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Introduction  



Opening a Word Document 



The Word Interface  



Save a Document  



Print a document & know the settings  



Applying Fonts 



Changing Text Appearances  



Creating lists 



Inserting a Table  



Modifying Table  



Drawing Shapes  



Inserting Pictures  

• Select the Insert tab on the Ribbon, then click the Pictures command 
• The Insert Picture dialog box will appear. Select the desired image file, then 

click Insert. 



Formatting Pictures  



Inserting Text Boxes 



Insert a Header or Footer and Page number 

• Select the Insert tab, then click the Header or Footer or Page number 
command. 

• In the menu that appears, select the desired preset header or footer or Page 
number. 


