Module 2 Handout 2.2 Edit a MS Word Document
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Go To MS Word on the desktop.         
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Open an Existing Document                                      
· Go to File and Open 

· Select the document named



	Edit the document

Using Spell and Grammar Checks                         
· Go to the Tools command on the toolbar

· Select spelling and grammar
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Errors will be selected and suggestions given
· To make a correction click on change
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Using Bold, Italics and Underline
Bold, Italics and Underline are Font Style Options
· Highlight the text you want to format

· Go to Font

· Select the desired style from the dialog box and click on OK



	Copy and Paste Text

· Highlight text- using your mouse, left click and hold the mouse button and 

      drag the mouse over text 


· Go to EDIT and click on COPY
· Position cursor where you want text 
· Go to EDIT and click on paste. 
Cut and Paste Text

· Use the mouse to highlight text
· Go to EDIT - CUT 

· Select another location for text and go to EDIT - PASTE
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Short cuts to editing commands are represented with graphics and can be found on the Standard Tool Bar.

Practice learning each shortcut at the Web site below: 
          http://www.internet4classrooms.com/msword_toolbar.htm
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