Setup group, and select the type 01 break you 
want to insert. 

• ToCorrect a Spelling Error: Right-click the error and select acorrection from 
the contextual menu. Or, press <F7> torun the Spell Checker. 

• To Find Text: Click the J Findbenon in the Editing group ontheHome tab. 
• To Replace Text: Click the ~ Replace button in the Editing group onthe 

Home lab. 
•	 To Move Text with theMouse: Select the text you wanltomove, drag the 

text toa new location, and release the mouse button. 

Drawing and Graphics 

• 

To Inserta Table: Clickthe Inserttab ontheRibbon, click the Table button • To Insert a Clip Art Graphic: Click the Insert tabonthe Ribbon and click the 
in the Tables group, and select Insert Table from the menu. ClipArt button in the Illustrations group. Type the name of what you're
 
To Inserta Column or Row: Click the Layout tab under Table Tools and
 looking for in the "Search for' box and click Go.
 
use the commands located in the Rows &Columns group.
 • To Insert a Picture: Click the Insert tab on the Ribbon and click the Picture 
ToDelete a Column or Row: Select the column or row you want todelete, button Inthe Illustrations group. Find and select the picture you want to insert 
click the Layout tabunder Table Tools, click the Delete button in the Rows and click Insert.
 
& Columns group, and select anappropriateoption from the menu.
 • ToAdjustText Wrapping: Double-click the object. clickthe TextWrapping 

button Inthe Arrangegroup, and select anoption from the list.
 
want toadjust, click the Layout tab under TableTools, and use the
 

o ToAdjustColumnWidth or Row Height: Select thecolumn orrow you 
• To Draw a Shape: Click the Insert tabonthe Ribbon, clickthe Shapes
 

commands located in theCell Sizegroup.
 button inthe Shapes group, and select the shape you want toInsert. Then, 
click where you want 10 draw theshape and drag until theshape reaches the 

Mail Merge desired size. Hold down the <Shift> key while you drag to draw a pertectly 
proportioned shape orstraightline. 

I , Select a document type: Click the Mailings tab onlheRibbon, click the • To Move anObject: Click Ihe object and drag it 10 a new location. Release 
Start MallMerge button in theStart Mail Merge group, and select the type the mouse button when you'refinished. 
ofdocument you want to create. 

• To Resize anObject: Click the object toselect ii, click and drag one of its 2. Connect the document to a data source: In the Start Mail Merge group on 
sizing handles« ), and release themouse button when the object reachesthe Mailings tab,c1ick the Select Recipient button. 
the desired size. Hold down the <Shift> key whiledragging to maintain the

3, Refine recipients: Inthe Start Mail Merge groupontheMailingstab. c1lck 
object's proportions while resiZingit. the EditRecipient List button. 

• To Delete anObject: Select the objectand press the <Delete> key.4. Insert merge fields: Position the insertionpointwhere you want to insert 
the merge field(s) and use the commands found in the Write & Insert Fields • To Format anObject: Double-dickthe object and use the commands located 
group onthe Mailings tab. on the Format tab, 

5. Preview your letters: In the Preview Resultsgroup onthe Mailings tab, • To Insert a WordArt Object: Click the Inserttab onthe Ribbon, clickthe 
click the Preview Results button. WordArt burton in the Text group, and selecta design from the WordArt 

6. Complete the merge: In the Finish group onthe Mailingstab,clickthe Gallery. Enterthe textyou want WordArt to format and adjustthe font type 
Finish& Merge button and select an option from the list. and size, if necessary. Click OK, 
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