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SUMMARY OF FEATURESPRIVATE 

ACCENTED CHARACTER 
1.
Position Insertion Point

2.
Depress [image: image1.png]


 and accent; press character

ALL CAPS 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font...", "All Caps", [OK]
[image: image2.png]



Press [image: image3.png]


+[image: image4.png]


+[image: image5.png]



ANIMATE TEXT 

1.
Select text

2.
Click on "Format", "Font...", [Animation]
3.
Click on effect; click on [OK]
AUTOMATIC BACKUP 

1.
Click on "Tools", "Options"; [Save]
2.
Click in "Save AutoRecover info every" Check Box

3.
Enter number of minutes; click on [OK]
BOLD 

[image: image6.png]
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1.
Position Insertion Point or select text

2.
[image: image7.png]


 Press [image: image8.png]


+[image: image9.png]




[image: image10.png]


 Click on [Bold]
BULLET LIST 

1.
Select text

2.
Click on "Format", "Bullets and Numbering...";

[image: image11.png]
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click on [Bulleted]; click on style; [OK]
[image: image12.png]



Click on [Bullets]
BULLET LIST—Remove Bullets 

1.
Select bulleted list

2.
Click on "Format", "Bullets and Numbering...";

[image: image13.png]
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click on [None]; click on [OK]
[image: image14.png]



Click on [Bullets]
CENTER PAGES VERTICALLY 

1.
Position Insertion Point anywhere in section

2.
Click on "File", "Page Setup...", [Layout]
3.
Click on ( in "Vertical Alignment"; Center; [OK]
CHANGE CASE 

1.
Select text; click on "Format", "Change Case..."

2.
Select desired option; click on [OK]
CHANGE SYSTEM DEFAULT DRIVE 

1.
Click on "Tools", "Options..."

2.
Click on [File Locations]; click on [Modify...]
3.
Click on (; click on drive; double-click on folder

4.
Click on [OK]; click on [Close]
CHARACTER FORMATTING 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font..."

3.
Click on special effect option; [OK]
CLOSE ALL DOCUMENT WINDOWS 

1.
Depress [image: image15.png]


; click on "File", "Close All"

CLOSE DOCUMENT WINDOW 

1.
Click on "File", "Close"

or
Click on [X] in Document Title Bar

[image: image16.png]



Press [image: image17.png]


+[image: image18.png]



COLOR TEXT 

[image: image19.png]
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1.
Select text

2.
[image: image20.png]


 Click on [Font Color]
or
Click on ( in [Font Color]; click on color

COPY FILE 

1.
Click on "File", "Open..."

2.
Click ( in "Look in"; click drive; double-click folder

3.
Right-click on file to be copied

4.
Click on "Copy"; select destination folder

5.
Right-click on file; click on "Paste"

6.
Click on [Cancel] or [X] or press [image: image21.png]



COPY FORMATTING 

1.
Select text which contains formatting

[image: image22.png]
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or
Select paragraph which contains formatting

2.
[image: image23.png]


 Double-click on [Format Painter]
3.
Select text to be formatted

or
Click in paragraph to be formatted

4.
[image: image24.png]


 Click on [Format Painter] to cancel

or
[image: image25.png]


 Press [image: image26.png]


 to cancel

COPY TEXT 

1.
Select text

2.
Click on "Edit", "Copy"

[image: image27.png]



Press [image: image28.png]


+[image: image29.png]
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Click on [Copy]
3.
Position Insertion Point

4.
Click on "Edit", "Paste"
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[image: image33.png]



Press [image: image34.png]


+[image: image35.png]


 or [image: image36.png]


+[image: image37.png]



[image: image38.png]



Click on [Paste]
Drag and Drop
1.
Select text; place Mouse Pointer in selected text

2.
Depress Left Button; depress [image: image39.png]



3.
Drag dotted Insertion Point

4.
Release Mouse; release [image: image40.png]



DATE 

1.
Position Insertion Point

2.
Click on "Insert", "Date and Time..."; select format

3.
Click in "Update Automatically" if desired; [OK]
[image: image41.png]


 Keyboard (Date Code)
1.
Position Insertion Point; press [image: image42.png]


+[image: image43.png]


+[image: image44.png]




DELETE FILE 

1.
Click on "File", "Open..."

[image: image45.png]
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Click on [Open]
2.
Click ( in "Look in"

3.
Click on drive; double-click on folder

4.
Right-click on file

5.
Click on "Delete"; click on [Yes]
6.
Click on [Cancel] or [X] or press [image: image47.png]



DELETE TEXT 

Previous character:
[image: image48.png]BackSpace




Next character:

[image: image49.png]



Preceding word:

[image: image50.png]


+[image: image51.png]BackSpace




Next word:

[image: image52.png]


+[image: image53.png]



To beginning of line:
[image: image54.png]


+[image: image55.png]


, [image: image56.png]



To end of line:

[image: image57.png]


+[image: image58.png]


, [image: image59.png]



One line up:

[image: image60.png]


+[image: image61.png]


, [image: image62.png]



One line down:

[image: image63.png]


+[image: image64.png]


, [image: image65.png]



To top of document:
[image: image66.png]


+[image: image67.png]


+[image: image68.png]


, [image: image69.png]



To end of document:
[image: image70.png]


+[image: image71.png]


+[image: image72.png]


, [image: image73.png]



DISPLAY FORMATTING 

[image: image74.png]



Click on "Help", "What's This?"; click on character

[image: image75.png]



Press [image: image76.png]


+[image: image77.png]


; click on character

Cancel Display
1.
Click on "Help", "What's This?"

[image: image78.png]



Press [image: image79.png]



DISPLAY FORMATTING TOOLBAR 

1. Click on "View", "Toolbars...", Formatting

DISPLAY HIDDEN TEXT 

[image: image80.png]
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Click on [Show/Hide ¶]
[image: image82.png]



Press [image: image83.png]


+[image: image84.png]


+[image: image85.png]



DISPLAY NONPRINTING CHARACTERS 

[image: image86.png]
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Click on [Show/Hide ¶]
[image: image88.png]



Press [image: image89.png]


+[image: image90.png]


+[image: image91.png]



DISPLAY OPEN WINDOWS 

1.
Click on "Window", "Arrange All"

DISPLAY RULER 

1.
Click on "View", "Ruler"

DISPLAY STANDARD TOOLBAR 

1.
Click on "View", "Toolbars...", Standard
DISPLAY STATUS BAR 

1.
Click on "Tools", "Options...", [View]
2.
Click on "Status bar"; [OK]
DOTTED UNDERLINE 

1.
Select text

2.
Click on "Format", "Font..."

3.
Click on ( in Underline; click on Dotted, [OK]
DOUBLE UNDERLINE 

1.
Select text

2.
Click on "Format", "Font...",


click on ( in Underline; click on Double, [OK]
[image: image92.png]



Press [image: image93.png]


+[image: image94.png]


+[image: image95.png]



DROP CAP 

1.
Position Insertion Point inside paragraph

2.
Click on "Format", "Drop Cap..."

3.
Click on desired style; click on [OK]
EXIT WINDOWS 95/98
1.
Click on [Start]; "Shut Down..."

2.
Click on "Shut down the computer"; [Yes]
EXIT WORD FOR WINDOWS 97 

1.
Click on "File", "Exit"

or
Click on [X] in Application Title Bar

[image: image96.png]



Press [image: image97.png]


+[image: image98.png]



FIND TEXT 

1.
Select text to be found

2.
Click on "Edit", "Find..."

[image: image99.png]



Press [image: image100.png]


+[image: image101.png]



3.
Enter text to be located; click on [Find Next]
4.
Click on [Find Next] to continue

[image: image102.png]



Press [image: image103.png]


+[image: image104.png]


 to continue

5.
Click on [OK] when prompted

6.
Click on [Cancel] or [X] to exit

FONT 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font..."; click on font; [OK]
[image: image105.png]



Click on ( in Font; click on desired font

FONT SIZE 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font..."; click on size; [OK]
[image: image106.png]



Click on ( in Font Size; click on desired size

or
Click on ( in Font Size; enter size; press [image: image107.png]



FORCE PARAGRAPH TO NEW PAGE 

1.
Position Insertion Point in paragraph

2.
Click "Format", "Paragraph...", [Line & Page Breaks]
3.
Click on "Page break before"; click on [OK]
GO TO 

1.
Click on "Edit", "Go To..."

[image: image108.png]



Press [image: image109.png]


+[image: image110.png]


 or [image: image111.png]



2.
Click on [Next] to advance to next page

or
Click on [Previous] to advance to previous page

or
Enter Page Number; click on [Go To]
3.
Click on [Close] to close Go To

[image: image112.png]



Press [image: image113.png]


 to close Go To

HANGING INDENT 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents and Spacing]

click on ( in "Special"; Hanging; click [OK]
[image: image114.png]



Press [image: image115.png]


+[image: image116.png]



HANGING INDENT—Remove 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents and Spacing]

click on ( in "Special"; [none); click [OK]
[image: image117.png]



Press [image: image118.png]


+[image: image119.png]


+[image: image120.png]



HELP—Contents 

1.
Click on "Help", "Contents and Index", [Contents]
2.
Click on book topic; click on [Open]
or
Double-click on desired book topic

3.
Click on feature; click on [Display]
4.
Click on [X] to close Help

or
Double-click on Help Application Icon

HELP—Context Sensitive 

1.
Click on [?] in Dialog Box; click on item

[image: image121.png]



Click on item in Dialog Box; press [image: image122.png]


+[image: image123.png]



HELP—Index 

1.
Click on "Help", "Contents and Index", [Index]
2.
Enter word; click on [Display]
or
Click on (; click on item; click on [Display]
3.
Click on topic; click on [Display]
4.
Click on [X] to close Help

or
Double-click on Help Application Icon

HIDDEN TEXT 

1.
Select text

2.
Click on "Format", "Font", "Hidden", [OK]
[image: image124.png]



Press [image: image125.png]


+[image: image126.png]


+[image: image127.png]



HIGHLIGHT TEXT 

[image: image128.png]
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1.
Select text

2.
[image: image129.png]


 Click on [Highlight]
or
Click on ( in [Highlight]; click on color

HYPHENATION 

[image: image130.png]
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1.
Select text if required; click on "Tools", "Language"

2.
Click on "Hyphenation..."; click on [Manual...]
3.
Press ( or ( to position hyphen; click on [Yes]
or
Click on [No] to bypass

4.
Click on [OK]
HYPHEN—Nonbreaking 

[image: image131.png]



Position Insertion Point; press [image: image132.png]


+[image: image133.png]


+[image: image134.png]



HYPHEN—Optional 

[image: image135.png]



Position Insertion Point; press [image: image136.png]


+[image: image137.png]




INDENT 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents and Spacing]

enter value for Left Indent and Right Indent; [OK]
[image: image138.png]
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Click on [Increase Indent]
[image: image140.png]



Press [image: image141.png]


+[image: image142.png]



INDENT—Remove 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents and Spacing]

enter 0 for Left and Right; [OK]
[image: image143.png]
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Click on [Decrease Indent]
[image: image145.png]



Press [image: image146.png]


+[image: image147.png]


+[image: image148.png]



INSERT FILE 

1.
Position Insertion Point; click on "Insert", "File..."

2.
Click on ( in Look in"; click drive; double-click folder

3.
Double-click on desired file in "File Name" List Box

or
Click on file; click on [OK]
INSERTION MOVEMENT KEYS 

Previous character:
[image: image149.png]



Next character:

[image: image150.png]



Previous word:

[image: image151.png]
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Next word:

[image: image153.png]


+[image: image154.png]



Up one line:

[image: image155.png]



Down one line:

[image: image156.png]



Beginning of line:

[image: image157.png]



End of line:

[image: image158.png]



Preceding paragraph:
[image: image159.png]


+[image: image160.png]


 twice

Current paragraph:

[image: image161.png]


+[image: image162.png]



Next paragraph:

[image: image163.png]


+[image: image164.png]



Up one screen:

[image: image165.png]



Down one screen:

[image: image166.png]



Top of screen:

[image: image167.png]


+[image: image168.png]



Bottom of screen:

[image: image169.png]


+[image: image170.png]



Previous page:

[image: image171.png]


+[image: image172.png]


+[image: image173.png]



Next page:

[image: image174.png]


+[image: image175.png]


+[image: image176.png]



Top of document:

[image: image177.png]


+[image: image178.png]



End of document:

[image: image179.png]


+[image: image180.png]



ITALIC 

1.
Position Insertion Point or select text

2.
[image: image181.png]


Click on [Italic]

[image: image182.png]


 Press [image: image183.png]


+[image: image184.png]



KEEP PARAGRAPHS TOGETHER 

1.
Position Insertion Point in first paragraph

or
Select paragraphs

2.
Click "Format", "Paragraph...", [Line & Page Breaks]
3.
Click on "Keep with next"; click on [OK]
KEEP SINGLE PARAGRAPH TOGETHER 

1.
Position Insertion Point in paragraph

2.
Click "Format", "Paragraph...", [Line & Page Breaks]
3.
Click on "Keep lines together"; click on [OK]
LINE SPACING 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents Spacing];


enter desired spacing in "At" Text Box; [OK]
[image: image185.png]



Single:

Press [image: image186.png]


+[image: image187.png]


 


1.5:

Press [image: image188.png]


+[image: image189.png]


 


Double:

Press [image: image190.png]


+[image: image191.png]


 

LIST OPEN FILES 

1.
Click on "Window"; click on desired file

LOAD WORD FOR WINDOWS 97 

1.
Click on [Start]; click on Programs (
2.
Click on MSOffice; click on Microsoft Word
or
Click on Microsoft Word
MANUAL PAGE BREAK 

1.
Click on "Insert", "Break...", [OK]
[image: image192.png]



Press [image: image193.png]


+[image: image194.png]



MARGINS 

1.
Click on "File", "Page Setup...", [Margins]
2.
Press [image: image195.png]


 to advance to margin; enter value

3.
Click on [OK]
MOVE FILE 

1.
Click on "File", "Open..."

[image: image196.png]



Press [image: image197.png]


+[image: image198.png]



[image: image199.png]
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2.
Click ( in "Look in"

3.
Click on drive; double-click on folder

4.
Right-click on file

5.
Click on "Cut"; select destination folder

6.
Right-click Mouse; click on "Paste"

7.
Click on [Cancel] or [X] or press [image: image200.png]



MOVE TEXT 

1.
Select text

2.
Click on "Edit",  "Cut"

[image: image201.png]



Press [image: image202.png]


+[image: image203.png]


 or [image: image204.png]


+[image: image205.png]



[image: image206.png]
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Click on [Cut]
3.
Position Insertion Point

4.
Click on "Edit", "Paste"

[image: image208.png]



Press [image: image209.png]


+[image: image210.png]


 or [image: image211.png]


+[image: image212.png]



[image: image213.png]



Click on [Paste]
Drag and Drop
[image: image214.png]
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1.
Select text; place Mouse Pointer in selected text

2.
Depress Left Button

3.
Drag dotted Insertion Point to new location

[image: image215.png]
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NEW DOCUMENT 

1.
Click on "File", "New...", [OK]
[image: image216.png]



Press [image: image217.png]


+[image: image218.png]



[image: image219.png]



Click on [New]
NONBREAKING SPACE 

1.
Position Insertion Point

2.
Press [image: image220.png]


+[image: image221.png]


+[image: image222.png]space bar




NORMAL VIEW 

1.
Click on "View", "Normal"

NUMBERED LIST 

1.
Select text

2.
Click on "Format", "Bullets and Numbering...";

[image: image223.png]
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click on [Numbered]; click on style; [OK]
[image: image224.png]



Click on [Numbering]
NUMBERED LIST—Remove Numbers 

1.
Select numbered list

2.
Click on "Format", "Bullets and Numbering...";

[image: image225.png]
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click on [None]
[image: image226.png]



Click on [Numbering]
OFFICE ASSISTANT 

[image: image227.png]
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1.
Click on "Help", "Microsoft Word Help"

[image: image228.png]



Press [image: image229.png]



[image: image230.png]



Click on [Office Assistant]
2.
Click on desired item

or
Type a question; click on [Search]
3.
Click on [X] to close Office Assistant

OPEN FILE 

1.
Click on "File", "Open..."

[image: image231.png]



Press [image: image232.png]


+[image: image233.png]



[image: image234.png]
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[image: image235.png]



Click on [Open]
2.
Click ( in "Look in"

3.
Click on drive; double-click on folder

4.
Double-click on desired file in "File Name" List Box

or
Click on file; click on [Open]
PAGE LAYOUT 

1.
Click on "View", "Page Layout"

PAGE NUMBERING—Add 

1.
Click on "Insert", "Page Numbers..."

2.
Select "Position" and "Alignment"; click on [OK]
PAGE NUMBERING—Change Style 

1.
Click on "Insert", "Page Numbers...", [Format...]
2.
Click ( in "Number Format"; click on desired style

3.
Click on [OK]; click on [Close]
PAGE NUMBERING—Remove 

1.
Click on "View", "Header and Footer"

2.
Drag over number; press [image: image236.png]


; click on [Close]
PAPER SIZE/ORIENTATION 

1.
Click on "File", "Page Setup...", [Paper Size]
2.
Click on ( in "Paper Size"; click on desired size

3.
Click on desired Orientation; click on [OK]
PARAGRAPH ALIGNMENT 

1.
Position Insertion Point or select paragraphs

2.
Click "Format", "Paragraph..." [Indents Spacing];


click on ( in "Alignment"; select alignment; [OK]
[image: image237.png]



Click on desired Paragraph Alignment Button

[image: image238.png]
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PREVIEW PAGE 

1.
Position Insertion Point on page

[image: image239.png]
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2.
Click on "File", "Print Preview"

[image: image240.png]



Click on [Print Preview]
3.
Click on desired option

4.
Click on [Close] to exit Print Preview

PRINT CURRENT PAGE 

1.
Position Insertion Point on page

2.
Click on "File", "Print..."

[image: image241.png]



Press [image: image242.png]


+[image: image243.png]



3.
Click on "Current page"; click on [OK]
PRINT ENTIRE DOCUMENT 

1.
Click on "File", "Print..."; [OK]
[image: image244.png]



Press [image: image245.png]


+[image: image246.png]


; [OK]
[image: image247.png]
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[image: image248.png]



Click on [Print]
PRINT MULTIPLE PAGES 

1.
Click on "File", "Print..."

[image: image249.png]



Press [image: image250.png]


+[image: image251.png]



2.
Click on "Pages"; enter numbers (e.g., 1,3-5)

3.
Click on [OK]
PRINTER—Select 

1.
Click on "File", "Print..."

[image: image252.png]



Press [image: image253.png]


+[image: image254.png]



2.
Click on ( in "Name"; click on desired printer

3.
Click on [OK] to print; [Close] to cancel

REMOVE CHARACTER FORMATTING 

[image: image255.png]



Select text; press [image: image256.png]


+[image: image257.png]space bar




REMOVE PARAGRAPH FORMATTING
1.
Position Insertion Point

or
Select paragraphs

2.
[image: image258.png]


 Press [image: image259.png]


+[image: image260.png]




RENAME FILE 

[image: image261.png]
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1.
Click on "File", "Open..."

[image: image262.png]



Press [image: image263.png]


+[image: image264.png]



2.
Click ( in "Look in"

3.
Click on drive; double-click on folder

4.
Right-click on file; click on "Rename"

5.
Enter new name; press [image: image265.png]



6.
Click on [Cancel] or [X] or press [image: image266.png]



REPEAT TYPING 

1.
Type text; position Insertion Point

2.
Click on "Edit", "Repeat Typing"

[image: image267.png]



Press [image: image268.png]


+[image: image269.png]



REPLACE 

1.
Position Insertion Point or select text

2.
Click on "Edit", "Replace..."

[image: image270.png]



Press [image: image271.png]


+[image: image272.png]



3.
Enter text to be replaced; press [image: image273.png]



4.
Enter replacement text; click on [Find Next]
5.
Click on [Replace] to replace

or
Click on [Find Next] to bypass

or
Click on [Replace All] to replace all

6.
Click on [OK]; click on [Close] to exit

REPLACE FILE 

[image: image274.png]
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1.
Click on "File", "Save"

[image: image275.png]



Press [image: image276.png]


+[image: image277.png]



[image: image278.png]



Click on [Save]
[image: image279.png]



28
RESTORE MENU BAR 

1.
Click on "File", "New...", [OK]
[image: image280.png]



Press [image: image281.png]


+[image: image282.png]



[image: image283.png]



Click on [New]
SAVE DOCUMENT 

1.
Click on "File",  "Save As..."

[image: image284.png]



Press [image: image285.png]



2.
Enter filename

3.
Click ( in "Save in"

4.
Click on drive; double-click on folder

5.
Click on [Save]
SECTION BREAK 

1.
Click on "Insert", "Break..."

2.
Click on Section Break option; click on [OK]
SELECT TEXT 

Word:
Double-click on word

Line:
Left Margin; click Left Button

Sentence:
Depress [image: image286.png]


; click Left Button

Paragraph:
Left Margin; double-click Left Button

  or 
Triple-click in paragraph

I.P. to Mouse:
Depress [image: image287.png]


; click Left Button

I.P. to Top:
Press [image: image288.png]


+[image: image289.png]


+[image: image290.png]



I.P. to Bottom:
Press [image: image291.png]


+[image: image292.png]


+[image: image293.png]



Entire document:
Press [image: image294.png]


+[image: image295.png]



SELECT TEXT—Cancel 

1.
Position Mouse Pointer in text; click Left Button

[image: image296.png]



Press [image: image297.png]


, [image: image298.png]


, [image: image299.png]


, [image: image300.png]


, [image: image301.png]


 or [image: image302.png]



SELECT TEXT—Mouse 

1.
Position Insertion Point; depress Left Button

2.
Drag over text; release Left Button on Mouse

SMALL CAPS 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font...", "Small Caps", [OK]
[image: image303.png]



Press [image: image304.png]


+[image: image305.png]


+[image: image306.png]



SPELLING 

1.
Select text if required

2.
Click on "Tools", "Spelling and Grammar..."

[image: image307.png]
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Press [image: image309.png]



[image: image310.png]



Click on [Spelling]
3.
Double-click on word in "Suggestions"

or
Click on word in "Suggestions"; click on [Change]
or
Enter correct spelling; click on [Change]
or
Select option

4.
Click on [OK] when prompt message displayed

STRIKETHROUGH 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font...", "Strikethrough", [OK]
SUBSCRIPT 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font...", "Subscript", [OK]
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Press [image: image312.png]
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SUPERSCRIPT 

1.
Position Insertion Point or select text

2.
Click on "Format", "Font...", "Superscript", [OK]
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SYMBOLS 

1.
Click on "Insert", "Symbol..."

2.
Click on ( in "Font"; click on Symbols
3.
Click on character; click on [Insert]; [Close]
TAB STOPS
1.
Position Insertion Point or select paragraphs

2.
Click on "Format", "Tabs..."; enter Tab Stop position

3.
Click on desired "Alignment" and "Leader"

4.
Click on [Set]; click on [OK]
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 Ruler
1.
Position Insertion Point or select paragraphs

2.
Click on Tab Type Tool; click on Ruler to place Tab

TAB STOPS—Clear 

1.
Position Insertion Point or select paragraphs

2.
Click on "Format", "Tabs..."

3.
Click on Tab Stop to be cleared; [Clear]; [OK]
or
Click on [Clear All] to clear all; click on [OK]
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 Ruler
1.
Position Insertion Point or select paragraphs

2.
Drag Tab into text area

TAB STOPS—Move 
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Position Insertion Point or select paragraphs


Place Mouse Pointer on Tab; drag to new location

THESAURUS 

1.
Position Insertion Point on word

2.
Click on "Tools", "Language"; click on "Thesaurus"
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3.
Click on desired word in "Replace with Synonym"

4.
Click on [Replace]
TURN OFF CHARACTER FORMAT 
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Position Insertion Point; press [image: image325.png]
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or
Select text; press [image: image327.png]
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UNDERLINE 

1.
Position Insertion Point or select text
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Click on [Underline]
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 (Single Underline)

or
Press [image: image334.png]
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 (Words Only)

or
Press [image: image337.png]
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 (Double Underline)

UNDO 
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1.
Click on "Edit",  "Undo"

[image: image341.png]



Click on [Undo]
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Press [image: image343.png]
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or
Click on ( to right of [Undo];


drag Mouse over actions

VIEW MODES 

1.
Click on "View"; click on desired option

or
Click on desired view icon in Status Bar

WINGDINGS 

1.
Click on "Insert", "Symbol..."

2.
Click on ( in "Font"; click on Wingdings
3.
Click on character; [Insert]; [Close]
PRIVATE 
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 = Standard Toolbar
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