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Activity #1  

1. Open a blank Microsoft Word document. 

2. Type the following paragraph into Microsoft Word: 

 

Word! The following activities are designed to help you learn and understand various functions 

of Microsoft Word. This, combined with practice, will hopefully assist you in making use of 

Microsoft Word in the future. After this initial practice, we will explore the many ways you can 

edit your document to suit your needs. Word! 

 

3. Do your best to match the paragraph as accurately as you can. Don’t worry about every mistake 

if you notice them after typing. 

 

Activity #2  

Practice various keyboard functions by completing the following actions on the paragraph you 

typed in Activity #1: 

1. Move your mouse between the “!” and “The” in the very first line of the paragraph and left-click 

to place the cursor between them. 

2. Press the Enter key to create a new line. “Word!” should now be on its own line above the rest 

of the paragraph. 

3. Without moving the cursor, press the Tab key twice to indent your paragraph. The first line of 

your paragraph will now be indented for easier reading. 

4. Press the Undo button to undo your last action. Since only one tab is needed to indent a 

paragraph, we don’t need two. 

5. Now move your cursor to the end of the paragraph (after the last “Word!”). Once there, press 

backspace until you have removed all of “Word!” at the end. 

 

Activity #3 

Go back to your Microsoft Word document from the previous activities. 

1. Move your mouse to the space just after the “!” in the first line “Word!” Hold left-click and drag 

the mouse to the left until you have selected “Word!” completely. 

2. Find the Styles group at the top of the window in the Home tab of the Ribbon. Mouse over the 

different styles shown until you find the Title style. Notice how keeping your mouse over a style 

will allow you to preview it. Left-click the Title style to apply it. 

3. Next find the Center justify button and left-click it to center the text. 

4. Select the first occurrence of “Microsoft Word” in the paragraph. Left-click the Bold button. 

5. Select the second occurrence of “Microsoft Word” in the paragraph. Left-click the Italics button. 

6. Select last sentence of the paragraph and press the Underline button. 

7. Finally, select the entire paragraph (except for the title line). Choose a font and size from the 

drop-down menus on the Ribbon.  
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Ctrl + A Select all contents of the document 

Ctrl + C Copy selected text/object to the clipboard 

Ctrl + V Paste from the clipboard 

Ctrl + X Cut selected text/object to the clipboard – Note: This will delete text/object 

Ctrl + N Create a new document 

Ctrl + B Toggle Bold/Bold selected text 

Ctrl + I Toggle Italics/Italicize selected text 

Ctrl + U Toggle Underline/Underline selected text 

Ctrl + L Align text and objects to the left margin 

Ctrl + E Align text and objects to the center 

Ctrl + R Align text and objects to the right margin 

Ctrl + J Justify text and objects 

Ctrl + F Open the Navigation window to search for text 

Ctrl + Z Undo last action 

Ctrl + Y Redo last action 

Ctrl + 1 Set single-spaced lines 

Ctrl + 2 Set double-spaced lines 

Ctrl + S Save document 

Ctrl + O Open document 

Ctrl + W Close document 

 


