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PREFACE
Now, virtually every writer uses a word processor instead of a typewriter or a braillewriter to write.  The dominant word processor today is Word from Microsoft Corporation.  This program is powerful, flexible and fun to use.

There are already many books on the market, some for "dummies" and others for "smart" people, which describe and explain Microsoft Word.  Some are written for the person who just wishes to get a task accomplished with a word processor.  Others are intended for the person who wishes to tinker with a word processor for the fun of it.  Virtually all of these books make 3 assumptions about the typical writer:  The writer has used a word processor previously.  The writer finds the computer keyboard and the computer mouse equally usable and usually prefers the computer mouse.  The writer is familiar with the visual metaphors and visual conventions used by a word processor and finds them intuitive.  But, these 3 assumptions are rarely valid for the blind writer.  Consequently, standard documentation and books converted into accessible form fail to address and meet the unique needs of the blind writer.

This book is written with 3 groups of readers in mind:  the writer who wants a complete and organized account of keyboard techniques; the writer who prefers the keyboard instead of the mouse; and the blind writer who must rely on voice or braille access technology.  Material about access technology is placed in Access Notes which are separated from the main text.

A couple of abbreviations are used throughout this tutorial for brevity and to minimize tedium.  Word refers to any version of Microsoft Word 97 and beyond.  The version of Microsoft Word, which is part of Microsoft Office 2003, is the latest incarnation of Microsoft Word.  WINDOWS is used for Microsoft Windows 95 or later.

Keyboard and keyboard shortcuts are emphasized, for many writers find the mouse difficult to handle and operate.  This tutorial lists all keyboard commands by topic.

The visual appearance of Word is a principal subject of this book.  Various visual techniques are often used together in Word; that is, Word may display at the same time multiple windows that show menus, dialog boxes, and other graphic elements.  But, these various graphic components are verbally described and explained in separate chapters in this book.  Hopefully, this divide and conquer strategy makes their presentation clearer and briefer.

Book Audience
This Book is written for the blind computer user who wishes to be a skillful writer.  It teaches the reader how to write creatively and how to write efficiently with Microsoft Word.  All the essential aspects of the creative process are explained, and all the essential tools found in Microsoft Word are discussed.  Virtually no knowledge of either is assumed.

This book makes 4 basic assumptions.  The reader's computer runs a version of Microsoft Windows.  Microsoft Word 97, 2000, 2002, or 2003 is installed on the computer.  The reader is familiar with the basic operation of Microsoft Windows.  Most importantly, the reader wishes to write well.

Style And Presentation

There are 2 types of tutorials available to the blind reader:  descriptive and audio-interactive.  The former type is in "textbook" form.  The user reads the material in a preferred format and then practices it.  The latter is in "mimic" form.  The reader listens to a cassette tape or an audio CD and attempts to follow the instructor's steps.

This tutorial is descriptive in style and is distributed as a DAISY book on compact disk.  DAISY stands for Digital Audio Information System; this "electronic book" format is accepted worldwide as a standard form for audio books produced for visually-impaired and blind readers.

Emphasis And Scope

This book is written for the blind Word user who wishes to write well, who wishes to understand the fundamental concepts and techniques employed by Word, and who wants to use Word with ease and facility and on a par with sighted peers.  Some topics are discussed at length, although omitted from most books, because they greatly benefit the blind writer.

This book is written for the writer who has limited or no access to a training center and must learn independently.  So topics like how to place paper in a printer are included to reduce initial frustration.

This book is written for the writer who wants or needs to access a personal computer primarily with the keyboard.  The use of the keyboard is emphasized and summarized throughout this book.  The keyboard and the mouse are compared whenever appropriate so the strengths and weaknesses of both are apparent.

This book is written for novice and expert writers, but instructors are kept in mind.  Technical points of interest to instructors are placed in Remarks.  Comments about screen reader software used by the blind are presented in Access Notes and are kept generic.  They're readily skipped over by the uninterested reader — perhaps, a sighted or Braille display user.

This book errs on the side of completeness.  It assumes that the reader knows little about the creative process that a writer goes through and that the reader knows nothing about the Word program.

This book also errs on the side of simplicity.  It omits technical details that the reader may never need or care about but describes the visually obvious like the images displayed by Word.  Those images commonly found in Word are described and illustrated, whenever possible, via tactile examples or by analogy to devices found in a typical office.  The intuitive motivation for these images is the important thing — not whether the reader can or can't see them.  Hopefully, knowledge of these visual items lets the blind writer communicate better with family members, friends, and coworkers and gives the blind writer a sense of why Word is so popular among users of all skill levels.

Book Organization
Every chapter is kept as simple as possible.  Technical terms are kept to a minimum, for the procedural techniques, fundamental ideas and visual cues are the important things.  Needed technical terms aren't used before they are explained; please accept my apology for any mistakes in this regard.  Nonessentials are omitted so the reader can give full attention to the important material.

Every chapter is kept as short as possible and, as much as possible, independent of other chapters.  There is a single topic per chapter so the reader can focus on a specific concept or technique.  Every chapter is self-contained so the reader can study them separately and never need to flip between chapters in order to find important related material.

Every chapter concludes with a chapter summary.  It can serve as a quick overview of the essential material presented throughout the chapter.  Read a chapter's summary to decide whether its material is sufficiently familiar or needs to be studied.

Chapters are presented in the order that seems most useful from the beginner's point of view.  However, the reader can skip over a chapter or topics in the chapter if the covered material is already familiar.  The reader may need to study another chapter before all the material in the current chapter is completely comprehendible.  This is the case when Word requires the reader to employ several distinct techniques at the same time.

Many step-by-step procedures are presented throughout this book that let the reader carry out useful or necessary writing tasks.  These procedures are listed by name in the table of contents for ease of reference.

Omissions And Disclaimers

This book presupposes that the reader already has a good grasp of Windows concepts and navigation techniques; consequently, these topics are mentioned only when deemed vital to the material at hand.  Please consult a Windows tutorial for the complete Windows story.

This book introduces you to the Word program and the fundamental concepts found in virtually every word processor.  Read a chapter, try out the keystrokes and study the relevant concepts.  There are no explicit exercises in this book.  Make up your own examples so you will develop your own word processor style.  This is probably the best way to learn Word.

No attempt is made to present all the ways to do the common writing tasks.  Hopefully, the easiest and most efficient ways for keyboard users to perform the common writing tasks were selected for presentation.

The reader is asked to be extremely careful with "dangerous" commands.  Don't, for example, tap the Delete key until you are certain of its effect.  I take no responsibility for user-caused disasters, but I do discuss rescue techniques for most common blunders.  Fortunately, Word is forgiving of most user errors.

Word is flexible.  The writer can alter its appearance and its content in many ways.  The writer can, for example, display the "current page" in various formats via the View menu.  Word components are presented in this book with their standard appearance and content assumed.

Omissions

Word has evolved over the years and now includes thousands of features — many of which are very specialized.  Only features useful to most readers are discussed.

There are features which fail to work properly — Manual Hyphenation, Master and Subdocuments, and so on.  Features which have major "bugs" and features which aren't usable with a keyboard or with a screen reader aren't discussed.

A feature may work well in one version of Word but malfunction in another.  Assume a feature works properly in all versions of Word unless stated to the contrary; A feature with problems is discussed with the Word version explicitly mentioned.

DISCLAIMER OF WARRANTY

AUTHOR AND DISTRIBUTOR HAVE USED THEIR BEST EFFORTS IN PREPARING THIS BOOK.  AUTHOR AND DISTRIBUTOR MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS BOOK AND SPECIFICALLY DISCLAIM ANY IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE.  THERE ARE NO WARRANTIES that EXTEND BEYOND THE DESCRIPTIONS CONTAINED IN THIS PARAGRAPH.  NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES REPRESENTATIVES OR WRITTEN SALES MATERIALS.  THE ACCURACY AND COMPLETENESS OF THE INFORMATION PROVIDED HEREIN AND THE OPINIONS STATED HEREIN ARE NOT GUARANTEED OR WARRANTED TO PRODUCE ANY PARTICULAR RESULTS, AND THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY INDIVIDUAL.  NEITHER AUTHOR NOR DISTRIBUTOR SHALL BE LIABLE FOR ANY LOSS OF PROFIT OR ANY OTHER COMMERCIAL DAMAGES, INCLUDING BUT NOT LIMITED TO SPECIAL, INCIDENTAL, CONSEQUENTIAL, OR OTHER DAMAGES.

Assistive Technology
Computer hardware and software that aid the blind in personal, educational and vocational pursuits is commonly called Access Technology or Assistive Technology.  Blind users can rely on products that let the computer talk or on products that convert text into Braille.

Microsoft Corporation has assumed a leadership role in the development and dissemination of access technology for the computer.  The company sponsored an "access day" in February 1998 at its headquarters and announced a major commitment to total access to its products.  Microsoft chairman Bill Gates at this conference pledged to make the PC "the greatest accessibility aid ever".

A program, called a Screen Reader, and hardware, for voice or Braille, together make useful verbal or tactile output possible.  A screen reader can announce text and graphic elements as they are displayed.  A screen reader provides special keystrokes, called Hot Keys, which let a user review displayed text and graphic elements and which let a user move the mouse pointer and click the mouse.  A user must learn to use a screen reader just like any other program.  But, facility with a screen reader is vital in order to work comfortably and efficiently with Word and other programs.

A screen reader also describes the visually obvious to a user.  Example:  Word shows a menu item or dialog button with a single letter underlined.  This letter, when tapped, activates the menu item or dialog button.  A screen reader can read the underlined letter to the user.

A blind writer typically uses 3 pieces of software concurrently:  a program, like a word processor, that does the work at hand; a screen reader that scans and reads the computer display; and Windows, the operating system, which runs the hardware and launches the software.  The screen reader and the Word processor, namely Word, need to communicate.  Example:  Word may display a graphic image that looks like a square, and a screen reader must determine what that image represents.  It could be a standard interface element like a check box, or it could be a child's picture of a window.

Word knows all about the graphic image it placed on the computer display; so, it makes sense for a screen reader just to ask Word about the graphic image.  This interrogation is accomplished via the Active Accessibility components built into Word.  The screen reader and Word are both required to be aware of the Active Accessibility components — just like 2 people both need telephones in order to talk by phone.  It's incumbent upon the reader to confirm that a particular screen reader or a particular piece of software is Active Accessibility aware.  Don't settle for a screen reader that lacks Active Accessibility support!

A blind writer who upgrades to the most recent Word release will have better overall access to Word because Microsoft continues to enhance screen reader support.  Also, A blind writer who upgrades to the latest release of Windows will find additional improvement in accessibility to Windows itself.  In particular, the My Documents folder, which holds all the Word documents, is placed in a convenient place in the Start menu.  So, access to any Word document is quick and easy.

TUTORIAL OVERVIEW
The paragraph is the primary unit of text in Word; every item is just a paragraph with an applied style (or manually applied layout and character attributes).  This is how the creator of Word envisaged documents.  So, this book — Verbal View of Word Basics — focuses exclusively on the paragraph and on what you can do with it:  make it look like a title or subtitle, make it look like a block (double indented text), and so on.

But, a document can have more structure:  lists (of 3 kinds), tables (of many kinds), and columns (of 2 kinds).  So, the sequel — Verbal View of Word Topics — presents these more esoteric structures.

This book is divided into multiple parts devoted to various topics.  Material in a particular part doesn't (most of the time) presuppose material from subsequent parts.

Part 1:  Program Overview
word processor concepts are discussed in 6 chapters.  Chapter 1 describes the tools used by the modern writer.  Chapter 2 introduces Word, your word processor.  Chapter 3 discusses common ways to launch word and retrieve documents.  Chapter 4 describes in great detail Word window layout and Word window parts; read the chapter summary and return to this chapter when you need to learn more details about the Word window.  Chapter 5 talks about configuration options for Word and offers various ways to maximize accessibility to Word; read this chapter and implement the recommended options.  Chapter 6 covers enhancements for Word introduced with Word 2002 and Word 2003.  A few are very useful, and others are just gimmicks.  Ignore this chapter unless Word 2002 or Word 2003 is installed on your computer.

Part 2:  Basic Tasks
The fundamental tasks a writer must carry out are discussed in 6 chapters.  Chapter 7 lists the good work habits a successful writer must cultivate.  Chapter 8 describes ways to type and write.  Now, you finally begin to write and learn the word processor fundamentals.  Chapter 9 offers ways to navigate and browse text; that is, you learn ways to move through and reread a document.  Chapter 10 lets you show or hide format marks:  line breaks, paragraph breaks, and so on.  Chapter 11 discusses various ways to insert new text and delete old text; that is, you learn to edit a document.  Chapter 12 discusses the most important Word tasks:  save your work, quit work, retrieve your work, back up your work, secure your work from snoops, protect your work from harm, and print your documents.  Only the simplest document tasks are explained so you are neither confused nor hampered by extraneous details.  This chapter is a must read!

Part 3:  Document Format
Essential document format is discussed in 6 chapters.  Chapter 13 introduces the notion of a "block of text", and offers ways to transform that text.  This is a must read!  Chapter 14 offers ways to rearrange document text; there is no need to retype text you wish to move around or duplicate.  Chapter 15 introduces the "paragraph" which is the unit of text out of which every word document is built.  The fact, the paragraph is paramount in Word, is emphasized throughout this chapter.  You can indent paragraphs; you can put blank lines between paragraphs; and so on.  You can ignore all the paragraph format options after you read the Write with Style chapter.  Chapter 16 introduces "appearance" options; they determine the "look" of text.  You can make text bigger or smaller; you can bold or underline text; and so on.  You can ignore all the appearance format options after you read the Write with Style chapter.  Chapter 17 introduces the notion of "style" which is arguably the most useful and important format option in Word.  A style is a named list of text layout and text appearance options.  You can ignore individual format options and just apply styles to carry out all the document format work for you.  It is possible to write well-organized and well-formatted documents with styles and no other format options.  Chapter 18 tells you more about styles:  you can modify Word's styles to meet personal preferences; you can create additional styles; and you can have Word apply styles for you.

Part 4:  Automated Tasks
Word can perform tasks for you.  The most important are discussed in 5 chapters.  Chapter 19 debuts 3 automatic options.  AutoText retypes text for you; AutoCorrect fixes errors for you; and AutoFormat formats text for you.  Chapter 20 briefly talks about Field Codes — placeholders for data.  With them, Word can automatically date documents, number their pages, and accomplish much more.  Chapter 21 introduces the Find and Replace commands.  There are ways for you to find pieces of text, text breaks, or text format.  You can even search for and replace items.  Chapter 22 helps you with a document outline.  You can review a document easily and quickly and correct document organization; that is, you can move document topics around until you have all of them in the proper order.  Chapter 23 offers a writer a proofreader's toolkit.  Use the Thesaurus to check the meaning of a word; use the Spell checker to verify the spelling of a word; and use the Grammar checker to verify sentence structure.  This is the final document task before you print a document.

Part 5:  Keyboard Tasks
The computer keyboard is your primary communication tool as a blind user.  This sophisticated device is explored in 3 chapters.  Chapter 24 describes its layout and its keys in great detail.  The better you understand this most important tool, the better you can write.  Chapter 25 discusses keyboard operation.  You learn ways to move through a document with the navigation keys.  Chapter 26 brings together the most important shortcut keys used in Word.  Use them to perform commands quickly and access options.  They are categorized for easy and quick access.  Memorize them as you need them!

CHAPTER 1:  TOOLS FOR THE WRITER
You can write via many implements:  stylus and tablet as the ancients did, stylus and slate as some blind persons do, chalk and blackboard as most teachers do, pencil and paper as most people do, or via computer and printer as the lucky among us do.

Now, virtually every writer uses a word processor instead of a typewriter or a braillewriter to write.  The dominant word processor today is Word from Microsoft Corporation.  It is powerful, flexible and fun to use.

You benefit in many ways when you rely on a word processor.  You don't need to worry about mistakes as you write so you type faster, more freely and, most importantly, more creatively.  You can let ideas flow as fast as you can type; it is simple to change them later.  You can write and experiment simultaneously — both type and rearrange text to improve narrative flow and logic.

The interaction between you and Word stimulates your creativity because many of your concerns are banished.  No need to worry about the end of a line or page; Word starts a new line or page for you as soon as you need it.  No need to worry about misplaced paragraphs; Word lets you shuffle them.  No need to waste paper, write as much as you like and erase the unwanted stuff later.

Word gives you control and power over the writing process at every stage.  Word lets you edit and revise without fear or frustration.  Word can skim an entire manuscript for you and locate all the typos, miscapitalized sentences and much more.  Word makes it possible to review multiple drafts concurrently and form a final manuscript out of them.  Word lifts the document cleanup burden off your shoulders so you can sit upright at your keyboard and feel more confident about your writing skills.

The Computer
A modern writer types on a keyboard, reads text as it is displayed onscreen and prints drafts of documents only when they are needed.  This book emphasizes keyboard access to Word.  A chapter devoted to keyboard layout is included for those of you with meager keyboard skills.

A computer's local disk — the main disk inside a computer — holds all your documents in their various states of completion.  It is strongly recommended that a backup external disk drive also be used, and you keep all important documents on removable disks and at a different location.  These precautions guarantee you have all of your documents in case of computer disaster — a thief steals the computer; its disk drive dies, and so on.

The Word Program
A writer works with Word — a program that automates the writing process.  It can assist a writer at every stage of the creative process and handle most of the routine chores.

Word is the oldest and perhaps the most used program in Microsoft Office — a suite of programs meant to work together.  Word is the flagship program in Microsoft Office.  Here is a historical digression to clarify the Word name game and to explain why Word occasionally fails to work properly.

Word 2 was available on the market in the early 1990'ss.  Word 6 was released in 1993; there were four different versions.  Word 95 was released in 1995; it is often referred to as Word 7.  Word 97 was released in November 1996; it is often referred to as Word 8.  Word 2000 was released in June 1999; it is often referred to as Word 9.  Word 2002 was released in August 2001; it is often referred to as Word 10 and (incorrectly) as Word XP because it is part of Office XP.  Word 2003 is destined to make its appearance late Fall 2003.

There was a jump from Word 2 to Word 6 because there were already numbered versions of Word for Microsoft DOS on the market.  Word 5 was the last major version of the program for Microsoft DOS.  Microsoft continued the DOS numbers for their next major Word product, resulting in Word 6 for Windows.

Word is sold by itself and also sold as part of Microsoft Office — a suite of Microsoft programs.  A computer may come with only Word installed, with the entire Microsoft Office suite installed, or with neither installed.  You must purchase and install Word when it doesn't already come with the computer as a bundled program.

A major problem can arise when programs are installed from different Microsoft Office suites.  Don't install Word from one suite and other programs from another suite!  This is a recipe for long-term program crashes and misbehaviors.  (You can install multiple Microsoft Office suites on a computer and have them work properly if the suites of programs are kept completely separate.)

Word Help

Microsoft offers users, who buy Word as a stand-alone retail product or as part of Microsoft Office, very limited technical support.  You can call up and ask a limited number of questions about Word features, menu commands and Word setup before you are charged a $35 fee.  Support is available by telephone or by e-mail.

Telephone support is available Monday through Friday, excluding holidays, between 6:00 A.M.-6:00 P.M. Pacific time and between 8:00 A.M.-8:00 P.M. eastern time.  In the United States, call 425-462-9673; in Canada, call 905-568-2294.  Enter your Word ID number, then wait for a courteous and helpful Word support person.  (The Word ID serial number is located on the Word compact disk.)

You can send e-mail to a Microsoft product support engineer.  This method is ideal for questions about a particular document.  You can attach the document to your e-mail inquiry for examination by Microsoft staff.  You can submit a question anytime and receive a response within 1 business day.  Submit questions to the web site at:

http://support.microsoft.com/support
Word Power

Word makes the keyboard more than a fancy typewriter.  You can layout and print text in ways impossible with a typewriter.  Examples:  A document typed in paragraph format is placed in column format with a few key taps.  A table of contents for a document is created with a few key taps.

Word is a mammoth program worthy of awe and a little trepidation.  Word meets the needs of the junior high student who must write a book report and meets the needs of the established author who is about to commence their umpteenth best seller.  Word can serve you equally well.  This book tells you the stuff you must learn and the stuff you can ignore.  You can begin to write with Word in a few minutes, write confidently in a few hours, and write well in a few days — well, perhaps a few weeks.  Concentrate on the basics; skip the fancy stuff till you need it.  Just the Word basics can make you a better and more confident writer.

This book offers step-by-step instructions to perform the common tasks that you encounter as a writer.  Follow them to minimize your initial anxiety and frustration with Word.  Lots of practice is the best cure for Word jitters.  Also, remember that Word lets you undo most mistakes.  Examples:  Put a sentence in the wrong paragraph; Word lets you place it in the proper paragraph.  Erase a masterful bit of prose by accident; Word lets you get it back with a tap of a key.

This book offers a blind writer much that is omitted from typical books about Word.  The appearance of a document is very important; the ways to make a document look a certain way are carefully described.  In particular, paragraph styles and document templates are thoroughly discussed, for they let you give a document the desired appearance with little effort — even if you aren't sure how the document should look.  WINDOWS and Word lay claim to lots of the keys found on your keyboard.  Examples:  The Alt+Letter keys are used to pop up menus, and the Ctrl+Letter keys are assigned tasks by WINDOWS and Word.  Most of the 48 Function keys also have jobs.  Examples:  The F1 key pops up help for Word, and the Alt+F4 key exits Word.  The keys used by WINDOWS and those used by Word are listed and carefully discussed.

This book tells you how to write with Word.  You use Word, but Word plays second fiddle to the writing process.  You should love to write; you don't need to love Word and its zillion menus and dialog boxes.  In this book, Word is your servant although it prefers to be your master.

Word Update

Microsoft continuously fixes software problems and makes free software updates available as downloads.  You can check for Word updates and Office updates at:

http://www.OfficeUpdate.com

Word Accessibility

Word has many versions, and they are numbered with the approximate dates they were released.  In general the older the version, the less access it provides.  That is, Word 97 is much less useful to a keyboard user than Word 2002.  The reader is strongly advised to use the latest version of Word with the latest version of a screen reader or other assistive program to get the most out of Word.

Remark:  Word 2002 is not completely accessible!  There are features that lack keyboard support; that is, only mouse clicks will activate them.  Example:  Microsoft forgot to include full keyboard support for Task Panes — which made their debut in Word 2002.  Hopefully, this blunder is fixed in Word 2003.

The Printer
A computer and a word processor without a printer is like a car without tires — you can't get very far with either.  There are different types of printers; the most popular are inkjet printers and laser printers.  Word knows about most of them.

A printer lets you print documents onto ordinary sheets of paper.  This is the final goal!  Most printers on the market today also let you print sheets of labels and envelopes.  It is assumed that you own a printer and that it is properly connected to your computer and correctly configured for WINDOWS.

Unfortunately, the typical printer only has a front panel with a visual display that indicates its status.  Messages like Out of Paper, Out of Ink and Paper Jam appear on this visual display.  You are expected to read these messages and take appropriate corrective action.  This book can't help you with that.

You are unable, as a blind user, to read these messages and are often unable to remedy the reported problem.  The only solutions are to seek sighted assistance or to buy a printer that talks.  Now, there are inkjet printers and laser printers that verbally announce all displayed messages via the computer's sound card and speakers.  These innovative printers can print in black and white or in color.  These truly accessible printers are affordable and definitely easy to use.  Make sure the printer you wish to rely on has "bidirectional" communications; this is the feature that lets a printer voice its messages via a screen reader.

Chapter Summary
Virtually every writer uses a word processor to write.  The dominant word processor today is Word from Microsoft Corporation.  It is powerful, flexible and fun to use.

You benefit in many ways when you rely on a word processor.  You can write quickly and freely, and correct errors later.  You can let ideas flow as fast as you can type; it is simple to change or rearrange them later.  No need to worry about the end of a line or page; Word starts a new line or page for you as soon as you need it.  No need to worry about misplaced paragraphs; Word lets you shuffle them.  No need to waste paper; write as much as you like and erase the unwanted stuff later.

Computer and Printer

You type documents with a keyboard, and you produce them with a printer.  A computer's local disk — the main disk inside a computer — holds all your documents in their various states of completion.  It is strongly recommended that a backup external disk drive also be used, and you keep all important documents on removable disks and at a different location.  These precautions guarantee you have all of your documents in case of computer disaster — a thief steals the computer; its disk drive dies, and so on.

A printer lets you print documents onto ordinary sheets of paper.  This is the final goal!  Most printers on the market today also let you print sheets of labels and envelopes.

Word Considerations

Word is a word processor; you can purchase it separately or as part of Microsoft Office — a suite of programs designed to work together.

Word makes the keyboard more than a fancy typewriter.  You can layout and print text in ways impossible with a typewriter.  Examples:  A document typed in paragraph format is placed in column format with a few key taps.  A table of contents for a document is created with a few key taps.

Word is a mammoth program worthy of awe and a little trepidation.  Word meets the needs of the junior high student who must write a book report and meets the needs of the established author who is about to commence their umpteenth best seller.  Word can serve you equally well.  This book tells you the stuff you must learn and the stuff you can ignore.

This book offers a blind writer much that is omitted from typical books about Word.  The appearance of a document is very important; the ways to make a document look a certain way are carefully described.  In particular, paragraph styles are thoroughly discussed, for they let you give a document the desired appearance with little effort — even if you aren't sure how the document should look.

Word has many versions, and they are numbered with the approximate dates they were released.  In general the older the version, the less access it provides.  That is, Word 97 is much less useful to a keyboard user than Word 2002.  The reader is strongly advised to use the latest version of Word with the latest version of a screen reader or other assistive program to get the most out of Word.

Microsoft charges $35 for a call about a word question or problem after a couple of free calls.  So rely on this book and friends before you call.

CHAPTER 2:  WORD YOUR WORD PROCESSOR
This chapter briefly describes Word documents and the Word program.  A few necessary WINDOWS and Word concepts are presented here.  They are used throughout this tutorial; so, please read this material carefully.

About Your Documents
A writer writes documents.  In school, they are called essays, term papers, and dissertations.  In business, they are called memos, letters, and reports.  In journalism, they are called magazine articles, newspaper columns, and stories.  In the book world, they are called novels, mysteries, and thrillers.  In personal life, they are called love letters, diaries, shopping lists, and much more.

Word lets you create all sorts of documents with your computer and printer.  Word documents possess distinctive content and possess distinctive format onscreen and on paper.  It is your job to write different kinds of documents.  Word documents are all of the same type on disk because they are stored on disk in the same manner.  It is Word's job to keep them safe on disk and in the same computer form.

You can think about a document in 3 different ways:  as the text and graphics that appear on your computer display, as the stuff that comes out of your printer, and as the disk file stored on your disk drive.  A document can be very short — a note to yourself to pick up doggie treats for your faithful pal or very long — your 1000 page Great American Novel.  A short document takes up little room.  It may fit on a single screen, fit on a single page, and fit in a tiny disk file.  A long document takes up lots of room.  It may fill up multiple sequential screens, consume a ream of paper, and take up a big chunk of disk storage.

Word can handle any document that you dream up.  It doesn't care how small or big a document is.  But, you do, for it is easier to handle a document of medium length while you write.  This book, while I wrote it, was divided into separate chapters and stored in separate disk files.  This book, when I finished it, was combined into a single humongous document so its overall consistency (format and style) could be checked.

Remark:  Word has a feature called Master Document and Sub-Documents.  You write subdocuments — usually separate chapters — and link them together via a master document.  This feature is, however, bug-ridded and quite unreliable.

Document Names

Write a document that you wish to keep.  Then, you must save it on disk as a file and give it a file name.  You can assign a single word or a phrase as a file name for the document.  The file name "Letter" is brief but uninformative whereas the file name "Letter to Beverly" is longer but far more useful, and the file name "Letter to Beverly on August 1, 2003" is even longer and even more useful.

You can use any of the 26 letters, any of the 10 digits, any of the standard punctuation marks, and spaces in a file name.  But, Word thinks that upper- and lower-case letters are the same.  Consequently, "Letter to Beverly" and "LETTER TO BEVERLY" are the same file name as far as Word is concerned.  A file name can be as short as 1 character and as long as 255 characters.  Both extremes are less than useful.  Pick a relatively short but meaningful file name so you can recall the document's content when you read its file name now and in the distant future.

Remark:  There are a few Weird and wild characters forbidden in file names.  They are:  Backward Slash and Forward Slash, Colon and Star, Question Mark and Double Quote Mark, Less Than and Greater Than, and Vertical Bar.

Document Suffixes

Word must keep track of your document files and its own program files.  Word accomplishes this via suffixes that it appends to file names.  These suffixes specify the types of content that the files contain.  Examples:  The suffix HLP means that the files contain Word help topics, and the suffix DOC means that the files contain Word documents written by you.  You never need to deal with file name suffixes because that is Word's job.  They are mentioned here because you will occasionally come across them as you work.

Document Folders

A few dozen files are manageable no matter what; just put all of them on a disk any which way.  But, hundreds, even thousands, of files just placed on a disk is a horror show just as is a multitude of files randomly dumped into a file cabinet.  Luckily, files are arranged on a disk in a fashion similar to the organization given to paper files in a file cabinet.  Here is the scoop in brief.

Word and you can divide up a disk into labeled containers, called Folders, into which files or even other folders are placed.  The primary folders, the top-level folders, on a disk are comparable to the file drawers in a file cabinet.  Every primary folder is given a label just as every file drawer has a label written on its front.  A primary folder can contain individual files or even other folders just as a file drawer can, and usually does, contain separate files and smaller folders.  The number of primary folders on a disk and the number of files and folders they contain is up to you just as the number of file drawers and the number of individual files and other folders in a file drawer are left to the office manager.

The My Documents Folder
Word uses a standard folder to hold your documents.  This folder is named My Documents — well, they are really your documents.  Word places your documents in this folder when you save them onto disk and fetches them out of this folder when you wish to work with them.  All of your documents are kept in the My Documents folder — separated from all the other stuff on the hard disk.  This makes it simple to find your Word documents on the hard disk — just open this folder and survey its contents.

Windows XP permits multiple users to have their own usernames and passwords.  It also gives multiple users their own My Document folders.  Have Windows XP setup to use the default My documents folder if you are the only user.

Other Document Folders
Word fills up the My Documents folder with your documents as the months and years go by.  It becomes harder and harder to find particular documents as their number increases; it may take you a long time to locate a specific document written long ago.  Luckily, Word lets you make additional folders for your documents.  It is very convenient to make new folders to contain all of the documents related to different projects.

Word lets you make a new folder to organize documents when you are in its Open dialog box or in its Save As dialog box.  Also, this task can be performed in Windows Explorer, in My Computer or directly on the Desktop.

You can tell Word to look for documents and save documents in a specific folder.  This is a handy thing to do when you wish to concentrate on a particular writing project.  Follow these steps to make a specific folder the default document folder:

1. Pick the Options item in the Tools menu.

Word displays the Options dialog box.

2. Activate the File Locations tab page.

3. Make sure the Documents file type is selected.

4. Activate the Modify button.

Word displays a dialog box in which you can browse and pick folders.

5. Pick the folder you want to be used as the default folder for your current writing project.

6. Activate the OK button and then the Close button.

7. Exit Word and then restart Word to make the selected folder the default document folder.

Now all new documents are saved in this folder, and Word only looks for documents in this folder.  Reinstate the My Documents folder when you are finished with the current project.

About Your Word Processor
You can accomplish many useful tasks in Word, but the most important are to write and print documents.  These 2 tasks are the principal subjects of this book.

Tools of the Trade

Food processors and word processors are nowadays common personal conveniences.  They make life a lot easier if used with some care and a little effort.  Here are a few common advantages and features.

Both kinds of gadgets are great time savers:  They let you cut up vegetables or words in a few moments.  Both are great effort savers, for they perform the physical work to blend the ingredients or phrases into a pleasant mixture with the press of a couple of buttons or keys.

These tools let you, as a beginner, more readily participate in the cooking or writing process, but they cannot make you into a chef or author if the necessary talent and commitment are absent.  You need other tools as well:  A good stove or computer is required; a well-written cook book or online dictionary is mandatory.

Both tools have many basic features that are uncomplicated and require only a little effort to learn and then use.  Master the essentials! Give yourself sufficient time to learn and practice them.  Your confidence shall increase as you think about and practice the basics.  You shall, soon after, notice limits in your skills and want to learn more.  Then, you can gradually delve into the tricks of the trade.

Consider your effort to cook on a fancy stove or write via a computer to be a great adventure; proceed with anticipation instead of apprehension.  Your mental attitude is important for success; lots of little successes lead to major leaps in confidence and skill!

Word as Editor and Proofreader

Your computer and printer are more than a fancy typewriter.  Word turns them into a skilled writer's assistant.  Much of the drudgery that burdens a writer is handled for you by this unpaid and tireless expert assistant.

Word As Editor

Word can assist you as you write.  It can correct certain keyboard errors, and it can make a few common text format decisions.  This is the AutoCorrect feature, and it is often a great benefit to you.  Examples:  You may occasionally fail to hold down the Shift key.  Don't worry.  Word can automatically capitalize sentences and names of days for you.  You may need to format lists and tables but aren't sure of the proper layout.  Again, don't worry.  Word can format them for you.

Word As Proofreader

Finish a document, then you should check it for several kinds of errors: misspelled words, improper capitalization, poor word usage, and bad grammar.  Word comes with a proofreader's toolkit.  A program, called a Spell Checker, lets you check for and correct misspelled words and improper capitalization; another program, called a Thesaurus, lets you look up synonyms and antonyms for a word or phrase; and still another program, called a Grammar Checker, lets you clean up sentence structure and catch common grammar errors.  Word can even give you document statistics — the number of words in the document, the average sentence length in the document and the reading level of the document.  Also, a dictionary (purchased separately) lets you look up word definitions and related items.

Remark:  Microsoft limited the usefulness of the Thesaurus in Word 2002.  Microsoft decided Word users shouldn't call other folks "bad names" like Fool or Buffoon and eliminated most nouns with a negative connotation.  Word's toolkit also lacks a dictionary with definitions for words.  You can, however, install a comprehensive thesaurus and definitions dictionary compatible with Word.  This program, WordWeb Pro, is free and available at:

http://www.x-word.com/thesaurus
Chapter Summary
About Your Documents

Word lets you create all sorts of documents — memos, letters, term papers, and so on — with your computer and printer.  Word documents possess distinctive content and possess distinctive format onscreen and on paper.  Word keeps them safe on disk and in the same computer form.

You can think about a document in 3 different ways:  as the text and graphics that appear on your computer display, as the stuff that comes out of your printer, and as the disk file stored on your disk drive.  A document can be very short or very long.  A short document takes up little room.  It may fit on a single screen, fit on a single page, and fit in a tiny disk file.  A long document takes up lots of room.  It may fill up multiple sequential screens, consume a ream of paper, and take up a big chunk of disk storage.  Word can handle any document that you dream up.

Write a document that you wish to keep.  Then, you must save it on disk and give it a file name.  You can assign a single word or a phrase as a file name for the document.  You can use any of the 26 letters, any of the 10 digits, any of the standard punctuation marks, and spaces in a file name.  A file name can be as short as 1 character and as long as 255 characters.  Both extremes are less than useful.  Pick a relatively short but meaningful file name so you can recall the document's content when you read its file name now and in the distant future.

Word must keep track of your document files and its own program files.  Word accomplishes this via suffixes that it appends to file names.  These suffixes specify the types of content that the files contain.  Examples:  The suffix HLP means that the files contain Word help topics, and the suffix DOC means that the files contain Word documents written by you.  You never need to deal with file name suffixes because that is Word's job.  They are mentioned here because you will occasionally come across them as you work.

A few dozen files are manageable no matter what; just put all of them on a disk any which way.  But, hundreds, even thousands, of files just placed on a disk is a horror show just as is a multitude of files randomly dumped into a file cabinet.  Luckily, files are arranged on a disk in a fashion similar to the organization given to paper files in a file cabinet.  Word and you can divide up a disk into labeled containers, called Folders, into which files or even other folders are placed.  The primary folders, the top-level folders, on a disk are comparable to the file drawers in a file cabinet.

Word uses a standard folder to hold your documents.  This folder is named My Documents — well, they are really your documents.  Word places your documents in this folder when you save them onto disk and fetches them out of this folder when you wish to work with them.

About Your Word Processor

You can accomplish many useful tasks in Word, but the most important are to write and print documents.  These 2 tasks are the principal subjects of this book.

Your computer and printer are more than a fancy typewriter.  Word turns them into a skilled writer's assistant.  Much of the drudgery that burdens a writer is handled for you by this unpaid and tireless expert assistant.

Word can assist you as you write.  It can correct certain keyboard errors, and it can make a few common text format decisions.  This is the AutoCorrect feature, and it is often a great benefit.

Finish a document, then you should check it for several kinds of errors: misspelled words, improper capitalization, poor word usage, and bad grammar.  Word comes with a proofreader's toolkit.  A program, called a Spell Checker, lets you check for and correct misspelled words and improper capitalization; another program, called a Thesaurus, lets you look up synonyms and antonyms for a word or phrase; and still another program, called a Grammar Checker, lets you clean up sentence structure and catch common grammar errors.  Word can even give you document statistics — the number of words in the document and the average sentence length in the document.

CHAPTER 3:  LAUNCH WORD
This chapter presents the most useful ways for you to start Word and activate documents with the keyboard.  You should review them all and then pick the method that best suits your current needs.  The best choice depends on personal preferences and work style.

You can work in 2 different ways.  Windows lets you start with the Word program or start with a Word document.  The result in either case is the same, but the emphasis and imposed work styles are radically different.

A writer, who is new to Word, typically finds it easier to launch Word manually or to let Windows Launch the Word Program.  Consequently, the techniques to launch Word are presented first, and the techniques to start with a document are presented second.  Detailed procedures are given so you, or a more experienced peer, can implement the more sophisticated techniques.  They are, after they are set up, the simplest ways to launch the Word Program.  In particular, a shortcut for Word on the Desktop and a shortcut key for Word are the easiest ways for you to launch the Word Program manually.  And, you can make Windows launch Word for you as you power up your computer.  This is definitely the easiest way of all to launch Word and is a great time saver and convenience.

You must turn on your Computer before you can begin to write with Word.  So, fire up your Computer to reach the Windows Desktop.  The steps required to reach the Desktop vary.  A Computer purchased for home typically goes immediately to the Desktop after the Microsoft melody plays.  (Tap the Esc key if the Password box is displayed instead.)  But, a computer at the office attached to a network may require that you respond to a welcome message and type a user name and password before the Desktop appears.

Follow these general steps to power up your Computer:

1. Remove any floppy disk from drive A: — you can leave other disks in place.

2. Turn on your entire Computer system with the power strip switch, or turn on each piece of equipment separately.

3. Sit back and wait, for Windows takes quite a while to come alive.

You power up your Computer; Windows starts; finally the initial display, the Desktop, appears.  Now, you can begin to work with Word.

The 5 Ways To Launch The Word Program

All the programs that come with Windows and that you install are listed in the Start menu under the Programs item or under the All Programs item in Windows XP.  Individual programs have their own entries, and you can directly activate them.  Other programs are related and are grouped together in a menu; you must open the menu before you can activate them.

You can launch the Word program from the Start menu in 3 different ways.  The menu method lets you browse through all the programs installed on your PC system till you locate the Word program.  The 2 command methods let you look for and activate the Word program.

You can launch the Word program while at the Desktop in 2 different ways.  The shortcut icon method lets you activate a word icon placed on the Desktop.  The shortcut key method lets you tap a key combination to launch the Word Program.
Method 1:  The Start Menu

You can locate and activate Word with the standard navigation techniques used in menus.  This process is a bit tedious but reliable.  Follow these steps to launch the Word program with this method:

1. Pop up the Start menu.

2. Pop up the Programs menu or the All Programs menu.

This submenu pops up and cascades to the right of the Start menu.  Its menu contains 2 kinds of things:  individual programs and submenus that contain groups of related programs.

Items in this submenu are displayed in a standard order.  All folders (items that are submenus) are placed before all individual programs.  Both groups are separately put in alphabetical order.  This means that the Programs menu is divided into 2 alphabetical sublists.  The top list is for folders, and the bottom list is for individual programs.

3. Activate the Microsoft Word program or the next submenu that leads to it.

The Word program is activated, or you pop up another submenu that eventually leads to it.  Repeat this step until the Word program is found and launched.

4. Tap the Alt+F4 key to exit the Word program.

Remarks:  (1) Word may appear in the menu listed as Microsoft Word, Microsoft Word 2000, Microsoft Word 2002, or listed as Word, Word 9, or Word 10.  (2) Word can be a part of the Microsoft Office suite, and your computer may have this suite of programs installed.  Look for the Microsoft Office item in the Programs menu or in the All Programs menu if you can't find an item just for Word.  Activate the Microsoft Office item, and then hunt for and activate the Word item.  (3) You may fail to hunt down the Word program no matter how carefully you browse the menu system.  You can, in this event, rely on a different method to hunt it down.

Method 2:  The Run Command

You can use the Run command, located in the Start menu, to start any program quickly.  Follow these steps to launch the Word program with this method:

1. Pop up the Start menu.

2. Activate the Run item.

A dialog box pops up with a single text box.

3. Type winword.exe in this text box and activate the OK button.

Windows locates and launches the Word program or complains with a message.  This message usually means that you have mistyped the name of the program.  Press the OK button to acknowledge this message; check and/or correct the text that you typed into the text box; finally, press the OK button again to resubmit the request to Windows.  But, Cancel the run command if it fails again and try the next method.

4. Tap the Alt+F4 key to exit the Word program.

Method 3:  The Find or Search Command

Windows may fail to locate a program specified in the Run command.  Then, try a different command.  Follow these steps to find or search for the Word program:

1. Pop up the Start Menu.

2. Pop up the Find menu or the Search menu.

3. Activate the For Files or Folders item.

Up pops a dialog box.

4. Type winword.exe in the Named text box.

By default, Windows hunts through the local disk drive — your hard drive — for this program.

5. Activate the Find Now button or the Search Now button.

Windows rolls up its sleeves and hunts for the Word program.  This process may take a few minutes.  Eventually, a list of items is displayed.

6. Activate the winword.exe item.

7. Tap the Alt+F4 key to exit the Word program.

Method 4:  The Word Shortcut Icon

The quickest and simplest way to launch a program is from the Desktop.  You can place a shortcut for any program there and, thereafter, ignore the previous 3 methods to launch this program.  Follow these steps to place a shortcut for the Word program on the Desktop:

1. Rely on Method 3 and search for the winword.exe item.

2. Highlight this item.

3. Pop up its shortcut menu.

4. Activate the Create Shortcut item or pop up the Send To menu and activate the Desktop (Create Shortcut) item.

5. Exit the context menu and return to the Desktop.

Now, you can just activate this shortcut for Word whenever you wish to launch the Word program.

Method 5:  The Word Shortcut Key

You can invoke the Word shortcut that you placed on the Desktop only when you are at the Desktop.  Sometimes, you may wish to start the Word program immediately even when you aren't at the Desktop.  You can assign a shortcut key to the Word shortcut located on the Desktop that lets you do this.  Follow these steps to create a shortcut key for the Word program:

1. Rely on Method 4 and create a Desktop shortcut for the Word program.

2. Highlight this Word shortcut.

3. Pop up the Properties sheet for this Word shortcut:  keyboard — tap the Alt+Enter key; mouse — Alt+Double Click.

This dialog box has 2 tab pages labeled General and Shortcut.

4. Display its Shortcut page:  keyboard — tap the Ctrl+Tab key; mouse — click its tab label.

5. Move to the Shortcut key text box:  keyboard — tap the Tab key till it is reached; mouse — click inside it.

This text box displays the word None as the default response.

6. Tap the letter w to be assigned as the Word shortcut letter.

Tap the Esc key if you mistype the key and start over.

7. Close the Properties box:  keyboard — tap the Enter key; mouse — click the OK button.

You are finished.  The Word shortcut key is now defined.  Just tap the Ctrl+Alt+W key to launch the Word program.  This shortcut key works throughout Windows!

Access Note:  Your screen reader may have assigned Alt+Ctrl+W for its shortcut key.  You must, in this case, pick a different letter for the Word shortcut key or a different combination of Shift keys.

The 5 Ways To Open Documents

Documents are your primary concern.  You create them with various programs and work with them in myriad ways.  Documents are of different kinds and typically work only with the programs that created them.  Examples:  A document created with the Word program usually works only with the Word program.  A picture (another kind of document) created with a particular paint program usually works only with that paint program.

There are a few standard document types.  A text document, for example, is usable with all text editors and word processors.  Also, most programs possess ways (import features) to convert documents of various types into a form usable by them. Documents of different kinds are assigned distinct suffixes by Windows and other programs.  These suffixes let Windows properly match documents with their respective programs. Windows places these suffixes in a list, and this list is checked for the proper suffix whenever a document is activated. Activate a document, then its suffix is looked up in the suffix list, and Windows launches its associated program. Example:  Activate a document with the DOC suffix, then Windows launches the Word program for you.  The upshot of this process is that you can launch a program via a document created by that program.
Launch Word, then:  a blank document is opened for you; you can pick a recent document from a list which is located at the bottom of the File menu; and you can pick a document from a list of documents which is located in the Open dialog box.  You can also pick a document in the My Documents folder.

Method 1:  The MRU Lists

There are 2 Most Recently Used document lists.  Windows maintains a list of various documents, and most programs maintain lists of their own documents.  You can pick a document in the list to open that document and to launch its associated program.

The Windows Document List
The 15 most recently accessed documents are listed in the Documents menu under the Start menu in Windows 98, Windows 98SE, and Windows Me.  You can rely on this list as a quick way to activate the documents that you Most Recently Used.  You can locate and activate a particular document in this list in 3 steps via the standard navigation techniques used in menus:

1. Pop up the Start menu.

2. Pick the Documents item.

The Documents submenu pops up and cascades to the right of the Start menu.  The 15 documents Most Recently Used are listed in alphabetical order.

Sometimes no documents appear in this list.  This happens when you haven't created any documents as yet or when you have cleaned out the document list.  In either case, the word EMPTY appears instead of a list of documents.

3. Activate the desired document.

The program associated with this document is launched; the document is opened; and you are ready to work.

Remark:  These documents are word processor documents and possibly other kinds of documents as well.  Windows lists all kinds of documents in its Document list.

The Program Document List
A program may possess, at the bottom of its File menu, a MRU (Most Recently Used) list of documents.  It is often faster to launch the program and use its MRU list instead of the Documents item in the Start menu.  Follow these steps to access the MRU list for the Word program:

1. Launch the Word program.

2. Pop up its File menu.

3. Pick any of the numbered items at the bottom of this menu.

The Document listed to its right is opened.

Method 2:  The Launch Commands

The 2 commands Run and Find or Search found in the Start menu let you launch programs as described previously.  But, they also let you open documents and launch their programs.  You can rely on these commands when the desired document isn't listed in the Windows Document list or in the program's personal document list.  (You must type the document name along with its suffix.)

Method 3:  The My Documents Folder

Windows stores, by default, all your documents in a special folder named My Documents.  This folder holds other documents in addition to word processor documents.

You may find a shortcut to the My Documents folder on the Desktop or in the Start menu.  Follow these steps to open a document listed in the My Documents folder:

1. Activate a shortcut for the My Documents folder.

2. Highlight a document you want to open.

3. Activate the item for this document.

The program associated with this document is launched; the document is opened; and you are ready to work.

Method 4:  The Open Dialog Box

Word possesses, in its File menu, a vital dialog box.  You can locate and activate any Word document in 4 steps with this dialog box:

1. Launch the Word Program.
2. Pop up its File menu.

3. Pick the Open command.

4. Specify a document to be opened.

This process is discussed in detail in a later chapter.

Method 5:  The Office Items

You can buy Word as part of the Microsoft Office suite of programs.  This suite of programs, when installed, may get a privileged place in the Start menu.  You may find 2 suite items at the very top of the Start menu.  They are:  New Office Document and Open Office Document.

These items let you access documents of various types:  those created with Microsoft Word, those created with Microsoft Access, etc.  You can ignore these 2 Office items so you don't access the wrong document type by mistake.

Chapter Summary
You can work in 2 different ways.  Windows lets you start with the Word program or start with a Word document.  The result in either case is the same, but the emphasis and imposed work styles are radically different.

A writer, who is new to Word, typically finds it easier to launch Word manually or to let Windows Launch the Word Program.  You must turn on your Computer before you can begin to write with Word.  So, fire up your Computer to reach the Windows Desktop.

The 5 Ways to Launch the Word Program

All the programs that come with Windows and that you install are listed in the Start menu under the Programs item or under the All Programs item in Windows XP.  Individual programs have their own entries, and you can directly activate them.  Other programs are related and are grouped together in a menu; you must open the menu before you can activate them.

You can launch the Word program from the Start menu in 3 different ways.  The menu method lets you browse through all the programs installed on your PC system till you locate the Word program.  The 2 command methods let you look for and activate the Word program.

You can launch the Word program while at the Desktop in 2 different ways.  The shortcut icon method lets you activate a word icon placed on the Desktop.  The shortcut key method lets you tap a key combination to launch the Word Program.
The 5 Ways to Open Documents

Documents are your primary concern, and you create them with various programs.  Documents are of different kinds and typically work only with the programs that created them.

There are a few standard document types.  A text document, for example, is usable with all text editors and word processors.  Also, most programs possess ways (import features) to convert documents of various types into a form usable by them.  Documents of different kinds are assigned distinct suffixes by Windows and other programs.  These suffixes let Windows properly match documents with their respective programs.  Windows places these suffixes in a list.  Activate a document, then its suffix is looked up in the suffix list, and Windows launches its associated program.  Example:  Activate a document with the DOC suffix, then Windows launches the Word program for you.  The upshot of this process is that you can launch a program via a document created by that program.

Launch Word, then:  a blank document is opened for you; you can pick a recent document from a list which is located at the bottom of the File menu; and you can pick a document from a list of documents which is located in the Open dialog box.  You can also pick a document in the My Documents folder.

CHAPTER 4:  WORD WINDOW LAYOUT
This chapter describes the Word window which immediately appears when Word is launched.  It has a main work area in which you write and lots of controls that border this work area.  Most of these controls you can ignore, but you should be aware of them so you can converse confidently with sighted peers and support staff.  Read the chapter summary and skip the chapter itself until you need to know more details about this window and its controls.  A very detailed description of this window and its controls is presented in this chapter to provide the necessary information to those of you who wish to take advantage of specialized Word features.

Word Window Anatomy And Function

Writers of yesteryear rolled a sheet of paper into a typewriter or a braillewriter and wrote their masterpieces.  Controls flanked the roller that held the paper.  Now, you learn the parts of the Word window which replace the sheet of paper and the mechanical controls.  You will read about many of these components as you progress through this book.  You are told which controls are useful, which controls are inaccessible via the keyboard, and which controls are ignored by most Word users.

Here is a tactile analogy for the Word window.  Take a sheet of paper and fold the 4 edges over about an inch to make a smaller sheet of paper.  Now, unfold the 4 edges.  You now have a sheet of paper with 4 outer borders.  These borders hold the Word controls — most of which you can gleefully ignore till you need them.  The part of the sheet of paper bounded by these 4 borders is the Work Area in which you write.  You can completely ignore the 4 borders and the controls displayed in them as you write.  Word actually lets you remove most of these borders if you prefer to work with a full sheet of paper.

Word lets you frequent lots of bars.  These aren't hang-outs for tired writers.  They are horizontal strips that stretch the width of the Word window.  There are 5 bars in the border over the work area, and there are 2 bars in the border beneath the work area.

How the document looks in the work area and what appears in the vertical borders is determined by the current view layout as discussed later in this chapter.

Word lets you press lots of buttons.  A button in Word is a little framed rectangle with a symbol drawn within it or with a word written within it and often with both.  Usually, you can press a button with the keyboard or the mouse.  Keyboard — move the keyboard focus onto the button, and then tap the Enter key; mouse — move the pointer onto the button, and then click it.

The Border over the Work Area

There are 5 bars in this border.  The top 2 bars, the title bar and the menu bar, are required; you can't banish them.  The next 2 bars are rows of buttons; they are equally accessible with the mouse and the keyboard!  Most tasks performed with these buttons have assigned shortcut keys or equivalent menu commands, but you are urged to practice with these buttons so you can communicate more effectively with die-hard mouse users.  (You may even like to use them.)  The bottom bar, called the Ruler, is a graphic with numerous visual components.  A mouse user can directly set document margins, tab stops, and the like with clicks on various parts of the Ruler.  There is no keyboard access for the Ruler.

The Title Bar
The bar at the top, called the Title Bar, names the active document and the Word program.  It is laid out like this:

Document1, Microsoft Word

Document1 is a placeholder for the as yet unnamed document, and Microsoft Word is the name of the active program.  The placement of the document name before the program name is meant to suggest that the document is the important thing rather than the program.

The Menu Bar
The next bar, called the Menu Bar, lists 9 menus.  They let you perform different kinds of tasks in the Word program.  Examples:  Use the File menu to retrieve, save, or print a document.  Use the Edit menu to copy or cut text in a document.  Use the View menu to adjust the Word window or to change its layout.  The menu bar is laid out like this:

File, Edit, View, Insert, Format, Tools, Table, Window, Help

You can ignore the Tool bar and the Format bar and completely rely on the Menu bar if you wish.

Word 2002 and Word 2003 adds another item to the menu bar; the Ask A Question combo box immediately follows the Help item.  You can type a question in its text box and tap the Enter key to gain help on that topic.  This combo box is handy because it lets you bypass the Help system in Word.

The Tool Bar
The middle bar, called the Tool Bar, displays a long row of buttons (little pictures without labels) that perform specific commands when activated.  You can activate any of these buttons with the keyboard or the mouse as explained a bit later in this chapter.  You can ignore them until you need them.  They perform a variety of tasks:  immediately perform commands; display dialog boxes; display drop-down lists or menus; or display combo boxes.  Examples:  The buttons Undo and Redo are combo boxes.  Activate them to get a list of the most recently performed tasks.  These buttons become Can't Undo and Can't Redo when nothing can be undone or redone.  Also, the button Zoom is a combo box; it shows the current zoom setting like 100 percent.  Activate it to pick a different screen magnification.

Access Note:  Here are descriptions of the most useful Word tool buttons.  The icon for the New button looks like a piece of paper with its top-right corner turned toward you — just as if you were turning a page.  The icon for the Open button looks like a file folder opening up.  The icon for the Save button looks like a floppy disk.  The icon for the Print button looks like a printer with a piece of paper sticking out of it with print on it.  The icon for the Print Preview button looks like the new icon with a magnifier on its right.  The icon for the Cut button looks like a pair of scissors.  The icon for the Copy button looks like 2 identical pieces of paper side by side.  The icon for the Paste button looks like a jar of kindergarten paste and a brush.  The icon for the Undo button looks like a curved arrow pointing left.

A tool button lacks a text label, but possesses a little pop-up text box, called a ScreenTip, that appears when you hover the mouse pointer over the tool button for a few seconds.  A screentip displays a mini description of the tool button's purpose.  At the same time, the status bar displays a more extensive explanation.

Access Note:  A screen reader may announce a screentip for a tool button as the mouse pointer moves over it or may let you label tool buttons with their screentips.  Other screen readers let you put all the screentips in a list and let you activate their buttons from this list.

The Format Bar
The next bar, called the Format Bar, displays another row of buttons.  They help you format a document; that is, make its characters and paragraphs look pretty.  You can activate these buttons with the keyboard or the mouse as explained a bit later in this chapter.  You can ignore them until you need them.  They perform a variety of tasks:  immediately perform commands; display dialog boxes; display drop-down lists or menus; or display combo boxes.  Examples:  The button Style is a combo box.  Activate it to specify the appearance of an entire paragraph.  The buttons Font and Font Size are also combo boxes.  Activate them to specify the type style and size of characters.  The buttons Bold, Italic and Underline are toggles.  Activate them to turn these attributes on and off as you write.

A format button lacks a text label, but possesses a little pop-up text box, called a ScreenTip, that appears when you hover the mouse pointer over the format button for a few seconds.  A screentip displays a mini description of the format button's purpose.  At the same time, the status bar displays a more extensive explanation.

Access Note:  A screen reader may announce a screentip for a format button as the mouse pointer moves over it or may let you label format buttons with their screentips.  Other screen readers let you put all the screentips in a list and let you activate their buttons from this list.

Word may place the format bar to the right of the tool bar and only display the most commonly used buttons in both bars.  The idea behind this arrangement is that more window area is available for the actual document.  But, Word lets the user pick the bar arrangement.  The user can put the format bar beneath the tool bar and display more buttons on both bars.

Access Note:  Most screen readers require the format bar to be located beneath the tool bar in order to operate properly.  The steps to position the format bar below the tool bar are presented in the Word Configuration chapter.

The Ruler Bar
The bottom bar in the top border is called the Ruler because it lets a user measure page margins, paragraph indents, and so forth.  This bar is a graphic with numerous visual components.  A user looks at particular parts of this bar to check out current aspects of the document's format.  Also, a user can click various parts of this bar to alter aspects of the document's format.  A user can click, for example, the visual marker that shows the current paragraph indentation to change it.  The controls on this bar are unavailable from the keyboard.  However, a user can accomplish the very same tasks via a keyboard with shortcut keys, with the Paragraph item in the Format menu and with the shortcut menu associated with the text.

Access Note:  Typically, gadgets like ruler bars are (as of this publication) unsupported by screen readers.  Often, their functionality is replicated in related command menus.

The Border beneath the Work Area

There are 2 bars and a group of 4 buttons in this border.  The horizontal scroll bar, the top bar, is a visual indicator that shows the horizontal position of a document relative to the work area.  This scroll bar is only used when the document margins are set wider than the work area.  The 4 view buttons, located just left of this scroll bar, let a mouse user display the document in different ways.  The status bar, the bottom bar, tracks the current state, the status, of the Word document.  These items are discussed in more detail later in this chapter.

The 4 View Buttons
Word lets a writer display a document in 4 different ways with 4 buttons; these buttons are grouped in a row located just left of the horizontal scroll bar.  They are left to right:

Normal Layout
Web Layout
Print Layout
Outline Layout

A click of a view button immediately displays an onscreen document in that view.  A click of the Normal Layout button displays just the document essentials.  In this view, a writer can most efficiently write, navigate and edit a document.  A click of the Web Layout button displays a document as a web page.  In this view, a writer can prepare a document for Internet publication.  A click of the Print Layout button displays a document as it would appear when printed.  In this view, a writer can examine page layout in detail and can also edit a document.  (Word starts up in the Print Layout view.)  A click of the Outline Layout button displays a document as an outline.  In this view, a writer can display a document at various outline levels and quickly rearrange its parts.

You can activate any of these 4 views with the corresponding menu items located at the top of the View menu.  You highlight a view layout in the View menu and activate it with a tap of the Enter key.  This process places a check mark beside the highlighted view and exits the View menu.  The document is now displayed in this view.

There are shortcut keys for 3 of these views.  Tap the Alt+Ctrl+N key to activate the Normal Layout view; tap the Alt+Ctrl+P key to activate the Print Layout view; and tap the Alt+Ctrl+O key to activate the Outline Layout view.  There is no shortcut key for the Web Layout view.
A user switches views to get different information about a document.  This is analogous to wearing different eyeglasses to see things differently or to wearing different gloves to feel things differently.  What is seen or felt remains unchanged; only the visual or tactual experience is altered.

A writer can preview a document before it is printed in 2 different ways:  Print Preview displays multiple printed pages of a document concurrently in a reduced size.  Many page elements are displayed while in this view.  In this view, a writer can examine printed page layout in detail and can also edit a document to fit better on the printed page.  Print Preview is switched on and off by the Print Preview button on the standard tool bar, by the Print Preview item in the File menu and by the Alt+Ctrl+I or the Ctrl+F2 key.  Web Page Preview displays a document in a Web browser.  Word saves a copy of a document and then opens that document in the default web browser.  Web Preview is switched on and off by the Web Preview item in the File menu.

A writer can customize the active view in various ways:  adjust the size of the onscreen document with the Zoom button on the Tool bar or with the Zoom item in the View menu; remove all onscreen bars with the Full Screen item in the view menu; use the General tab in the Options dialog box under the Tools menu to pick a blue background with white text; and use the View tab in the Options dialog box under the Tools menu to alter specific aspects of the various views.

Access Note:  A screen reader doesn't work properly with the Full Screen view active, for the Tool bar and the Format bar are required.

The Status Bar
No, the status bar isn't a place for writers to hang out.  Rather, the status bar is an informational strip.  This strip has 4 parts and offers information about the current document and about certain tasks that are in progress.  The status bar is discussed in great detail in its own section later in this chapter.

The Borders beside the Work Area

The current view determines the content of the vertical borders.  Examples:  In the Normal view, the left border is empty and the right border contains the vertical scroll bar with 3 vertical scroll buttons beneath it.  In the Print view, the right border may show the vertical ruler.  All of these items are only usable with the mouse.

The 2 Scroll Bars

Word displays a document just within its work area.  Sometimes, a small document fits neatly within the work area; that is, nothing squeezes past its frame.  In this case, you can read the entire document.  But, most often, the entire document can't fit within the work area.  You need to Screen Roll (scroll) the document to bring material currently outside the work area into the work area in order to read it.

Time for a concrete tactile example.  Take 2 identical sheets of paper and fill up 1 of them with text from top to bottom and from left to right and cut a small rectangle out of the other sheet.  Place the sheet with the cutout (alias work area) on top of the sheet with the text (alias the document).  Only the text within the cutout is readable.  Move the cutout up/down to reveal more text in the vertical direction; move the cutout left/right to reveal more text in the horizontal direction.

A typical WINDOWS program, when it has material beyond its window frame, places a visual indicator, called a Scroll Bar, within the window frame.  A vertical scroll bar is placed near the right side of the window frame when material is outside the window in the up/down direction, and a horizontal scroll bar is placed near the bottom side of the window frame when material is outside the window in the left/right direction.  Its presence tells the user that material extends past the window frame.  Usually, a document extends beyond Word's work area.  So, Word usually displays both scroll bars.

Word's scroll bars are conveniences for the mouse user.  A mouse user points at a spot on a scroll bar and then clicks or drags to move the window in a specific direction and by a prescribed amount.  A screen reader user can, instead, rely on navigation keys to move the window to a desired position.  (Navigation techniques — navigation keys, scroll bars and more — are thoroughly discussed in Chapter 8.)

Work Area Anatomy And Function

The parts of the Word window described so far are of interest but don't let you get much accomplished.  The work area in the Word window — the empty area bounded by the 4 borders — is where you do the real work.  That is, this is where you write.  It occupies most of the Word window real estate.

The Text Cursor

The text cursor marks the spot in a document where text is about to be typed.  This cursor is initially placed in the upper-left corner of the work area.  Tap a text key, then its character appears where the text cursor is and the text cursor jumps to the right to make room.  This cursor moves to the right as you type more text and stays just ahead of the text.

You move the text cursor with taps of the navigation keys in the Column of keys or in the Block of keys.  This cursor is tied to the keyboard focus and blinks so it is distinguishable from adjacent text.

The I-Beam Cursor

The mouse pointer looks like a large print letter I or a steel beam when the mouse pointer is placed over text.  It marks the spot where text is inserted when the text cursor is moved to the mouse pointer — just click the mouse to make this happen.

You move the I-beam cursor with motions of the physical mouse or via mouse hot keys.  This cursor is tied to the mouse focus.  You can safely ignore it as you write because all the important tasks — type text, edit text, format text, and print text — are doable with the keyboard.

The Office Assistant

Word offers a writer an immediate way to receive help, the Office Assistant.  This is a cartoon character that lives in a little window located in the work area.  The mouse user can move this little helper's window to any place in the work area; a good home for the Office Assistant is at the bottom of the work area on the far right.

The cartoon character looks like a paper clip with big eyes.  Most of the time, this paper clip assistant just sits there while a user types away.

The user who dislikes paper clips can pick a different Office Assistant.  Word offers an entire temp agency full of potential assistants.  The Dog and Cat are cute; environmentalists may prefer Mother Nature; and scientific types may identify with the Einstein character.

All the help the Office Assistant can offer is also available in standard pop-up help and in the extensive help system in Word.  So, the Office Assistant can be fired at the writer's discretion without the loss of essential help.

Access Note:  A typical screen reader has difficulty with the Office Assistant, for it is an animated cartoon.  In Word, the user can hire or fire the Office Assistant from the Word Help menu.  It is recommended that you banish the Office Assistant if you use a screen reader.  How to do this is discussed in the word Configuration chapter.

Status Bar Anatomy And Function

This bar has 6 numbers followed by 4 abbreviations.  The 6 numbers tell you where you are in the document and where you are on the current page.  You can ignore these numbers most of the time.  The 4 abbreviations are status indicators.  They are dim when the options they represent are inactive.  You can ignore them all of the time.  A few icons are sometimes displayed on the far right of the Status bar.  They indicate that certain Word tasks are in progress.

Access Note:  The information on the status bar isn't automatically announced by the typical screen reader.  But, a screen reader usually has a hot key which lets you check it out whenever you feel the need.

Initial Appearance

Launch Word; its window pops up; and the Status bar at the very bottom of this window is laid out like this:

Page 1 Sec 1 1/1 At 1" Ln 1 Col 1 REC TRK EXT OVR

This is the Status bar for a new document with the text cursor located in the upper-left corner of the work area.

Position within a Document

The initial 3 numbers tell you about the current page.  This information is best explained via a typical document.  Consider either a term paper or a business report.  Assume that this document has 10 physical pages:  a cover page, a table of contents with 2 pages and the document body with 7 pages.  This document has 3 sections, and they are typically numbered differently.  The cover page is usually left unnumbered.  The table of contents is numbered with roman numerals; that is, have page i and page ii.  The pages in the last section are typically numbered 1 through 7.

You would count 1 through 10 if you were ask to count all the physical pages in this document.  Word can also count the number of physical pages and knows which physical page is the current page.  Word also keeps track of the current section and keeps track of the number that is to be printed on the current page.  Here are a couple of concrete examples:

Page 7 Sec 3 10/10

These 3 numbers mean:  The current page, when printed, has page number 7; this page is in section 3; the current page is the 10th page of 10 pages.  (This page is the last page in the document.)

Page i Sec 2 2/10

These 3 numbers mean:  The current page, when printed, has page number i; this page is in section 2; the current page is the 2nd 2 page of 10 pages.  (This page is the first page in the table of contents.)

A document, when you begin to write, has 1 section — the entire document.  You must divide the document into sections with the section commands to have multiple sections.  A document, when you begin to print, has no page numbers.  You must tell Word to include page numbers.

Position on a Page

The last 3 numbers tell you the location of the text cursor on the current page.  They tell you the distance from the top of the page to the text cursor and tell you the line and column numbers of the text cursor.

At 1"

You start to write 1 inch from the top edge of the page.  This distance increases as you fill up a page.  (As if you really care.)

Ln 1

You start to write on the first line.  The line number increases as you move down the page.

Col 1

The text cursor starts out in column 1.  The column number increases as you type characters.  In particular, a tap of the Tab key only increases the Col number by 1.  This indicator counts the characters typed before the text cursor.  You can place the text cursor at the end of a line and read the Col number to count the number of characters in that line.  (You must subtract 1 from the Col number to get the real character count.)  The Col number doesn't tell you the distance from the left margin!  There is no way in Word to find out this distance.

Here is a quick summary of the listed numbers and their meanings:

Page number — the page number of the page based on the page numbers you gave the document, if any

Section number — the section number of the page shown in the window

Number/number — the page number and the total number of pages based on the physical page count in the document

At — the distance from the top of the page to your insertion point; no measurement is displayed if the text cursor isn't in the window

Ln — the line of text where the text cursor is located; no measurement is displayed if the text cursor isn't in the window

Col — the number of characters from the left margin to the text cursor; no measurement is displayed if the text cursor isn't in the window

Status Indicators

These 4 indicators are all dimmed (inactive) when you launch Word and begin to write.  An indicator is activated and highlighted when you start its associated task.  It stays active and highlighted till the task is finished or until you cancel the task.

REC

This is short for Record macro.  This indicator becomes active and highlighted when you carry out a sequence of commands that Word records.  You assign a key to this sequence of commands.  Then, you can tap this macro key at any later time to perform this sequence of commands again.  (This is considered an advanced topic.)

TRK

This is short for Track document revisions.  Word can compare the displayed document with a different version and mark where the 2 documents differ.  (This is considered an advanced topic.)

EXT

This is short for Extend selection.  This indicator becomes active and highlighted when you tap the F8 key or double click this indicator.  Then you can extend the selection of text.  (The selection of text is fully discussed in Chapter 10.)

OVR

This is short for Overtype text.  Normally, you type new text, and any typed text to the right of the text cursor moves over to make room for the new text.  This indicator becomes active and highlighted (looks bold) when you tap either Ins key or double click this indicator.  Then, fresh text writes over and replaces any text to its right.  Another tap of either Ins key or another double click of this indicator returns you to the normal way you write.  That is, it puts you back in Insert mode and the OVR indicator is no longer highlighted.

Overtype operation is seldom used when you write memos, letters, and the like, but it is often quite handy when you fill out forms which contain dummy text to be replaced with other text.  Nevertheless, a screen reader user is better off when text is inserted, and unwanted text is deliberately deleted.

Sometimes the Ins key is tapped by accident.  So, tap the Ins key to return to Insert mode if old text vanishes as you type new text.

You can switch between Insert and Overtype modes even when you have removed the Status bar.  Follow these steps to switch between typing modes:

1. Pick the Options item in the Tools menu.

2. Activate the Edit tab page.

3. Check the Overtype Mode check box to switch to Overtype mode; uncheck this check box to switch to Insert mode.

Access Note:  It is a good idea to give the Ins key a different job.  A screen reader can use it for a hot key to read text; Word can use it to paste text.

Here is a quick summary of the listed indicators and their meanings:

REC — the macro recorder status; double click REC to turn the macro recorder on or off; REC appears dimmed when the recorder is off

TRK — the track changes status; double click TRK to turn the track changes feature on or off;TRK appears dimmed when changes are not being tracked

EXT — the extend selection mode status; double click EXT to turn the mode on or off;EXT appears dimmed when selection mode is off

OVR — the overtype mode status; double click OVR to turn the mode on or off;OVR appears dimmed when overtype mode is off

Task Icons

Word can perform quite a few tasks independently.  An icon may appear on the far right of the Status bar when Word is at work.

Spell And Grammar Check Status Icon

A small open book icon can appear on the Status bar.  This icon appears when the automatic spell check option or the automatic grammar check option is turned on.  This icon can have three different forms.

Open Book with Pencil — This version indicates that Word is busy checking the spelling or grammar used in your document.  The pencil is visible as you type text; the pencil disappears shortly after you stop and is replaced with a different version of the icon.

Open Book with Red X — This version indicates that the spell check or the grammar check is finished and that potential spelling or grammar errors were found.  Every potential spelling error is underlined with a red wavy line, and every potential grammar error is underlined with a green wavy line.  (You can double click the red X to make Word move to the next error and suggest possible corrections for that error.)

Open Book with Check Mark — This version indicates that Word found no errors.

Background Save Status Icon
Word can automatically save work in progress as you write.  An animated disk icon is displayed on the Status bar while Word performs a background save.

Background Print Status Icon
A small printer icon can appear on the Status bar.  This icon appears if the Print in Background option is turned on and when you start your printer.  The printer icon shows the number of the page being printed.  (You can double click this icon and halt the print job in progress.)

Word Messages and Progress Reports

Word's menu bar and its status bar are linked together.  A brief description of the active menu is presented in the status bar.  The status bar is updated as you move the focus from menu title to menu title.

Often, the progress of a task is reported on the Status bar.  A graphic, a progress bar, may appear that indicates the percentage of the task accomplished so far.

Task Pane Anatomy And Function

You can skip this topic unless you have Word 2002 or Word 2003 installed.

Commands are typically placed in menus, and options are typically placed in dialog boxes.  Microsoft finally realized that the ordinary user doesn't remember where needed commands and options are located.  Microsoft introduced the Task Pane when Windows XP and Office XP were released to remedy this problem.  A task pane appears to the right of the program window and shows the most commonly used commands and options related to the current activity.  Thus, a user only needs to pick a command or option in a task pane to perform a common activity.

Microsoft forgot to include keyboard access for many task pane items in Word XP and didn't remedy this in Word 2003; so a screen reader user must rely on mouse hot keys to highlight or activate these task pane items.  There are a few task panes that are mostly accessible with a keyboard, and a power user can rely on these task panes to perform many Word tasks.  It is recommended that a new user stick with menus and dialog boxes.

Tool Bar Anatomy And Function

A screen reader user is often afraid of tool bars.  This apprehension is unwarranted in Word, for all tool bars in Word are completely accessible with the keyboard and the mouse.  You are urged to learn about and practice with tool bars so you can communicate more effectively with die-hard mouse users.  You may even enjoy them.

More Word Window Tool Bars

Word has lots of mysterious and useful tool bars.  Many of these special tool bars (16 total) are listed in the Toolbars submenu in the View menu.  Check marks are beside those toolbars currently displayed in the top border of the Word window.  Check mark the tool bars you want to place in the Word window; uncheck the tool bars you want to take out of the Word window.

Certain tool bars aren't listed in this menu or elsewhere.  They just appear when needed and disappear when their commands are finished or when their operation modes are switched.

Most buttons on the special tool bars lack shortcut keys and lack equivalent menu items.  You must rely on tool bar navigation with the keyboard or on screen reader mouse hot keys to activate these buttons, or you must assign your own shortcut keys to those buttons of interest.

Tool Bar Graphics

Every tool bar in Word possesses 2 graphic controls.  There is a vertical bump at the far left of every Word tool bar called the Grabber.  It's used to move a tool bar around in the Word window with the mouse — just grab it and drag the bar.  There is a downward triangle at the far right of every Word tool bar called the Tool Menu or the More Buttons control.  It's used to customize a tool bar — add or remove buttons.

A tool menu lets you personalize a tool bar; that is, you can list the commands that you personally use and no others.  A tool menu is equally usable with the keyboard and the mouse.  This useful control is discussed a bit later in this chapter.

Tool Bar Navigation

You are encouraged to rely on the tool bars instead of equivalent menu items.  This is actually easier and definitely much faster.

Word provides both mouse and keyboard access for tool buttons and tool menus.  Move the mouse pointer onto a tool bar button or onto the tool menu and single click.  The keyboard requires these steps:

1. Tap either Alt key.

You leap onto the menu bar.

2. Tap the Ctrl+Tab key.

You jump onto the top tool bar.

3. Tap the Ctrl+Tab key repeatedly.

You cycle through all the tool bars.

4. Tap the arrow keys, Left and Right, to move along a tool bar.

You move control by control in that direction.

5. Tap the Enter key over any button or over the tool menu.

That button or the tool menu is activated.

6. Use the Up/Dn keys to navigate through a combo box or drop-down list.  Tap the Enter key to pick the highlighted item.

7. Or, tap the Alt key or the Esc key.

You are returned to the active document.

Tool Menus

Tool bars are handy gadgets because they display commonly used commands.  They are made even more handy because you can modify them to meet personal needs.  You can remove commands (buttons) rarely used by you and include commands often needed by you.  You can even rearrange commands in tool bars.

Tool menus are the key, for they list all the common commands that may occur on tool bars.  You can, in particular, modify the Tool bar and the Format bar to meet personal preferences.  Here are the details.

1. Locate the tool menu for the Tool bar or the Format bar.

Initially, the tool menu is located on the far right.

2. Pop up the tool menu for the Tool bar or the Format bar.

A list of commands appears.

3. Check a command, then it appears as a button on the Tool bar or the Format bar.

Keyboard — move to it and tap the Enter key; mouse — click it.  The button is placed on the far right.

4. Uncheck a command, then its button is taken off the Tool bar or the Format bar.

Keyboard — move to it and tap the Enter key; mouse — click it.

5. Dismiss the tool menu.

Keyboard — tap the Esc key; mouse — click anywhere in the document.

6. Check whether the command is included ore removed.

Access Note:  This list may lack the desired command.  There are larger lists of commands available through the Customize item on this menu.  Unfortunately, complete keyboard access is absent.  You must drag the command icon onto the tool bar with the mouse.

Include and remove buttons from the Tool bar and the Format bar as much as you like.  You can always restore the standard bars if you create a mess.  Pop up the tool menu and pick the Reset Toolbars item to accomplish this.

Chapter Summary
Word Window Anatomy and Function

This window, in which you work, has various parts.  There is an empty rectangle in which you type text; this is the most important part of the Word window.

There is a top border which holds 5 bars:  Title, menu, Tool, Format, and Ruler; the 3 middle bars are completely accessible with the keyboard and the mouse.  You can ignore the Tool bar and the Format bar and completely rely on the Menu bar.  There is no keyboard access for the Ruler.

The primary bar, called the Menu Bar, lists 9 menus.  They let you perform different kinds of tasks in the Word program.  The menu bar is laid out like this:

File, Edit, View, Insert, Format, Tools, Table, Window, Help

Word 2002 and Word 2003 adds another item to the menu bar; the Ask A Question combo box immediately follows the Help item.  You can type a question in its text box and tap the Enter key to gain help on that topic.  This combo box is handy because it lets you bypass the Help system in Word.

There is a bottom border with 4 View buttons, a horizontal scroll bar, and a Status bar.

There are 4 items in the View menu equivalent to the 4 View buttons and accessible with the keyboard.  A writer can most efficiently write, navigate and edit a document in Normal view.  Word starts up in Print Layout view so you must pop up the View menu and activate the Normal view.

You can read the Status bar only with screen reader hot keys.  This strip has 4 parts and offers information about the current document and about certain tasks that are in progress.

The right border most of the time holds the vertical scroll bar; there is a dialog box with equivalent scroll items accessible with the keyboard.  The left border is most often empty, and you can ignore its items the other times.

Work Area Anatomy and Function

The parts of the Word window described so far are of interest but don't let you get much accomplished.  The work area in the Word window — the empty area bounded by the 4 borders — is where you do the real work.  That is, this is where you write.  It occupies most of the Word window real estate.

The Text Cursor

The text cursor marks the spot in a document where text is about to be typed.  This cursor is initially placed in the upper-left corner of the work area.  Tap a text key, then its character appears where the text cursor is and the text cursor jumps to the right to make room.  This cursor moves to the right as you type more text and stays just ahead of the text.

You move the text cursor with taps of the navigation keys in the Column of keys or in the Block of keys.  This cursor is tied to the keyboard focus and blinks so it is distinguishable from adjacent text.

The I-Beam Cursor

The mouse pointer looks like a large print letter I or a steel beam when the mouse pointer is placed over text.  It marks the spot where text is inserted when the text cursor is moved to the mouse pointer — just click the mouse to make this happen.

You move the I-beam cursor with motions of the physical mouse or via mouse hot keys.  This cursor is tied to the mouse focus.  You can safely ignore it as you write because all the important tasks — type text, edit text, format text, and print text — are doable with the keyboard.

The Office Assistant

Word offers a writer an immediate way to receive help, the Office Assistant.  This is a cartoon character that lives in a little window located in the work area.  All the help the Office Assistant can offer is also available in standard pop-up help and in the extensive help system in Word.  So, the Office Assistant can be fired at the writer's discretion without the loss of essential help.

A typical screen reader has difficulty with the Office Assistant, for it is an animated cartoon.  In Word, the user can hire or fire the Office Assistant from the Word Help menu.  It is recommended that you banish the Office Assistant if you use a screen reader.  How to do this is discussed in the word Configuration chapter.

Status Bar Anatomy and Function

This bar has 6 numbers followed by 4 abbreviations.  The 6 numbers tell you where you are in the document and where you are on the current page.  You can ignore these numbers most of the time.  The 4 abbreviations are status indicators.  They are dim when the options they represent are inactive.  You can ignore them all of the time.  A few icons are sometimes displayed on the far right of the Status bar.  They indicate that certain Word tasks are in progress.  The information on the status bar isn't automatically announced by the typical screen reader.  But, a screen reader usually has a hot key which lets you check it out whenever you feel the need.

Task Pane Anatomy and Function

You can skip this topic unless you have Word 2002 or Word 2003.

Commands are typically placed in menus, and options are typically placed in dialog boxes.  Microsoft finally realized that the ordinary user doesn't remember where needed commands and options are located.  Microsoft introduced the Task Pane when Windows XP and Office XP were released to remedy this problem.  A task pane appears to the right of the program window and shows the most commonly used commands and options related to the current activity.  Thus, a user only needs to pick a command or option in a task pane to perform a common activity.

Microsoft forgot to include keyboard access for many task pane items in Word XP and didn't remedy this in Word 2003; so a screen reader user must rely on mouse hot keys to highlight or activate these task pane items.  There are a few task panes that are mostly accessible with a keyboard, and a power user can rely on these task panes to perform many Word tasks.  It is recommended that a new user stick with menus and dialog boxes.

Tool Bar Anatomy and Function

A screen reader user is often afraid of tool bars.  This apprehension is unwarranted in Word, for all tool bars in Word are completely accessible with the keyboard and the mouse.  You are urged to learn about and practice with tool bars so you can communicate more effectively with die-hard mouse users.  You may even enjoy them.

CHAPTER 5:  WORD CONFIGURATION
This chapter gathers together for quick reference a few needed Word adjustments.  Only those modifications are mentioned that directly impact accessibility.  Make these adjustments yourself or ask a peer to make them for you so you can learn and work most efficiently with Word.  A typical screen reader works much better when the indicated changes are made.

Topics are organized by menu, dialog box and tab page location.  Review a particular topic and make the recommended changes there.  Later, after you learn more about Word, you may wish to customize other options to meet personal needs.

Hide The Office Assistant

A typical screen reader has difficulty with the Office Assistant, for it is an animated cartoon.  It is better, therefore, to rely on help presented via a dialog box.

Word has a convenient way to show or hide the Office Assistant.

1. Launch the Word Program.
2. Pop up the Help menu.

3. Read the second menu item.

This item is "Show the Office Assistant" or "Hide the Office Assistant".  The Office Assistant is hidden when "Show the Office Assistant" is the menu item.  Then, help about Word is available via a dialog box.

Remove The Office Shortcut Bar

You need to pay attention to this item only if Microsoft Office is installed on your computer.  The typical installation for Office includes the Office Shortcut Bar.  This bar is displayed on the Desktop and remains there when you launch an Office program.  This Shortcut Bar contains buttons that open Word documents, databases and programs.  You can remove this bar to reduce Desktop clutter.

1. Exit all programs but the screen reader.

2.  Tap the Alt+Tab key till the Shortcut bar is reached.

3. Tap the Alt-SpaceBar key to activate the Shortcut Bar menu.

4. Pick the Exit item.

A dialog box pops up:

The Office Shortcut Bar will start again when you start Windows.  Do you want the Office Shortcut Bar to start automatically when you start Windows?

5. Tab to the No button, and tap the Enter key.

WINDOWS removes the Shortcut Bar from the Desktop.

Adjust Options On The Tools Menu

Many important options are gathered together under the Options item in the Tools menu.  Follow these steps to pop up this Options dialog box:

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item located at the bottom of the menu.

A dialog box pops up.  It has multiple tab pages listed in multiple rows.

4. Activate the desired tab page.

Use the Arrow keys to move amongst the tab pages, and use the Tab keys to move amongst the items on tab pages.

5. Activate or disable the desired items.

6. Activate the OK button to accept any changes; activate the Cancel button to reject any changes.

Now, items on various tab pages are described and recommended settings are offered.

Remark:  The items listed on tab pages vary amongst Word versions — they may have different names.  Only the most useful or troublesome items are mentioned — there are hundreds of items.

Save and Back Up Documents Often

You should often manually save your work as you write, and you should also let Word frequently save your work.  This is a good habit, for Windows will eventually crash or the power will go out.  Almost all of your document is recoverable when these precautions are taken.  This topic is expanded upon in a later chapter.

You can tap the Ctrl+S key, pick the Save item in the File menu or click the Save button located on the Tool bar to manually save the document you are writing.  Word can save this document in various ways.  These options are presented on the Save tab page.  Activate the Save tab page and check the next items.

Require Backup Documents
Word can make a copy of the active document and hide it away before you save that document with new changes.  This backed up document is vital when changes to the document damaged the document or when the document is accidentally deleted.  Consider the backed up document to be the previous draft of the document.  Make sure the Always Create Backup Copy check box is checked.  Then, the current copy of the active document on your hard disk is backed up before the version of the active document in temporary memory is saved on your hard disk in its place.  This happens every time you manually save the active document.  The backed up document has the same file name but has the wbk! Suffix.  A document and its backup are placed in the same document folder.

Activate this backup option only if you have lots of available disk space, for you are essentially doubling the number of documents saved on the computer's disk.  You can rely on an external backup disk drive instead of this backup option to conserve disk room.  This latter precaution also guarantees you have all of your documents in case of computer disaster — a thief steals the computer; its disk drive dies, and so on.

Disallow Fast Saves
You can save just the recent changes made to a document, or you can save the entire document.  A fast save is a bit quicker, but causes problems when you want to share a document with another Word user or when you want to back it up on a floppy disk.  It is definitely better to save the entire document even though it takes a little longer to do.  Make sure the Allow Fast Saves check box is unchecked.

Allow Background Saves
Word can frequently save a document while you continue to work on that document.  Make sure the Allow Background Saves check box is checked.  An animated disk icon is displayed on the Status bar while Word performs a background save.

Use Autorecovery
Word can save a copy of the active document at regular intervals as you work.  You can, when computer disaster strikes, recover most of the document currently in temporary memory from this recovery copy.  Make sure the AutoRecovery check box is checked, and enter a reasonable time interval (10 or 20 minutes) in the Every text box.

A pane with recovered documents appears at the left of the Word window the next time Word is launched after a computer crash or power outage.  You are asked whether you wish to recover any of the listed documents.  Respond Yes.

The listed documents are temporary documents with strange document names.  You must save these temporary documents as standard Word documents.  Highlight them in turn and save or delete them.

The original document is only listed if Word didn't have a chance to save a backup copy.  The most recent document appears at the top of the list.  You can save an AutoRecovered copy:  Activate the Save As item in the File menu if you've opened the temporary document.  The name of this recovered document is the same as the original except that it will include the word "(Recovered)" after it.  The recovered document doesn't replace the original document.

Go through all the temporary documents and discard them or save them as recovered documents.  Word asks you whether you wish to keep unrecovered documents when you exit Word.  Respond No to discard them all; respond Yes to check them again the next time Word is launched.

Save Word Files As
Different word processors store their documents on disk in different forms.  Word lets you pick the form for stored documents.  You can choose a document form that is compatible with documents created by friends or coworkers.  Example:  Pick a WordPerfect format from the combo box if you wish to share documents frequently with colleagues who rely on WordPerfect.

Disable Features Introduced After
Word 2002 is in many ways more accessible than previous Word releases.  You should rely, therefore, on Word 2002 even though friends or colleagues don't upgrade.  Word 2002 can provide automatic compatibility with previous Word versions.  Make sure the Disabled Features Not Supported by Word 97 check box or the Disable Features Introduced After check box is checked to guarantee this compatibility.

Print Efficiently

There are various print options that make it simple and convenient to print a document.  Activate the Print tab page.

Enable Background Printing
You can print a document and continue to work in Word on any task, write another document, spell check another document, and so forth.  Word can print the document in the background and give you its full attention while you continue to work.  Make sure the Background printing check box is checked.

Reverse The Print Order

A printer may print a page print side down or print side up.  A print-side down printer places the pages in the proper order; you must just turn the stack over.  A print-side up printer places the pages in the reverse order; you must rearrange them by hand.  Luckily, Word can rearrange them for you as they are printed.  Make sure the Reverse print order check box is unchecked for a print-side down printer and checked for a print-side up printer.

Show Recently Used Documents

Word maintains a numbered list of the most recently used documents at the bottom of the File menu.  Just 4 documents are listed by default.  You can, however, increase or decrease this number.  Activate the General tab page.

Change the number in the text box associated with the Recently Used File List check box.

Customize the Word Window

It is possible to specify the items that are displayed in the Word window.  You should show items which are frequently helpful to you and omit items of minimal or no importance to you.  Activate the View tab page to reach a glut of check boxes.

Startup Task Pane
Word 2002, when launched, displays the Word window and, by default, also displays a Startup task pane to its right.  Make sure this check box is unchecked if you don't want this task pane to appear.  (You can check the Task Pane item in the view menu with a tap of the Enter key on those occasions when you want this pane temporarily displayed.)

Animated Text
Word can make text wiggle and jiggle.  However, a screen reader may fail to read animated text properly.  So, make sure this check box is unchecked.

Paragraph Marks
You must know where paragraphs start and stop as you write or edit text.  Word can display Paragraph symbols to mark paragraphs.  Make sure this check box is checked.  Also, make sure your screen reader is set up to read these marks.

Style Width
Word loves paragraphs, and Word lets you apply styles to paragraphs to make them pretty and formatted nicely.  The style area is a vertical strip to the left of the Word window that shows the styles applied to paragraphs.  This strip is a nuisance most of the time, and you can remove it to reduce confusion and window clutter.  Type 0.0 in the Style Width text box.  The style area is banished till you set a larger value — .5 inch or 1 inch — for its width.

Document Security And Personal Information

You may place personal or confidential information in a document and wish only authorized users to have access to that document.  Microsoft introduced security features for documents in Word 2002.  Activate the Security tab page.

There are 2 password text boxes.  Type a password in the first text box to prevent others from opening the document; type a password in the second text box to prevent others from modifying the document.  Keep passwords in a safe place — without them, you can never access the documents with those passwords!.

Word stores user information within documents to track authorship, dates of various kinds, and so on.  You can tell Word to remove personal information when documents are saved.  Make sure the Remove Personal Information check box is checked.

Turn Off Automatic Error Checks

Word can mark misspelled words and grammar errors as a writer toils.  Misspelled words are instantly underlined with red wavy lines, and grammar errors are instantly underlined with green wavy lines.  A writer can immediately make corrections or skim through the document later, look for wavy underlines and make the necessary corrections.  Only the most compulsive writer likes this correct-as-you Write feature, for it often distracts more than it helps.

A writer who uses a screen reader should turn off these automatic error checks and manually invoke the error checkers when the document is completed.  This process is usually more convenient and avoids the introduction of new errors if text is edited.  Activate the Spelling & Grammar tab page.

Make sure the Check Spelling as You Type check box is unchecked.  Make sure the Check Grammar as You Type check box is unchecked.  Also, make sure that these check boxes are all unchecked:  Suggest from Main Dictionary Only; Ignore Words in Uppercase; Ignore Words with Numbers.  Make sure that these check boxes are all checked:  Always Suggest Corrections; Ignore Internet and File Addresses; and Check Grammar with Spelling.

The automatic Spelling And Grammar checks are turned off, and the other check boxes are set to catch the maximum number of errors when you manually check for errors.

Adjust Autocorrect Options

Word can clean up and format document text as you write.  This is handy but can confuse you if you don't expect your text or its format to change by itself.  Also, AutoFormat features can interfere with proper braille translation of a Word document.  You should keep control over your document and its format.  Uncheck those items that mess up your work, or turn off AutoCorrect entirely.

Follow these steps to pop up the AutoCorrect Options dialog box:

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Autocorrect Options item located near the bottom of the menu.

A dialog box pops up with multiple tab pages.

4. Activate the desired tab page.

Use the Arrow keys to move amongst the tab pages, and use the Tab keys to move amongst the items on tab pages.

5. Activate or disable the desired items.

6. Activate the OK button to accept any changes; activate the Cancel button to reject any changes.

Now, items on various tab pages are described and recommended settings are offered.

Remark:  The items listed on tab pages vary amongst Word versions.  Those for Word 2002 are discussed because additional options are included in Word 2002.

AutoText

Word lets you type a bunch of text — your address — and give that text a name.  You can, from then on, merely type the name instead of all the text.  This feature is discussed in detail in a later chapter; so, ignore the AutoText tab page for now.

AutoFormat
Word watches you as you write and guesses the format you want for your text.  Word and you will often disagree.  Stay in control; uncheck all the automatic format options.  You can, at any time, check those AutoFormat features you may find useful.

Smart Tags

Microsoft introduced Smart Tags in Office XP and continues to use them in Office 2003.  A screen reader often gets confused by Smart Tags because they pop up here and there.  They don't really add much to your ability to work efficiently in Word so turn them off!  Make sure the Label with Smart Tags check box and the Show Smart Tag Actions Buttons check box are unchecked.

AutoCorrect

There are a few AutoCorrect items that are handy.  Check those you find useful.  Make sure the Show AutoCorrect Options Buttons check box is unchecked in Word 2002 and Word 2003 — a screen reader works better without them.

AutoFormat as You Type

Word watches you as you write and guesses the format you want for your text.  Word and you will often disagree what is best.  Stay in control; uncheck all the automatic format options.  You can, at any time, check those AutoFormat features you may find useful.  The options are presented in Word 2002 in a list box.  Just navigate through the list box with the Arrow keys and tap the SpaceBar key to check or uncheck an item.

Adjust View Options
The appearance and the content of the Word window are partly controlled by the view menu.  Follow these steps to pop up this menu:

1. Launch the Word Program.
2. Pop up the View menu.

Activate Normal Layout

There are 4 items in the View menu equivalent to the 4 View buttons and accessible with the keyboard.  A writer can most efficiently write, navigate and edit a document in Normal view.  Word starts up in Print Layout view so you must pop up the View menu and activate the Normal view.

1. Highlight the Normal item.

2. Tap the Enter key to check or uncheck this item and then exit the View menu.

Adjust the Onscreen Text Size

The typical user reads a document onscreen most of the time and usually in print when it is finished.  Displayed text may appear too small for a sighted friend or colleague to read or for a screen reader to detect.  You can adjust the size of the screen image via the Zoom item in the View menu.

1. Pick the Zoom item.

A dialog box pops up.  There is a group of radio buttons labeled Zoom.  There is a text box labeled Percent; and there are 2 command buttons labeled OK and Cancel.

2. Select a radio button to set a standard image size, or type a percentage in the text box to set a preferred image size.

There are 3 radio buttons that let you scale the screen image:  the 200% button doubles the image size; the 100% button sets the image size to normal; and the 75% button shrinks the image size to 3 quarters of normal.  There are 4 radio buttons that let you squeeze the document onto the screen:  the Page Width button squeezes the document to the width of the page; the Text Width button squeezes the document to the width of the text on the page; the Whole Page button squeezes the entire page onto the screen; and the Many Pages button displays multiple tiny pages on the screen.

3. Activate the OK button.

Now, a document is displayed in the selected screen size.

Access Note:  The squeeze options require a powerful video card.  These options are grayed out (disabled) for many older video cards.  The text cursor skips over disabled options, and a screen reader doesn't read them.

Customize the Word Window

You can tailor the Word window to meet personal needs and preferences.  You can determine how Word interacts with a screen reader and how Word looks onscreen.

1. Pick the Tools item.

Make sure only the Standard and Format tool bar items are checked.  This ensures the proper operation of a screen reader.

2. Pick the Customize item.

This pops up a dialog box with 3 tab pages labeled Toolbars, Commands, and Options.

3. Activate the Options tab page.

Word can place the format bar to the right of the tool bar or under the Tool bar.  A screen reader usually expects the format bar to be located below the tool bar.  Make sure the Standard and Formatting Toolbars Share One Row check box is properly checked.

Word menus can change as you use them.  Frequently-used items move closer to the top of the menu, and unused items are eventually hidden.  (A tap of the Ctrl+Dn key or a click of the menu downward arrow brings them back to life.)  Word lets the user rely on standard full menus if desired.  Make sure in Word 2000 the Menus Show Recently Used Commands First check box is unchecked.  Make sure in Word 2002 the Always Show full Menus check box is checked.

Word lets you rearrange the tool and format bars and include or remove buttons from these bars.  That is, you can customize them to meet personal preferences.

You can reset the tool and format bars to their original forms.  This is quite handy when you share a computer with other users with different preferences.  Activate the Reset My Usage Data button to accomplish this.  Activate the Close button after you make all your choices on this tab page.

Maximize Windows
Make sure the program window is maximized so its work area can hold as much text as possible.

1. Launch the Word Program.
2. Pop up the control menu for the program window:  keyboard — tap the Alt+SpaceBar key; mouse — click the program icon.

3. Pick the Maximize item, and exit the pop-up Window menu:  Keyboard — tap the x key; mouse — click the Maximize item.

4. Exit Word:  keyboard — tap the Alt+F4 key; mouse — click the Close button.

Now, the program window is maximized every time you launch the Word Program.
Access Note:  A screen reader may possess a hot key that announces the title text and the size of the active window.  Use this hot key to check the current size of the window, or pop up the Window menu and check whether the Maximize item is disabled — that is, in effect.

Make sure the document window is maximized so its work area can hold as much text as possible.

1. Launch the Word Program.
2. Pop up the control menu for the document window:  keyboard — tap the Alt+Hyphen key; mouse — click the document icon.

3. Pick the Maximize item, and exit the pop-up Window menu:  Keyboard — tap the x key; mouse — click the Maximize item.

4. Exit Word:  keyboard — tap the Alt+F4 key; mouse — click the Close button.

Now, the document window is maximized every time you launch the Word Program.
Access Note:  A screen reader may possess a hot key that announces the title text and the size of the active window.  Use this hot key to check the current size of the window, or pop up the Window menu and check whether the Maximize item is disabled — that is, in effect.

Chapter Summary
This chapter gathers together for quick reference a few needed Word adjustments.  Only those modifications are mentioned that directly impact accessibility.  Make these adjustments yourself or ask a peer to make them for you so you can learn and work most efficiently with Word.  A typical screen reader works much better when the indicated changes are made.

A few modifications only apply to Word 2002 and Word 2003.  You can skip those adjustments unless you have Word 2002 or Word 2003 installed.

CHAPTER 6:  WORD ENHANCEMENTS
Basic document tasks are performed the same way in every incarnation of word.  So, it is no real hassle to upgrade to a more recent Word release.  But, newer incarnations of Word include new options.  This chapter describes the features introduced after Word 2000.  Most of them you can ignore or disable if you wish to work as usual.

Remove Personal Information
Word saves lots of personal information about the author of a document and hides this data within the document.  This information is not normally accessible, but a hacker could locate and read this information.  A writer may, however, not want this information disclosed.  Word after Word 2000 offers a writer the option to include or omit personal information when a document is saved.  Here's how to include or omit personal information when a document is saved:

1. Pick the Options item in the Tools menu.

Word displays the Options dialog box.

2. Activate its Security tab page.

3. Check or uncheck the Remove Personal Information from This File On Save check box and then activate the OK button.

Normal Template Changes
This topic is for power users and Word gurus who need to help others.

Restore the Normal Template before Word 2002

Normal.dot is a master template out of which all documents are forged.  You may accidentally modify it, or it may get corrupted on its own.  Delete the normal template, then Word recreates the normal template the next time you launch Word, and all is back to normal.

You must locate and then delete the normal template.  Here's how you determine its location:

1. Pick the Options item in the Tools menu.

Word displays the Options dialog box.

2. Activate its File Locations tab page.

3. Locate the User templates folder in the list box and note its location.

4. Rely on My Computer or Windows Explorer to get to this folder and then delete the normal template.

5. Exit Word and then restart Word.

Now, things are back to normal.

Restore the Normal Template after Word 2000

Word treats the normal template differently from its venerable predecessors.  Word doesn't create the normal template when Word is installed or when the normal template is deleted.
The document values that Word saved in its normal template are now saved in Word itself.  This is confirmed by the following wording in Microsoft's Knowledge Base article Q290232:

"...if the global template (Normal.dot) does not exist in Microsoft Word with which to create a blank document, Word uses its internally stored settings to create a new blank document."

Word creates the normal template only after a document value — font size, tool bar button, and so on — is altered.  Thereafter, the normal template exists.  This is a major change in the way Word handles the Normal template.  You must delete a damaged normal template, restart Word, make a change to a document parameter, exit Word, and finally restart Word to get a good normal template.

This process is discussed a bit in Microsoft's Knowledge Base article Q291291.  This article instructs you to save a document in order to make a change to a default value.  This is when the normal template is recreated.

Mouse Click And Type

You can, on a typewriter or on a braillewriter, role the paper up to leave room and then write more text.  Word before Word 2002 lack this ability.  That is, you couldn't place the text cursor anywhere in the Word window and begin to write text.  You were forced to rely on additional taps of the Enter key to leave more blank lines and on additional taps of the SpaceBar key to leave more blank spaces, but this is a clumsy way to place the text cursor elsewhere in the Word window.

Word lets a mouse user move the mouse pointer anywhere text is allowed and then double click to move the text cursor there.  This feature, called Click and Type, automatically invokes the appropriate format options to properly position the text cursor.  There are 3 Click and Type options:  left justify text - double click at the left edge of the page and type text; center text - double click at the middle of the page and type text; right justify text - double click at the right edge of the page and type text.

A double click in Word has 2 functions:  double click within a word to highlight that word; double click within a blank area to activate the Click and Type feature.  Click and Type works in the Print Layout and Web Layout views, but it does not work in the Normal and Outline views.  You may need to switch the current view to use this feature.

Dumb Smart Tags
Microsoft introduced Smart Tags after Word 2000.  They are fancy buttons which automatically appear on 3 different occasions.

Text Options

Type text, which Word recognizes as data, then a smart tag is associated with that text.  Word places a purple dotted underline beneath text it recognizes as data to indicate a smart tag is available.  Hover the mouse pointer over the marked text to display its associated smart tag.  Click this smart tag to pop up a menu of actions related to the marked text.  Example:  Outlook, Microsoft's e-mail and contact management program, has an address book in which you place names and addresses.  Type the name of a person listed in the address book, then a smart tag appears which lets you e-mail that person.  The available text options for a person's name are:  Send e-mail; Schedule a meeting; Open a Contact; Add a new Contact; Insert an address; and Remove the Smart Tag.  The available options for an address are:  Add to Contacts; Display a map; Display driving directions; and Remove the Smart Tag.

AutoCorrect Options

A smart tag automatically appears when Word makes a correction for you.  Example:  Mistype a word, miscapitalize a word, and so on.  Word corrects the error for you — when error correction is turned on.  Word places a blue box below the corrected text.  Click this blue box (the smart tag) to display the AutoCorrect Options button which lets you undo the correction or choose other options.

Paste Options

Paste text or other stuff into a document, then Word displays the Paste Options button (smart tag) to the right of the pasted item.  Click this button to show various paste options.  A paste smart tag gives you immediate access to the possible paste options; you don't need to remember them or hunt them down in the Edit menu.  The available paste options are:  Keep Source Formatting; Match Destination Formatting; Keep Text Only; and Apply a Style or Format.

Smart Tag Accessibility

A screen reader often gets confused with Smart Tags because they pop up here and there.  They don't really add much to your ability to work efficiently in Word so turn them off!  Read the Word Configuration chapter for the details.

Painful Task Panes
Word after Word 2000 introduced Task Panes.  These panes automatically appear on various occasions and are placed to the right of the Word window.  Task panes offer quick ways to access many Word options.  Typically, single clicks in task panes perform desired actions, or they take you directly to relevant dialog boxes.

Task panes have title bars at the top of their windows.  There are 2 buttons located just left of window titles; there is a downward arrow and a Close button located right of the window titles.

You click the arrow control to display a complete list of the available task panes in Word.  The 2 buttons on the left let you move backward and forward through the task panes you have already accessed; they work like the Backward and Forward buttons found in Internet Explorer.  Click the Close button to remove the current task pane.

The 2 navigation buttons and the Arrow control lack keyboard support; so you must rely on your screen reader's mouse hot keys to activate them.  You can tap the Esc key to activate the Close button.

Word after Word 2000 has 8 task panes which automatically pop up when certain tasks are performed.  A few keyboard commands work in all 8 task panes.  Tap the F6 key to move between the Word window and the active task pane.  Tap the Esc key while in a task pane to close that task pane.  Tap the Tab keys while in a task pane to navigate through its items.

Task panes often lack convenient keyboard support; that is, you can't quickly navigate through them or easily activate their controls.  This tutorial offers various ways to overcome task pane limitations.  Only the most necessary task panes are discussed.  Here are brief descriptions of the Word task panes.

New Document Task Pane

Word displays its window and also the New Document task pane when started.  The startup task pane lists various ways to open documents, lists the last few documents used, and lists different document types.

You can temporarily remove or display the New document task pane:

1. Launch the Word Program.
2. Pop up the View menu.

3. Highlight the Task Pane item and tap the Enter key.

You can permanently remove the New document task pane:

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item located at the bottom of the menu.

4. Activate its View tab page.

5. Make sure the Task Pane check box is unchecked.

6. Activate the OK button to accept this change; activate the Cancel button to reject this change.

This startup task pane is present or absent the next time you Launch the Word Program.
Here is a tour of the New Document (alias Startup) task pane.  This window pane is located to the right of the Word window and at the level of the Ruler and holds a single column of items.  Its title is New Document and is located at the top of the window.  This task pane is divided into multiple sections as indicated by the titles listed below.

Open a document:  The 4 most recently accessed documents are listed below this title, and there is a More Documents link below them.  The 4 most recently used documents are also listed at the bottom of the File menu.  You can, therefore, rely on the file menu when the New Document task pane is absent.

New:  You can work with a Blank Document or a Blank Web Page.  Pick the New item in the File menu, then the New Document task pane is displayed.

New from existing document:  You can write a new document with the format of another document.

New from template:  Word lists the 2 most recently used document templates.  You also have access to 3 groups of templates — General Templates, Templates on my Web Sites, and Templates on Microsoft.com.

Document wizards live in the General Templates group.  They help you create different kinds of documents.

1. Pick the New item in the File menu.

The New Document task pane will appear.

2. Click the General Templates link.

3. Click the category tabs to view the various documents.

4. Select a Wizard document, indicated by the word "Wizard" in the document name, for the type of document you want to create.

When you click on the document, a preview of the document will appear in the right pane.

5. Click the OK button.

6. Follow the Wizard as you are asked questions.

7. Click the Finish button when the document is completed.

There is a horizontal line near the bottom of this pane with 3 items — Add Network Place, Microsoft Word Help, and a Check box (Show at startup) — listed below this line.

You can navigate this pane with the Tab keys or the Arrow keys.  Titles aren't, however, read as you move up and down through the list of items.  Tap the Enter key to activate a highlighted link; tap the SpaceBar key to change the state of the checkbox.

Clipboard Task Pane

This task pane displays the Office Clipboard which allows you to copy, cut, and paste within Word and other Windows applications.  This task pane is guaranteed to save you time when you copy and paste information.  The clipboard in previous versions of Microsoft office gave you a modicum of control, but stopped at being truly useful due to the rather anonymous icons used to represent the information.  Now not only can you copy 24 individual pieces of information at a time, but you get a true visual sample of each so that you can see what you're doing.  Simply copy or cut items as you normally would and the clipboard will automatically activate.  You can click on an individual item on the clipboard to paste it, or else you can choose to paste all items in the sequence that they were copied.  To clear the clipboard, click the Clear button; otherwise it clears by itself when you quit Word.

Style and Format Task Pane

This task pane is uncluttered and simple to use.

The concept of "paragraph style" is the most fundamental and most useful notion in Word.  Word before Word 2002 uses a list box to list the available styles and uses buttons to define new styles and modify old styles.  Word after Word 2000 replaces this dialog box with a task pane which works quite differently.  The actual uses of styles remains the same!

Reveal Format Task Pane

This task pane shows the character, paragraph, and section formats applied to text.  Pick the Reveal Format item in the Format menu to display this task pane.  It is easier, however, to rely on a screen reader's "read attributes" or "read format" hot key to reveal the style and format of text.

Search Task Pane

This task pane provides a way to stay within Word and search for text within documents or search for files and folders on your computer or network.

1. You can pick the Search item in the File menu or activate the Search button on the toolbar to display this task pane.

2. Enter keywords you want to search for in the Search text box.

3. Select other search options as desired.

You can select a location in which to search and the type of file to search for.

4. Activate the Search button.

Eventually, Word shows a list of search results.

5. To select one of the resulting documents, click once on the document name.  Or, click the arrow next to the file name to select from a list of actions.

Clip Art Task Pane

This task pane lets you search the Clip Gallery and insert clips — clip art, sounds, animations, or photographs — into documents.  You can search for a clip according to key word, collection, and media type.

Translate Task Pane

This task pane lets you translate words and phrases into a foreign language.  You can translate only single words reliably with Word, but you can translate entire blocks of text via an Internet translation service.

Mail Merge task Pane

Microsoft has given the Mail Merge facility in Office XP its own task pane, and, unlike the other task panes, this task pane operates in a wizard format.  This task pane, in 6 steps, lets you perform a mail merge to create labels or form letters.  This wizard actually works properly and makes the merge process clear and simple to perform.

Styles And Format

Word 2002 (alias Word XP) introduced the Styles and Format task pane on the Format menu.  This task pane consolidated the various style and format options available in Word and added useful format tools.

This task pane can show all the applied formats an all the applied styles used throughout a document.  Now, there is no need to browse a document in search of misapplied formats or styles.  Word can list all applied formats and all applied styles for you.  You can readily select all text throughout a document with an applied format or style and change that format or style with a single command.  You can also highlight text and then apply any format already in use to that text.  These format tools are discussed in this chapter.

Show All Styles

This task pane  has a Show combo box with 4 items that controls which formats and styles are listed.  The item Formats in Use lists all the applied formats and all the applied styles used throughout the document.  The item Available Formats and Available Styles lists the formats and styles available for that document.  The item All Styles lists Word styles and user-defined styles.

You would expect that the All Styles option lists all the styles for the active document template.  It doesn't; most of the styles aren't listed.  You can, however, make Word show all the available styles.

1. Display the Styles and Format task pane on the Format menu.

2. Highlight the Custom item at the bottom of the Show combo box and tap the Enter key.  (Don't highlight the All Styles item.)

Up pops the Format Settings dialog box.

3. Highlight the Show All button and tap the Enter key; highlight the OK button and tap the Enter key.

You are returned to the task pane.  The All Styles item in the Show combo box now lists all the styles for the active document template in the adjacent Styles list box.  Example:  The TOC level styles are now listed at the bottom of the Styles list box.

Track Document Format

Word 2002 can keep track of all the format you apply to a document, not just styles.  You can highlight text and apply any combination of format previously used.  You can turn this feature on or off:

1. Pick the Options item on the Tools menu.

2. Activate the Edit tab page.

3. Select or clear the Keep Track of Formatting check box.

4. Activate the OK button.

Highlight the Formatting in Use item in the Show combo box.  All applied format is listed when this check box is checked.  Example:  A paragraph with the Body style in bold is listed as a Body style + Bold format.  Only styles are listed when this check box is unchecked.  This check box lets You show styles or styles and applied format.

Identify Style Type

Word 2002 has 4 style types:  Paragraph and Character as before and 2 new style types List and Table.  Every style is marked with an icon to indicate its type.  An item without an icon is Applied Format — Body Text + Bold, Heading 1 + Red, and so on.  They are combinations of styles and applied format used within the document.

Use the Styles and Format Task Pane

You can check out the document format in detail with the Styles and Format task pane, and you can perform format tasks hitherto impossible in Word.  Here is a brief tour of the most important format tools on the Styles and Format task pane.

Apply Paragraph Style
This works the same way in Word 2002 and beyond:

1. Place the text cursor within a paragraph.

2. Pick a paragraph style in the Styles list box:  Highlight a style and tap the Enter key.

This style is applied to the current paragraph, and you are returned to the document.

Review Applied Format Or Style

There is no longer a need to browse a document to check which formats or styles you applied.  Word 2002 can create a complete list of the applied formats or styles for quick review.

1. Pick either the Format in Use or the Styles in Use item in the Show combo box.

Word lists all the applied format in use or all the styles in use.

2. Browse through this list.

This is a handy way to confirm what formats or styles you applied throughout the document.

Correct Format Or Style

Now, it is simple to find and correct a misapplied format or style.

1. Browse through the list of applied formats or styles.

2. Highlight a misapplied format or style.

3. Move onto the Select All button and tap the Enter key.

4. Tap the Esc key to return to the document.

All items with the misapplied format or style are selected.

5. Now apply a different format or style.

All the selected items are altered.  This is a handy way to update items within a document without the necessity of finding and changing every item separately.

Reapply Fancy Format
You may concoct a fancy format for a block of text and wish to use that format elsewhere in the document.  It is quite a chore to apply all the individual format attributes separately.  Now there is no need for this laborious process.

1. Highlight the block of text to be embellished.

2. Pop up the Styles and Format task pane.

3. Highlight in the list box the format combination you want to apply and tap the Enter key.

This format combination is applied to the highlighted text, and you are returned to the document.  (It can't get any easier.)

Alter The List Of Styles

You may never use certain styles, and find it a nuisance to scroll through them every time you navigate the Styles list box.  You can specify which styles are listed.

1. Pick the Custom item in the Show combo box.

2. Pick the All Styles item in the Category box.

3. Check or uncheck the wanted styles in the Styles to be Visible list box.

4. Activate the Save settings item in the Template box to save your list for all documents based on this document's template.

5. Activate the OK button to finish.

Clear All Format
There may be times when you want to remove all format from a block of text or even the entire document.  It may be that you are working with text from another word processor or you just want to start fresh with pristine text.

You can highlight a block of text and remove applied character format with a tap of the Ctrl+SpaceBar key and remove applied paragraph format with a tap of the Ctrl+Q key.  But, the applied style remains.  Now, there is a way to remove the applied character format, the applied paragraph format, and the applied style with a single command.

1. Highlight the block of text to be stripped.

2. Pop up the Styles and Format task pane.

3. Activate the Clear Format option.

The text now has no applied character or paragraph format and now has the Normal style.  (This works like the Special Paste item on the Edit menu, but that command has the text take on the style of the nearby text.)

Create New Style
You can make a new style with the New button.  You can create a paragraph, character, list, or table style with this control.

1. Display the Styles and Format task pane on the Format menu.

2. Activate the New button.

Up pops the New Style dialog box.

3. Type a name for the new style in the Name text box.

4. Move onto the Style Type combo box and highlight the Paragraph type.

The rest of the options depends on the style type you pick.

5. Move onto the Based On combo box and pick a parent style.

Any changes you make to the parent style are inherited by the new style.  This is good when you wish styles to share a family resemblance — have the same font type and so on.  This is bad when you wish a new style to remain independent.  Use the No Style item at the top of the Based On combo box in this case.

6. Move onto the Style for Following combo box and highlight a style.

This style is used for the next paragraph.  Example:  You typically want a Heading style followed by a Body text style.  This option ensures that you commence the next paragraph with the proper style.

7. Next, individual font, attribute, alignment,  and paragraph options are listed.

You can use them or rely on the Menu control to display the customary menus  on the Format menu.

8. Check the Add to Template check box if you want this new style available in other documents.

9. Activate the OK button when finished with the style definition.

This user-defined style is now listed in the Style list box and ready for use.

Convenient Word Help
Word after Word 2000 introduced a combo box for instant help.  This combo box is located just right of the Help menu on the Menu bar.  This control provides a quick way to access the Help system in Word, and, thankfully, this combo box with its text box is keyboard accessible.  Follow these steps to ask Word a question:

1. Tap either Alt key.

This places you on the File item on the Menu bar.

2. Tap the Left arrow in the Column of keys.

This places you on the combo box located right of the Help item.

3. Tap the Down arrow in the Column of keys.

This puts the text cursor in the text box.

4. Now, type a question and tap the Enter key.

Word pops up a help screen which mostly lacks keyboard support.

5. Rely on the mouse hot keys in your screen reader to navigate this help screen.

6. Click an item of interest to display its text.

7. Use mouse hot keys to read through the text.

8. Tap the Alt+F4 key to exit the Help system when finished.

You return to your active document.

Read Layout View
Word 2003 adds another view option:  Read Layout.  It is activated with the Read button on the Tool bar or with the Read Layout item in the View menu.  This view optimizes the ability to visually read document text onscreen.

A tap of the Alt+R key or a click of the Read button on the Tool bar activates the Read Layout view.  Then, most controls are removed to maximize the available window area for the document, and Microsoft's ClearType technology is invoked to maximize document legibility.  This view is designed to fit pages onscreen as best as possible.  Displayed pages don't necessarily match print pages.  (Use Print Layout view to accomplish this.)  You can edit text while in Read Layout view.  Tap the Alt+C key or click the Close button to exit this view.

New Line Spacing Button
You may wish to give a block of text in a document a different line spacing from the rest of the document.  Now, you can accomplish this easily and quickly with a combo box on the Format bar:

1. Select the text to be affected.

2. Activate the Line Spacing combo box on the Format bar.

3. Pick the line spacing you desire.

Recover Your Documents
Word can periodically save a document to disk as you work.  This means you won't lose all of your recent work if a power outage occurs or if Word crashes.  All temporary documents from the previous work session are displayed in a task pane the next time you start Word, and you can open them and recover the most recent data.  Read the Word Configuration chapter for the details on periodic backups.

Chapter Summary
Microsoft introduced in Word 2002 and in Word 2003 many Word enhancements.  A few are very useful, and others are just gimmicks.  This chapter describes the innovative Word features, and the Word Configuration chapter gives the needed steps to turn them on and off.  You can skip this chapter unless you have Word 2002 or Word 2003 installed.

CHAPTER 7:  GOOD WORK HABITS
The way you work influences the quality and the amount that you write per work session.  Time spent wastefully is time lost forever.  It is important, therefore, to cultivate good work habits:  Establish a regular block of time to write; work in a comfortable place; avoid distractions and unnecessary interruptions; and prepare all the necessary equipment and materials before you begin to write.

This chapter tells you the best way to write and to quit work.  It prepares you for serious work in the next chapter.

Work Steps
A writer's lot in life is about the same with a word processor as with a typewriter or braillewriter.  Tasks are simpler to carry out, but they are still, more or less, the same tasks.  Here they are in brief:

1. Get ready to work.

Power up your computer, and then Launch the Word Program.  This step replaces:  Drag out the typewriter or braillewriter, and then insert a blank sheet of paper.

2. Begin a document.

Word automatically presents a new blank document when it starts up.  This document is named Document1 until you give it a file name.

3. Write, write and write.

This is most of what you do in Word — type creatively.

4. Edit your work.

Word lets you review, correct and alter the document in progress.  This step replaces:  Whip out the correct strip for a typewriter or the eraser for a braillewriter.

5. Make your work look presentable.

Word lets you layout pieces of text in various ways — as paragraphs, as headings, and as lists, and word lets you embellish pieces of text in various ways — as bold, as italic, and as bigger or smaller print.

6. Save your work frequently.

Store the document often on disk as you write.  (Tap the Ctrl+S key to accomplish this.)  This step replaces:  Trot down to the copy shop frequently.

7. quit for the day.

Close the document and exit Word.  Tap the Alt+F4 key to accomplish this.  This step replaces:  Put the typewriter or braillewriter away for the day.

Every writer that uses a word processor follows these steps with minor personal variations.  However, a smart writer saves those precious words and phrases to disk often.  (It is hard to write well; it is harder to rewrite well; it is easy to occasionally tap the Ctrl+S key.)

Most writers format and embellish text as they write — a hang-over from the typewriter and braillewriter days.  But, these 3 tasks, type text format text and embellish text, are distinct and mostly separate tasks in Word.  A blind writer works best when these tasks are performed sequentially; that is, type a document, then format and beautify that document.  This 3-step process actually saves you time and effort, for you don't fuss over missing or misplaced format and appearance commands as you work.

A writer, who wishes to write well, must master many simple skills that are embodied in these writing steps.  This book describes these skills and tells you how Word can assist with them.  It is your job to practice them.

Word can empower you as a blind writer.  Many basic tasks — rearrange sentences or paragraphs — are virtually impossible to accomplish on cassette tape or on a braillewriter but are simple to achieve with Word.  Word lets you become a more powerful writer.  Many of your fears as a blind writer are replaced with confidence:  No need to worry about typos and misspelled words within a document; you can find them and correct them.  No need to worry about mismatched title styles; you can pick them from a list and apply them uniformly throughout a document.  No need to keep a poor sentence or paragraph; you can rewrite it over and over till it precisely reflects the thought you want to express.  (Often, I rewrite the same paragraph numerous times.  The initial rewrites get the ideas right.  The next rewrites get the sentence order right.  The final rewrites get the individual words and grammar right.)

Type Well, Write Better
Most of what you do in Word is type on the computer keyboard.  It is vital to use a comfortable keyboard and know its layout well, for in many ways, it is the key to your success as a writer.

Evaluate your keyboard for comfort.  Comfort is determined by 2 primary factors:  key response and keyboard layout.  A full-sized keyboard may possess mushy feeling keys, keys that don't click as you press them or keys that are too noisy.  A typical keyboard on a laptop or notebook computer lacks a separate cursor pad and often has a nonstandard key layout.

Invest in a quality and comfortable keyboard!  There are reasonably-priced ergonomic keyboards that feel great and have the standard key layout.  They can be plugged into most desktop computers and laptops.  These keyboards can be purchased from us.  Contact us for details.  (Our contact information is located on the title page of this book.  You can order products directly from our web site.)

A screen reader can help you learn the layout of your keyboard.  It can speak keys as you tap them.  You can use this feature to familiarize yourself with the keys and their placement on the keyboard.

A screen reader can't, however, teach you how to type properly.  You need a different program for this purpose.  There are typing tutor programs that talk and that you can use without a screen reader and a voice synthesizer.  Contact us for details.  (Our contact information is located on the title page of this book.  You can order products directly from our web site.)

In summary:  Settle on a quality keyboard.  Learn to type properly because the hunt-and-peck method makes a lousy writer.  Then, learn Word well.

The Keyboard And Its Keys

You interact with Word primarily with the keyboard.  It lets you type text and Word commands.  This section briefly describes the layout and functions of the standard 101-keyboard and its extension, the 104-keyboard.  Please read this material carefully, for it presents many details useful in Word

Keyboard Basics

The keyboard possesses 101 or 104 distinct keys.  You can press and hold a key to type that key repeatedly.

The keyboard is physically divided into 5 distinct sections.  There is a Main keyboard with 5 rows of keys that contain 58 or 61 keys, and it resembles a typewriter keyboard.  Over it is the Long row of 13 keys which includes the Escape key and the 12 Function keys.  Right of the Main keyboard is the Column of 10 keys that includes the Edit keys and the Navigation keys.  Over it is the Short row of 3 keys that includes the ScrollLock and Print Screen keys.  Right of the Column of keys is the Block of 17 keys that includes the Edit keys, the Navigation keys and 7 Math keys.  Over it is empty space where more keys may someday reside.

There are 3 standard uses for the Block of keys:  it acts as a navigation pad for the text cursor when the NumLock key is off; it becomes a number pad when the NumLock key is on; and it serves as a Symbol pad when the NumLock key is on and when the Alt key is depressed.

Access Note:  A screen reader may assign the Block of keys as a navigation pad for the mouse cursor.  In this case, you rely on the Column of keys as the navigation pad for the text cursor.

The middle row of the Main keyboard is called the Home Row because that's where you rest your fingers when you type.  The F and J keys are the Home keys; that's where you place your index fingers.  Peal-and-stick locator dots, braille labels and large print stickers are available to aid the blind or low-vision typist.  Contact us for details.  (Our contact information is located on the title page of this book.  You can order products directly from our web site.)

There is an important key, called the Enter key, located at the far right of the middle row of the Main keyboard.  This key replaces the classic Carriage Return key found on typewriters.  It lets you type Word commands and lets you break the flow of text in a Word document.

The row in front of the Main keyboard contains 5 or 8 keys:  the SpaceBar key; the 2 Alternate keys and the 2 Control keys; perhaps, the 2 Windows keys and the Context key.

The Modifier Keys

You tap a key when you press and then quickly release it.  Example:  Tap a letter key to type that letter.

The keyboard possesses 3 or 4 distinct pairs of Modifier keys.  Tap a Modifier key (Alt, Ctrl, Shift, or Win) to perform its associated task, if any.  Examples:  In any program, tap the Alt key to jump to its menu bar.  In a screen reader, tap the Control key or the Shift key to silence the voice synthesizer or the sound card.  In Windows, tap the Win key to pop up the Start menu.

A Modifier key used with a second key makes a third key.  In this instance, you use a Modifier key in 3 steps:  (1) First press and hold a Modifier key; (2) then tap the other key; and (3) finally release the Modifier key.  Examples:  Press and hold the Shift key and tap a letter key to type its uppercase form.  Also, press and hold the Shift key and insert a compact disk into its drive to bypass auto-play.  Press and hold the Control key and tap the Escape key to pop up the Start menu from anywhere within Windows.

The action, press and hold a key, then tap another key, and finally release the initial key, is written, in this tutorial and in other Word documentation, via a plus sign (+) between the key designations.  Example:  Tap the Ctrl+Enter key combination to start a new page in Word.  The taps of 2 keys in succession are written as their key designations separated by a comma (,).  Example:  tap the Extend key — the F8 key, then tap the Navigation keys to select a block of text in Word.

The 4 Toggle Keys

A key or key combination that does something with a single tap and undoes that thing with another tap is called a Toggle Key.  The keyboard has 4 toggle keys:  the CapsLock key, the ScrollLock key, the NumLock key, and the pair of Insert keys (labeled Ins for short).  Word and other programs have dozens of keys and key combinations that act as toggles.  Example:  In Word, tap the Ctrl+I key to switch between normal and italic text.

Keyboard Focus

Multiple items are presented on the computer display.  But, only a single item at a time can respond to keyboard activity.  This item is said to possess the Keyboard Focus.

Keyboard Navigation

Some of the keys on the computer keyboard move the keyboard focus from item to item.  Which keys move the keyboard focus depend on the current context and on the type of items currently displayed.  The keys that move the keyboard focus in various situations are carefully presented in this tutorial.

Keyboard Cursors
A cursor is nothing more than a visual cue that marks the spot where the keyboard focus is currently located.  The visual appearance of the keyboard cursor is determined by its position on the computer display and by the task about to be performed.

The Default Item
Word gives some predetermined item in the current context the keyboard focus.  This predetermined item is called the Default Item, and it is usually the item most frequently accessed by the typical user in that context.

Key Labels

In this book certain keys are given designations.  Here is a list of these designations.

Modifier Keys

Alt key — Either alternate key

Ctrl key — Either control key

Shift key — Either momentary shift key

Win key — Either windows key

Arrow Keys

Left key — Either left arrow key

Right key — Either right arrow key

Up key — Either up arrow key

Dn key — Either down arrow key

Extreme Keys

Home key — Either home key

End key — Either end key

Page Keys

PgUp key — Either page up key

PgDn key — Either page down key

Tab Keys

Tab key — The forward tab key

Shift+Tab key — The reverse tab key

Edit Keys

BS key — The BackSpace key

Del key — Either Delete key

Ins key — Either insert key

Toggle Keys

CapsLock key — The capital letter lock key

Ins key — Either insert key

NumLock key — The numeric lock key

ScrollLock key — The scroll lock key

New Keys

Application key — The context menu key

Win key — Either windows key

Other Keys

BackSlash key — The BackSlash character

Enter key — Either enter key.

Esc key — The escape key

Prt Scr key — The print screen key.

SpaceBar key — The space key

Keyboard Tasks

You can do 5 things with the keyboard, and there are 5 terms that describe what you can do.  Here are the key terms, tasks, and some useful details.

Tap — Press and quickly release a key.  The key is entered on the down stroke.

Hold — Press and don't release a Modifier key.  You hold a Modifier key (like the Alt, Ctrl, Shift, or Win key) and then tap a second key to make a third key.

Repeat — Hold a Text key.  You repeat a Text key (like the Hyphen or Underscore key) to make a sequence of identical characters.

Navigate — Tap a Navigation key.  You tap a Navigation key (like a Tab, Arrow, Page, or Extreme key) to reposition the keyboard focus.

Select — Tap a Shift+Navigation key; tap the F8 key, and then tap a Navigation key; or tap the F8 key, and then tap a Text key.  Any of these processes selects the text.  Then, you can do something with the selected text (like copy it) or something to it (like make it appear bold).

Text Keys
The keys found on the Main keyboard are called Text Keys because they let you type text.  Taps of Text keys enter the corresponding characters and typically show them on the computer display.  However, the characters produced by the SpaceBar, Tab and Enter keys aren't usually displayed as characters.  Instead, they usually cause blank space to appear on the computer display.  In some contexts, like menus and list boxes, Text keys are used for navigation or for activation of commands.

Access Keys
Access keys, also called Mnemonic Keys, are the underlined characters in menu titles, menu items and in dialog controls.  Typically, they are the letter and digit keys found on the Main keyboard.  Usually, access letters are case insensitive; that is, you can tap either low- or upper-case letters.  Access keys, or their Alt-combinations, navigate to and activate menu items or controls in dialog boxes.

Mode Keys
Mode keys alter the actions of other keys or of other input devices like the computer mouse.  There are 2 kinds of mode keys:  Modifier Keys and Toggle Keys.

Modifier keys, while they are pressed, alter the actions of other keys.  The standard Modifier keys (Alt, Ctrl, and Shift) are found on the Main keyboard.  The Win key, only found on the 104-keyboard, also acts like a Modifier key.  Modifier keys let you quickly and easily switch modes or states — just press or release the Modifier key or keys.

Toggle keys, when tapped, switch modes on or off or switch between states.  Examples:  A tap of the CapsLock key switches between lower- and upper-case letters.  A tap of the NumLock key switches between number keys and Navigation keys in the Block of keys.

Shortcut Keys
These keys, also called Accelerator Keys, are single keys or key combinations that give quick access to frequently used menu items or often performed tasks or activities.  The Ctrl+Letter keys and Ctrl+Function keys and their modified forms are usually picked for shortcut keys by Windows and Word.

Often, modified shortcut keys are used for actions that extend or complement the actions of the shortcut keys.  Examples:  The F10 key is used to activate Word command menus, and the Shift+F10 key is used to pop up Word context menus.  The Ctrl+C key is used to copy a selected block, and the Ctrl+Shift+C key is used to copy just its format.  Often, the Tab key, repeatedly tapped, moves the keyboard focus forward through certain items, and the Shift+Tab key, repeatedly tapped, moves the keyboard focus backward (in reverse order) through these items.

There are a few standard shortcut keys.  Examples:  The Esc key halts a task in progress or cancels a task about to be performed.  The Esc key also represents the Cancel button in a dialog box.  The F1 key displays general program help, and the Shift+F1 key displays specific help for the item with the keyboard focus.

New Keys
The 104-keyboard has 3 extra keys, the Application key and the 2 Windows keys.  The Application key (often called the Context key) replaces the more cumbersome Shift+F10 key that pops up context menus.  The Windows keys (Win keys for short) replace the more cumbersome Ctrl+Esc key that pops up the Start menu.

The 10 Keyboard Commandments
Word lets you write and format documents in a professional manner only if you do certain things properly and avoid certain typewriter or braillewriter habits.  The do's and don't's of the keyboard are collected in this section for your convenience.  Read them carefully; take them seriously; or else suffer the consequences:  ugly documents, wasted effort and personal frustration.

The SpaceBar Key

1. Tap the SpaceBar key 1 time between words and 2 times between sentences, for this makes sentences easier to read.

2. Never tap the SpaceBar key multiple times to indent or center text, for this behavior causes format problems when you edit the text.

Word has more appropriate ways for you to indent paragraphs and center titles.

The Enter Key

1. Tap the Enter key 2 times between paragraphs, for this makes paragraphs easier to read.

Word can put the extra line between paragraphs for you with a style.  This is the best approach and avoids stray blank lines.

2. Never tap the Enter key at the end of a line, for this behavior causes format problems when you edit the text.

Word automatically ends a filled line and places additional text on the next line.

3. Never tap the Enter key to double-space text, for this behavior causes format problems when you edit the text.

Word can automatically double space the text.

4. Never tap the Enter key multiple times to fill up the current page, for this behavior causes format problems when you edit the text.

Use the Hard Page key — the Ctrl+Enter key — to finish the current page and commence the next page.

The Tab Key

1. Tap the Enter key and then the Tab key to start an indented paragraph.

Preferably, let Word automatically indent the paragraph for you.

2. Tap the Tab key to make columns of text line up.

Word has easier ways to do this.

The 2 Letter Keys

Typists with old typewriters often type letters for numbers.

1. Never tap the letter L for the digit 1, for these are different characters.

Use the digit 1 in the back row of the Main keyboard or in the numeric keypad on the far right of the Main keyboard.

2. Never tap the letter O for the digit 0, for these are different characters.

Use the digit 0 in the back row of the Main keyboard or in the numeric keypad on the far right of the Main keyboard.

Chapter Summary
Work Steps

A writer's lot in life is about the same with a word processor as with a typewriter or braillewriter.  Tasks are simpler to carry out, but they are still, more or less, the same tasks.  Use the 7 steps presented in this chapter to help you write productively.

Type Well, Write Better

Most of what you do in Word is type on the computer keyboard.  It is vital to use a comfortable keyboard and know its layout well, for in many ways, it is the key to your success as a writer.  Learn the keyboard layout and its functions well, for poor keyboard skills severely inhibit a writer's performance.

The 10 Keyboard Commandments

Word lets you write and format documents in a professional manner only if you do certain things properly and avoid certain typewriter or braillewriter habits.  The do's and don't's of the keyboard are collected in this chapter for your convenience.  Read them carefully; take them seriously; or else suffer the consequences:  ugly documents, wasted effort and personal frustration.

CHAPTER 8:  TYPE AND WRITE
Now, it is time to write, learn the Word fundamentals, and write more.  Practice till you are comfortable with all the keys that are mentioned in this chapter and till you understand all the concepts.  You may need to read and practice this material a few times to get all the keys memorized and to figure out all the concepts.  Don't worry!  Nothing is really hard; it is just new and different.

Launch Word, then you are presented with Word's program window.  You can immediately begin to type a document in its empty work area.

This chapter tells you the best way to write a document.  You break text into meaningful units and glue text into unbreakable units.  In the next 2 chapters, you browse and edit a document.  These are the 3 basic tasks when you write.

You can, when tired or frustrated, exit Word and then come back to this material later.  You exit Word in 2 steps:

1. Tap the Alt+F4 key.

This key lets you exit Word and other WINDOWS programs.

2.  Activate the No button when you are asked if you want to save the work in progress.

Word discards what you have written and goes away.  You learn in a later chapter various ways to save your work.

Device And Word Processor Comparison

A writer accustomed to a typewriter or a braillewriter must unlearn various habits to work efficiently with a word processor.  These habits are briefly contrasted with word processor actions so you can get a feel for the new way to work and write.  More formal statements about word processor operation are presented in subsequent sections of this chapter.

Word Processor Benefits

There are lots of great reasons why you should put your typewriter or braillewriter aside most of the time and work with a word processor like Word.  A basic reason is there are fewer manual tasks to perform as you write.  Consequently, you can concentrate on document content and mostly ignore document mechanics.  This reduction in physical effort frees up the creative powers within you because you have more energy with which to think.  Next follows a list of word processor operations that benefit every writer.

Device — You insert a blank page and roll it up until you reach the top line.  Word processor — Word places a blank page in its work area for you and places the text cursor on the top line.

Device — You type left to right and tap the Carriage Return key to move to the next line when the current line is filled.  Word processor — You type left to right, and Word moves the text cursor to the next line for you when the current line is filled.  There is no need to whack the Enter key!

Device — You tap the Enter key to move the carriage back to the left margin and advance the page up a single line.  Word processor — You tap the Enter key to move the text cursor back to the left margin and advance the page up a single line.

Device — You tap the Enter key 2 times to finish a paragraph and skip a blank line.  Word processor — You tap the Enter key 2 times to finish a paragraph and skip a blank line.

Device — You insert a blank page; you write till it is filled up; you remove this page; you insert another blank page.  Word processor — Word places a blank page in its work area for you; you write till it is filled up; Word scrolls this page upward and out of the way; Word inserts another blank page for you.

Device — You must keep typed pages together and in the proper order.  Word Processor — Word does both of these tasks for you.

Device — You must duplicate a document at a copy shop.  Word Processor — Word lets you print a document multiple times.

Device — You type and format a page concurrently; you must retype a page in order to alter its format.  Word Processor — You can type a page and format it later.  You can even reformat it as often as necessary.

Device — You must number pages by hand and before they are removed.  Word Processor — You tell Word to number them for you.

Word Processor Drawbacks

A word processor has a few apparent disadvantages.  Here they are.

Device — You can easily read a completed page, for it lies there ready for inspection.  Word processor — The work area only displays about half of a completed page.  You must scroll the window up and down to read more of it.

Device — You can conveniently check the format of a completed page, for it lies there ready for inspection.  Word processor — You must switch Word views and employ other stratagems to check page format.

Text And Text Breaks

You begin to write with a typewriter or a braillewriter and with a word processor in the very same place, typically in the upper-left corner of a page.  Word follows this convention:  The text cursor, that little vertical bar that blinks at you, sits in the upper-left corner of the work area when you begin to write.  Tap a text key, then its character appears where the text cursor is and the text cursor jumps to the right to make room.  The text cursor moves to the right as you type more text and stays just ahead of the text.  The text cursor marks the place where the next typed character will appear.

You can move the text cursor through a document to browse the text typed so far.  The 4 arrow keys and their cousins, the Ctrl+Arrow keys, let you move the text cursor in the direction of the arrows.  The Arrow keys are also called the Cursor keys because they move the text cursor around.  The 4 arrow keys move the text cursor by characters and lines; the 4 Ctrl+Arrow keys move the text cursor by words and paragraphs.  Experiment with them as you write.  (They and the other movement keys are described in detail in the next chapter.)

Practice Text

Often, you need sample text to practice your Word skills.  You can type a bunch of text, but this is drudgery and hard on the fingers.  Here is a secret way to have Word type practice text for you:

1. Launch the Word program.

2. Type =rand(4) on a blank line.

3. Tap the Enter key.

Word madly types 4 paragraphs of text for you.  Every paragraph has 5 identical sentences about a quick brown fox.

This works because Word can replace a "text label" with actual text.  This very useful "text replacement" option is discussed in a subsequent chapter.

You may tap the Enter key and nothing happens.  This occurs when the Replace Text As You Type option is turned off.  Follow these steps to turn it back on:

1. Pop up the Tools menu.

2. Pick the Autocorrect Options item located near the bottom of the menu.

A dialog box pops up with multiple tab pages.

3. Activate the AutoCorrect tab page.

4. Make sure the Replace Text As You Type check box is checked.

5. Activate the OK button.

6. Now, type =rand(4) on a blank line and tap the Enter key.

Word types away as advertised.  Use this technique whenever you need text to play with.

Words and Word Breaks

A document consists mostly of words.  They are the blocks out of which you write a grocery list or a novel.  You are taught in school that a word is a noun, verb, and so forth.  But, the Word program uses a far simpler notion of a word.  A word is any connected text, short or long, followed by a text break.  You type a piece of text with the keys located on the Main keyboard; you type a text break with the SpaceBar, Tab, Enter, or Ctrl+Enter key.

Type a few words.  The text cursor moves left to right as you type.  Continue to type words.  Something marvelous happens when the next word you type can't fit on the current line.  Word pushes this word onto the next line for you, and the text cursor is placed just after this word.

This feature, called Word Wrap, eliminates the need for taps of the Enter key within paragraphs.  Continue to write!  Never worry about the end of the line because Word starts another line when necessary.  You only tap the Enter key to finish paragraphs as described later.

Lines and Line Breaks

You write a document a line at a time.  Word fills up the current line and then moves onto the next line as you write.

You can prematurely finish a line within a paragraph with a tap of the Shift+Enter key.  Then, additional text is placed on the next line.  You use the Shift+Enter key when you want to type short lines within a paragraph.

Paragraphs and Paragraph Breaks

A document, like a letter or a novel, consists mainly of paragraphs.  You are taught in school that a paragraph has a topic sentence followed by other sentences.  But, the Word program uses a far simpler notion of a paragraph.  A paragraph is any amount of text — a blank line, a single line or multiple lines of text — followed by a paragraph break.  A single tap of the Enter key causes a paragraph break.

Type a few lines of text and then tap the Enter key.  This whack of the Enter key finishes the paragraph.  Type a few more lines of text and then Tap the Enter key again.  This whack of the Enter key finishes this paragraph.  Continue to type paragraphs this way.

You can tap the Enter key an extra time to leave a blank line after a paragraph — this is the hard way.  You can have Word automatically leave a blank line after a paragraph for you — this is the easy way.

Examples:  The title of this section "Paragraphs and Paragraph Breaks" is a complete paragraph.  The blank line below this title is also a complete paragraph.  The 5 sentences that commence this section form another complete paragraph.

Pages and Page BREAKS

Continue to type lines of text.  The text cursor moves down the page as the page fills up.  Something marvelous happens when the next line you type can't fit on the current page.  Word pushes the line onto the next page, and the text cursor is placed just after the last typed word.

Continue to write!  Never worry about the end of the page because Word starts another page when necessary.

Word fills up the current page and then moves onto the next page as you write.  But, you can prematurely finish the current page with a tap of the Ctrl+Enter key and start the next page.  You use the Ctrl+Enter key when you want to break a document into pieces like the sections of a term paper or the chapters of a book.  (This key is used often.)

Text and Text Breaks Summarized

Here is a useful analogy.  Word treats your document like a roll of paper towel.  It unrolls as you write.  That is, Word fills up the current line as you write and then unrolls to the next line; Word fills up the current sheet as you write and then unrolls to the next sheet.  The roll of paper towel unrolls as you continue to write.  The tear lines in the roll of paper towel are like the soft page breaks in the document.  The sheets stay connected, and you can roll up the sheets or unroll them to browse through the document.  You roll up the sheets (move the text cursor up) to reach the beginning of the document, and you unroll the sheets (move the text cursor down) to reach the end of the document.  Word "tears" the sheets apart and places them in a stack in the proper order when you print the document.

You break the text into meaningful units as you write.  You tap the SpaceBar key to finish a word; you tap the Shift+Enter key to finish a short line within a paragraph; you tap the Enter key to finish a paragraph; and you tap the Ctrl+Enter key to finish a short page.

Remember that a paragraph can contain any amount of text — just a few words like a salutation or a closing in a letter and that a short page can contain any amount of text — just a few lines like a title page or a dedication page in a book.

The text breaks you place in a document with the Enter key, the Shif+Enter key and the Ctrl+Enter key are called Hard Breaks because they stay where you placed them as you insert new text and delete old text.  The breaks you place in a document to finish words and the breaks Word places in a document to finish lines and pages are called Soft Breaks because they move around as you insert new text and delete old text.

Optional Breaks And Unbreaks

These breaks are optional and so is this topic.  You can skip it for now.  It is included here because this is a good place to mention them and this is a good time for another break.

The Break Word Key

Occasionally, you may need to type a long word.  Word shoves the entire word onto the next line when it doesn't fit on the current line.  This leaves a big empty space on that line which is considered poor format.

A typist or a braillist would hear a bell when the right margin is near and tap the Hyphen key and continue the word on the next line.  Word lacks a right margin bell, but you can tell Word to hyphenate a long word for you if it runs out of room on the current line.

You can tell Word where to split a long word as you type it.  Tap the Ctrl+Hyphen key between the syllables in the word where you want Word to split the word if it doesn't fit on the current line.  You can type several optional hyphens so Word can pick the best place to divide the word.

The Remove Menu Item Key — the Ctrl+Alt+Hyphen key — is a terrible key that you should never tap.  It is only mentioned here in case you tap it by accident.  Tap the Ctrl+Alt+Hyphen key, then the mouse pointer becomes a thick horizontal line.  This is the Menu Item Removal pointer.  Pick any menu item from a menu, then it is removed from the menu forever.  There is no way to get it back!  Immediately tap the Esc key if you tap this crazy key.  Then, Word returns to sanity, and its menu items are safe.

The 2 Unbreak Keys

You type away in a word processor oblivious to where you are on a line or on a page.  This is the best way to write efficiently.  There are occasions, however, when you can embarrass yourself with inappropriate text splits.  It is considered bad form to split a book title, a person's name or a phone number across lines.  This is no problem when these items occur at the left margin, but may cause you a problem when you are near the right margin.

There are 2 keys that cause soft breaks when you tap them.  You tap the SpaceBar key to separate the words in a book title and in a writer's name.  You tap the Hyphen key to separate the words in a compound word and the number groups in a telephone number.

Word takes the liberty to split titles, names, compound words, and telephone numbers when it wraps text onto the next line.  But, you may want these items to remain unbroken and stay entirely on the next line.  You can tap the Ctrl+Shift+SpaceBar key, instead of the SpaceBar key, in titles and in names to keep the words tied together, and you can tap the Ctrl+Shift+Hyphen key, instead of the Hyphen key, in compound words to keep the words joined and in telephone numbers to keep the digits glued together.  These 2 keys are the Unbreak keys.  They forbid Word to split items when it goes to wrap text onto a new line or onto a new page.

Visual Marks And Visual Breaks

Most keys on the Main keyboard, as you tap them, show up as readable characters on the computer display.  A few keys, however, cause text breaks and show up as empty space on the computer display.  All of this empty space looks alike, and there is no way to tell how this space got there without a little help.

Visual Marks

You may accidentally tap the SpaceBar key or the Tab key too often or in the wrong place so there is a big gap between words, between sentences or at the start of a paragraph.  You may accidentally tap the Enter key an extra time so there is too much blank space after a paragraph.  It is impossible, without a little help, to tell how this blank space got there, for it all looks and sounds the same.

There is a key that lets you reveal these text breaks as visible and readable marks when you need to find them, and this key also lets you hide them when you are finished with the clean-up job.  Tap the Show/Hide key — the Ctrl+Shift+8 key — to make these text breaks and other breaks appear as visible and readable marks on the computer display.

Here is what happens when you tap the Show/Hide key.  A Space mark is displayed for every space; it looks like a dot.  A Tab mark is displayed for every tab; it looks like a little arrow pointing to the right.  A Paragraph mark is displayed for every paragraph break; it looks like a backward print p.

1. Tap the Show/Hide key.

The results of the SpaceBar key, the Tab key and the Enter key are displayed as readable marks.

2. Find and delete the culprits.

This removes the unwanted space.

3. Tap the Show/Hide key again.

This returns the display to normal.

Visual Paragraph Breaks

A document with all its text breaks displayed is very difficult to read and to work with.  Consequently, most writers only use the Show/Hide key to make a quick format check — look for stray spaces and extra paragraph breaks and look for unwanted tabs.  But, it is very useful to always show the paragraph marks, and it is recommended that you show the Tab marks if you prefer indented paragraphs instead of block paragraphs.  This is accomplished via the View tab page under the Options item located in the Tools menu.

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item.

This pops up a dialog box with 10 tab pages listed in 2 rows:  Track Changes, User Information, Compatibility, File Locations; View, General, Edit, Print, Save, Spelling & Grammar.

4. Activate the View tab page.

5. Check the Paragraph Marks check box.  Also, check the Tab Characters check box if you often use the Tab key.  There is even a check box for the Optional Hyphen mark within words.

6. Activate the OK button.

Now, every paragraph break within a document is visible and readable on the computer display.  (Visible paragraph marks aren't printed!)

Access note:  A screen reader typically doesn't announce odd marks; so adjust its punctuation and text marks options to speak the visible text breaks.

Visual Page Breaks

A printed document consists of printed pages stacked or bound in the proper order.  The reader considers the printed page the most important text unit.  Word shows the writer, while in the Normal view, where print page breaks will occur when the document is printed.  Word places a visual cue into the onscreen document where a page break occurs.

There are 3 kinds of page breaks, and there are 3 different visual cues for them.  Word inserts a soft page break when you fill up a page and continue onto the next page.  A spaced row of dots across the screen marks a soft page break.  You insert a hard page break when you want to finish a page before it is filled up and continue onto the next page.  A tight row of dots across the screen with the words Page Break in the middle marks a hard page break.  You insert a section break (discussed later) when you want to finish a document section and start another.  A double row of dots across the screen with the words Section Break in the middle marks a section break.

You can't switch the visual cues for page and section breaks off; there are no check boxes for these cues in the View dialog box.

Access Note:  A screen reader doesn't announce soft page breaks.  But, you can read the Status bar when you wish to know the current page number.  A screen reader, when Word is in the Normal view, announces a hard page or section Break when the text cursor moves onto its visual cue.

Chapter Summary
Device and Word Processor Comparison

A writer accustomed to a typewriter or a braillewriter must unlearn various habits to work efficiently with a word processor.  These habits are briefly contrasted with word processor actions so you can get a feel for the new way to work and write.

Text and Text Breaks

You begin to write with a typewriter or a braillewriter and with a word processor in the very same place, typically in the upper-left corner of a page.  Word follows this convention:  The text cursor, that little vertical bar that blinks at you, sits in the upper-left corner of the work area when you begin to write.  Tap a text key, then its character appears where the text cursor is and the text cursor jumps to the right to make room.  The text cursor moves to the right as you type more text and stays just ahead of the text.  The text cursor marks the place where the next typed character will appear.

You can type =rand(4) on a blank line and tap the Enter key to have Word type practice paragraphs for you.  This works unless the "replace as you type" option is turned off on the AutoCorrect tab page under the Tools menu.

You can move the text cursor through a document to browse the text typed so far.  The 4 arrow keys and their cousins, the Ctrl+Arrow keys, let you move the text cursor in the direction of the arrows.  The Arrow keys are also called the Cursor keys because they move the text cursor around.  The 4 arrow keys move the text cursor by characters and lines; the 4 Ctrl+Arrow keys move the text cursor by words and paragraphs.  Experiment with them as you write.

Words and Word Breaks

A document consists mostly of words.  They are the blocks out of which you write a grocery list or a novel.  You are taught in school that a word is a noun, verb, and so forth.  But, the Word program uses a far simpler notion of a word.  A word is any connected text, short or long, followed by a text break.  You type a piece of text with the keys located on the Main keyboard; you type a text break with the SpaceBar, Tab, Enter, or Ctrl+Enter key.

Lines and Line Breaks

You write a document a line at a time.  Word fills up the current line and then moves onto the next line as you write.  But, you can prematurely finish the current line with a tap of the Shift+Enter key and start the next line.  You use the Shift+Enter key when you want to type short lines within the same paragraph.

Paragraphs and Paragraph Breaks

A document, like a letter or a novel, consists mainly of paragraphs.  You are taught in school that a paragraph has a topic sentence followed by other sentences.  But, the Word program uses a far simpler notion of a paragraph.  A paragraph is any amount of text — a blank line, a single line or multiple lines of text — followed by a paragraph break.  A single tap of the Enter key causes a paragraph break.

Pages and Page BREAKS

Continue to type lines of text.  The text cursor moves down the page as the page fills up.  Something marvelous happens when the next line you type can't fit on the current page.  Word pushes the line onto the next page, and the text cursor is placed just after the last typed word.

Visual Marks and Visual Breaks

Most keys on the Main keyboard, as you tap them, show up as readable characters on the computer display.  A few keys, however, cause text breaks and show up as empty space on the computer display.  All of this empty space looks alike, and there is no way to tell how this space got there without a little help.

There is a key that lets you reveal these text breaks as visible and readable marks when you need to find them, and this key also lets you hide them when you are finished with the clean-up job.  Tap the Show/Hide key — the Ctrl+Shift+8 key — to make these text breaks and other breaks appear as visible and readable marks on the computer display.  But, a document with all its text breaks displayed is very difficult to read and to work with.  Consequently, most writers only use the Show/Hide key to make a quick format check — look for stray spaces and extra paragraph breaks and look for unwanted tabs.  But, it is very useful to always show the paragraph marks.  This is accomplished via the View tab page under the Options item located in the Tools menu.  Check the Paragraph Marks check box and activate the Ok button.  Thereafter, every paragraph mark is displayed.  (Visible paragraph marks aren't printed!)  A screen reader typically doesn't announce odd marks; so adjust its punctuation and text marks options to speak the visible text breaks.

CHAPTER 9:  NAVIGATE AND BROWSE
It is simple to skim through and browse a printed or brailled document.  You flip to a page, locate a topic and begin to read.  You learn in this chapter techniques to move through a document, position the text cursor and begin to read.

There are 8 ways to browse (move through and read) a document.  All these methods move the text cursor through the document.  Its motion doesn't change any text; only the location of the text cursor is altered.

This chapter reveals a well-kept secret about navigation keys.  The 2 Ctrl Page keys — Ctrl+PgUp and Ctrl+PgDn — are variable navigation keys.  They let you browse through search items, document items, and much more.

The Navigation Keys
Now, write a test document with a few short paragraphs and a few long paragraphs and with a page break here and there.  You just wrote a document that contains 5 different text units:  characters, words, lines, paragraphs, and pages.  Now, read about and try all the navigation techniques.

Word provides keys, called Navigation keys, which let you move the text cursor from text unit to text unit.  You rely on navigation keys to browse a document near where work is in progress.  They let you move around to read nearby text or to make corrections.

The Ominous Beep

You tap navigation keys to order Word to move the text cursor around.  Sometimes, Word can't move the text cursor because there is nowhere for it to go.  The text cursor stays put, and Word beeps to inform you of the error of your ways.

This beep, which sounds like a ting on my computer, may annoy or distract you.  Follow these steps to disable it if it bugs you:

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item.

This pops up a dialog box with multiple tab pages.

4. Activate the General tab page.

5. Uncheck the Provide Feedback with Sound check box if it is checked.  Or, check it if you want beeps.

6. Activate the OK button.

The Arrow Keys

Navigation keys let you move the text cursor relative to its current position within a document.  That is, you move around in small skips and hops.  The 4 arrow keys and their cousins, the Ctrl+Arrow keys, let you move the text cursor in the directions of the arrows.  The Arrow keys are also called the Cursor keys because they move the text cursor around.  The 4 arrow keys move the text cursor by characters and lines; the 4 Ctrl+Arrow keys move the text cursor by words and paragraphs.

Recall that Arrow keys are located in 2 places on the keyboard.  You can rely on the Arrow keys in the Column of keys or in the Block of keys.  Make sure that NumLock is off when you use the Block of keys; otherwise, you get numbers instead of cursor movement.

Move Character By Character

The most basic navigation technique is to move the text cursor 1 character at a time along a line.  This is handy when you need to position the text cursor at a particular place or when you want to check for extra spaces.

A tap of the Left key moves the text cursor left a single character, and a tap of the Right key moves the text cursor right a single character.  A tap of the Left key, when at the left margin, moves the text cursor onto the prior line.  A tap of the Right key, when at the right margin, moves the text cursor onto the next line.  In other words, these keys let the text cursor move character by character through the text from line to line.

Access Note:  A typical screen reader reads a character as you move the text cursor onto it via a tap of the Left key or the Right key.  Also, a screen reader possesses a hot key that, when tapped, reads the current character to you but leaves the text cursor unmoved.  Use this hot key to read the current character!  You can tap the Left key and then tap the Right key to read the current character, but you invite possible confusion and waste time and effort.

Move Word By Word

The second most basic navigation technique that lets you read text is to move the text cursor 1 word at a time.  This is handy when you need to read very carefully.

A tap of the Ctrl+Left key moves the text cursor left a single word, and a tap of the Ctrl+Right key moves the text cursor right a single word.  The text cursor is placed at the start of the word.  These Movement keys skip as many blank spaces as necessary to reach the next word.  A tap of the Ctrl+Left key, when at the left margin, moves the text cursor onto the prior line.  A tap of the Ctrl+Right key, when at the right margin, moves the text cursor onto the next line.  In other words, these keys let the text cursor move word by word through the text from line to line.

Access Note:  A typical screen reader reads a word as you move the text cursor onto it via a tap of the Ctrl+Left key or the Ctrl+Right key.  Also, a screen reader possesses a hot key that, when tapped, reads the current word to you but leaves the text cursor unmoved.  Use this hot key to read the current word!  Usually, a double tap of this hot key spells the current word for you.  You can tap the Ctrl+Left key and then tap the Ctrl+Right key to read the current word, but you invite possible confusion and waste time and effort.

Move Line By Line

A more natural way to read text is line by line.

A tap of the Up key moves the text cursor up a single line in the work area.  A tap of the Up key at the top of the work area scrolls the document down to reveal the out of bounds line.  A tap of the Dn key moves the text cursor down a single line in the work area.  A tap of the Dn key at the bottom of the work area scrolls the document up to reveal the out of bounds line.  In all cases, the text cursor is placed near the same column in the line if possible.

A tap of the Up key, when at the top of the document, does nothing!  The text cursor stays stuck on the top line no matter how hard or often you tap the Up key.  A tap of the Dn key, when at the bottom of the document, does nothing!  The text cursor stays stuck on the bottom line no matter how hard or often you tap the Dn key.

A tap of the Up key at the top of a page moves the text cursor onto the bottom line of the prior page, and a tap of the Dn key at the bottom of a page moves the text cursor onto the top line of the next page.  In other words, these keys let the text cursor move line by line through the document from page to page.

Access Note:  A typical screen reader reads a line as you move the text cursor onto it via a tap of the Up key or the Dn key.  Also, a screen reader possesses a hot key that, when tapped, reads the current line to you but leaves the text cursor unmoved.  Use this hot key to read the current line!  You can tap the Up key and then tap the Dn key to read the current line, but you invite possible confusion and waste time and effort.

Move Paragraph By Paragraph

The paragraph is the basic block of text in most documents.  You can quickly skim a document when you move by paragraphs.

A tap of the Ctrl+Up key places the text cursor on the top line of the current paragraph, and the Ctrl+Up key, tapped 2 times, moves up a paragraph and places the text cursor on its top line.  A Tap of the Ctrl+Dn Key Moves down a Paragraph and Places the text cursor on its top line.  Now, a tap of the Left key moves the text cursor to the end of the paragraph.

Access Note:  A typical screen reader has difficulty with paragraphs; it usually reads more than the paragraph.  You may be able to define the text to be read as the top line of a paragraph; this is probably the best solution.

The Page Keys

A page has a different meaning for a writer and a reader.  A writer is confronted with a screenful of text; a reader is confronted with a sheetful of text.  A screenful of text fills up the work area in Word; a sheetful of text fills up a piece of paper.  Word lets a writer move through a document by screenfuls or by sheetfuls.

Move Screenful By Screenful

These keys let you browse a document in big consecutive chunks.  A tap of the PgUp key moves the text cursor up a screenful.  A tap of the PgDn key moves the text cursor down a screenful.

Move Page By Page

Often, you want to move through a document by print pages.  Here is a secret way to make the Ctrl Page keys move backward and forward through print pages:

1. Pop up the Goto Dialog box.

Keyboard — tap the F5 key or the Ctrl+G key; mouse — double click the Page indicator on the Status bar.

2. Make sure the Page item in the Goto What list box is highlighted.

3. Activate either the Next or Previous button to move backward or forward a print page.

4. Activate the Close button to exit the Goto dialog box.

You return to the document.  Now, the Ctrl Page keys let you browse a document by real pages.  A tap of the PgUp key moves the text cursor up a print page.  A tap of the PgDn key moves the text cursor down a print page.

There is no way to permanently make the Ctrl Page keys retain the print page specification.  You must perform the indicated steps whenever you wish to move through a document by print pages.

The Extreme Keys

A line of text typically stretches between the 2 page margins.  It is often necessary to place the text cursor at the far left of a line, before all the text, or at the far right of a line, after all the text.  The 2 Extreme keys, the Home key and the End key, let you place the text cursor at the extremes of the current line.

A document has a top line and a bottom line.  Often, it is useful to place the text cursor before the top line or after the bottom line.  The 2 Extreme keys, the Ctrl+Home key and the Ctrl+End key, let you place the text cursor at the extremes of the document.

The Location Keys
Navigation keys let you skip and hop around a document near the text cursor location.  Sometimes, you need to move farther away — to a different page; to a different section, and so on.  The next bunch of keys let you move in great leaps and bounds to distant places within a document or to specified document items within a document.

The Go Back Key

You learn ways to edit text in the Insert and Delete chapter.  Word remembers the locations where you made the 3 most recent edits as you write.  You can repeatedly tap the Go Back key — the Shift+F5 key — to return to these places.  This is a nifty way to quickly move to a spot where a recent document edit occurred.

Here is a secret way to move to where you left off the next time you work on a document.  Make an edit; place the text cursor anywhere within the document; next save the document; and exit Word to end the current work session.  Launch Word to commence the next work session, and retrieve the document.  The text cursor is located at the very top of the document.  Tap the Shift+F5 key.  The text cursor leaps to its location at the end of the previous work session.  Now, go to work.

The Go To Key

Navigation keys let you roam a document in short skips and hops.  But, often you need a quick way to move through a large document by leaps and bounds.  This feat is accomplished with the Go To box.

A document may have headings scattered throughout, have tables placed here and there, and so on.  Word 2002 and Word 2003 let you browse through specified items with the keyboard.  This feat is accomplished with the GoTo key which pops up the GoTo dialog box.

Move Item By Item

Word keeps track of document parts and numbers them.  You can move through document parts and browse a long document this way.

1. Pop up the Goto Dialog box.

Keyboard — tap the F5 key or the Ctrl+G key; mouse — double click the Page indicator on the Status bar.

The Go To dialog box pops up.  There is a text box where the text cursor is placed.  There is 1 list box labeled Go To What; it lists document parts — page, section, line, bookmark, and so forth.  The Page item at the top of the list is highlighted by default.  There are 2 buttons labeled Previous and Next which let you scroll forward and backward through a document by the highlighted item in the list box.  Use the Close button to dismiss this dialog box.

2. Highlight a desired item in the Goto What list box.

3. Activate either the Next or Previous button to move backward or forward to this item.

4. Activate the Close button to exit the Goto dialog box.

You return to the document.

5. Use the Ctrl Page keys to browse the document by this document part.

Move To A Numbered Item

Occasionally, you want to move to a numbered document item — page 20; section 5; and so on.  You can accomplished this with the GoTo key and the GoTo dialog box.

1. Pop up the Goto Dialog box.

Keyboard — tap the F5 key or the Ctrl+G key; mouse — double click the Page indicator on the Status bar.

2. Highlight an item in the Goto What list box.

3. Type a number into the text box.

Then the Go To button replaces the Next and Previous buttons.

4. Activate the Go To button.

You immediately jump to that numbered document item.

5. Activate the Close button to exit the Goto dialog box.

You return to the document.

Here is another cherished Word Secret:  Perform a GoTo command and close the GoTo dialog box.  Then, the Ctrl Page keys are assigned the GoTo item you used.  A tap of the Ctrl+PgUp key moves the text cursor to the GoTo item in the backward direction; a tap of the Ctrl+PgDn key moves the text cursor to the GoTo item in the forward direction.

The Bookmark Key

You can place a bookmark in a Word document just as you can in a real book.  Then, you can jump back to that bookmark whenever you want.  Here are the steps to set a bookmark:
1. Put the text cursor where you wish to place a bookmark.

2. Tap the Bookmark key — the Ctrl+Shift+F5 key.

Then, the Bookmark dialog box pops up.  There is a text box labeled Bookmark Name where the text cursor is placed.  There is a pair of horizontal radio buttons labeled Sort By; the individual buttons are labeled Name and Location.  There is 1 check box labeled Hidden Bookmarks that is unchecked; it lets you view or hide the bookmarks in a document.  There are 4 buttons labeled Add, Delete, Go To, and Cancel.

3. Type a name for the bookmark in the Bookmark Name box.

A bookmark name must begin with a letter.  It can contain only letters, numbers, and the underscore character (_); it can have no more than 40 characters; and it cannot include spaces.  Pick a short name that reminds you of where you are in the document.

4. Tap the Enter key to activate the Add button.

Word encloses visible bookmarks in square brackets.

You can quickly jump to any bookmark:

1. Tap the Go To key, the F5 key or the Ctrl+G key.

Then, the Go To dialog box pops up.

2. There is a Go To What list box.

Page is highlighted.

3. Highlight Bookmark in the Go To What box.

Bookmark is the fourth item down.

The Enter Page Number box changes to read Enter Bookmark Name, and the most recent bookmark appears in that box.

4. Activate the Go To button.

Word moves the text cursor to the bookmark.

5. Close the Go To box so you can go back to work.

You can set as many bookmarks as you need.  They are all listed in the Bookmark list.

The Find Key

The navigation keys let you browse a document line by line, paragraph by paragraph, and so forth.  That is, they let you move through a document step by step.  This is handy when you want to browse consecutive text on a single page for a particular tidbit.

However, you may want to browse an entire document for a particular word or phrase.  You could guess the page that it is on, move to that page and then navigate around.  But, this is often a futile way to proceed, especially in a long document.  So, let Word find the word or phrase for you.

Begin A Search

1. Place the text cursor where you want Word to start to search.

Place the text cursor at the top of the document if you want to skim the entire document.  (Tap the Ctrl+Home key to get there.

2. Tap the Find key — the Ctrl+F key.

The Find dialog box pops up.  There is a text box labeled Find What where the text cursor is placed.  There are 3 buttons labeled More, Find Next and Cancel.

3. Type a word or phrase in the Find What box.

Pick text that is somewhat unusual so only a few matches are found.  You don't, for example, want to search for the word "the" throughout a document; there are probably lots of them.

4. Activate the Find Next button.  (Tap the Enter key.)

Word gets to work.  It skims the document for the specified text till it finds a match or till it reaches the end of the document.

Search Succeeded
1. Activate the Cancel button.  (Tap the Esc key.)

The dialog box is closed, and the found text in the document is selected — highlighted in a different color.

2. Perform an appropriate command.

A tap of the Left key deselects the found text, and the text cursor is placed on its first character.  A tap of the Right key deselects the found text, and the text cursor is placed after its last character.  A tap of the Del key erases the found text.

Search Again
Tap the Repeat Find key — the Shift+F4 key — if you aren't as yet at the desired place in the document.  You move to subsequent occurrences of the search text in the document.  (You don't need the Find box displayed to repeat the same search.)

Word tells you when a search is over.  That is, when there are no more items to be found.  It pops up the message box:

Word has finished searching the document.

Acknowledge this message with a tap of the Enter key or a click of the OK button.  You return to the document.

Search Failed
Word tells you when a search fails.  It pops up the message box:

Word has finished searching the document.  The search item was not found.

Acknowledge this message with a tap of the Enter key or a click of the OK button.  You return to the Find dialog box.  Edit the search text and try another search.

Search In Both Directions

Here is another cherished Word secret.  A search begins at the current text cursor position and proceeds downward through the document till a match is found or till the end of the document is reached.  You are told to tap the Repeat Search key — the Shift+F4 key — to find the next occurrence of the search item.  You are never given a way to find the previous occurrence of the search item.

Perform a search and close the Find dialog box.  Then, the Ctrl Page keys are assigned the search item.  A tap of the Ctrl+PgUp key moves the text cursor to the search item in the backward direction; a tap of the Ctrl+PgDn key moves the text cursor to the search item in the forward direction.

The Navigation Clicks
The mouse can move the text cursor for you.  How the mouse works depends on the active view.

The Single Click

You move the text cursor and the mouse pointer independently.  The text cursor can only move where you can type text; the mouse pointer can move over the entire computer display.

Often, it is convenient to move the mouse pointer around to browse the display.  The mouse pointer may land where you really want the text cursor to be.  Don't tap navigation keys to move there!  Merely click the mouse, and the text cursor hops over to where the mouse pointer sits.  Now, you are ready to type.

The text cursor always stays within the document's margins.  Click past the right margin or beneath the final paragraph break, then the text cursor moves to the text closest to that location.  Click past the left margin, then the adjacent line is selected.

The Double Click

A double click in Word 2000 and in 2002 has 2 functions:  double click within a word to highlight that word; double click within a blank area to activate the Click and Type feature.  Click and Type works in the Print Layout and Web Layout views, but it does not work in the Normal and Outline views.  You may need to switch the current view to use this feature.

The Navigation Graphics
The 2 Ctrl Page keys can move you backward and forward through a document after you specify a document item with the GoTo dialog box.  This keyboard function is mimicked by the mouse with the scroll bars and scroll buttons.  This mouse function is describe here for the sake of completeness and so you can converse with mouse users intelligently.

The 2 Scroll Bars

You don't really need to pay much attention to the 2 scroll bars.  They are discussed so you can communicate effectively with sighted peers.  They are mostly unusable with a screen reader, but there are keyboard equivalences for most scroll operations.

Scroll Bar Anatomy
A scroll bar is a visual indicator that shows the position of the work area relative to a document.  It is a strip with 4 distinct parts:  2 scroll arrows, a scroll box, and a scroll shaft.  Here are the anatomical details.

A single scroll arrow is located at each end of a scroll bar, and they point in opposite directions away from the center of the scroll bar.  The scroll arrows point in the direction that the work area moves over the document.  You click the mouse over a scroll arrow to move the window a little bit in that direction, and you click and hold the mouse over a scroll arrow to continuously move the window in that direction.

The scroll box, sometimes called the Elevator or Slider, visually indicates the window's relative position within a document or other data.  You can drag the scroll box in a particular direction to move the window through a document in that direction.  The work area reaches the edge of a document when the scroll box reaches a scroll arrow.

In particular, The vertical scroll box is near the top of the scroll bar when the work area is near the top of the document and is near the bottom of the scroll bar when the work area is near the bottom of the document.  A tiny window pops up as the scroll box is dragged.  It displays page numbers and document titles (if the standard heading styles were used to create them) as the document scrolls.

The length of the scroll box is proportional to the part of the document visible within its work area.  Examples:  The scroll box fills the entire scroll shaft when the entire document fits within the work area.  The scroll box fills half of the scroll shaft when half of the document fits within the work area.

The scroll box provides 2 visual cues:  Its relative position along the scroll shaft indicates the relative position of the text cursor within the document.  Its relative size along the scroll shaft indicates the relative size of the document within its work area.

The scroll shaft provides a visual context for the scroll box and also lets the mouse user scroll in larger units.  Click the scroll shaft on either side of the scroll box to move the work area about a screenful in the direction of the scroll arrow at the end of the scroll shaft.

Only the mouse pointer moves through a document as you scroll; the text cursor stays at its current location.  You must move the text cursor to the mouse pointer's new location if you want to type text there.  This is simple to do.  Just single click the mouse at the new location, then the text cursor is moved there.  The typed text appears at the text cursor's current location, instead of the mouse pointer's new location, if you forget to click the mouse, and the document scrolls back there.

Scroll Bar Function
You can rely on the keyboard instead of the mouse to scroll a document.  It's worthwhile to memorize the keyboard and mouse scroll options.

Scroll up 1 line

Mouse — Click the Up Arrow on the Vertical Scroll Bar; Keyboard — Tap the Up Arrow key

Scroll down 1 line

Mouse — Click the Down Arrow on the Vertical Scroll Bar; Keyboard — Tap the Down Arrow key

Scroll up 1 screenful

Mouse — Click the Upper Shaft of the Vertical Scroll Bar; Keyboard — Tap the PgUp key

Scroll down 1 screenful

Mouse — Click the Lower Shaft of the Vertical Scroll Bar; Keyboard — Tap the PgDn key

Scroll left 1 character

Mouse — Click the Left Arrow on the Horizontal Scroll Bar; Keyboard — Tap the Left Arrow key

Scroll right 1 character

Mouse — Click the Right Arrow on the Horizontal Scroll Bar; Keyboard — Tap the Right Arrow key

Scroll by Document Item

Mouse — click and drag the scroll box; keyboard — use the GoTo key with the GoTo dialog box

The 3 Browse Buttons

A document may have headings scattered throughout, have tables placed here and there, and so on.  Word 2002 and Word 2003 let you browse through specified items with the mouse.

The vertical scroll bar has 3 vertical browse buttons located beneath it.  They are laid out like this:

Prior item
Pick item
Next item

Page is defaulted to the navigational item.  Click the top button to move backward a print page; click the bottom button to move forward a print page.

Click the Pick button, then a window pops up filled with icons.  These icons represent document items — pages, edit locations, headings, and so on.  Hover the mouse pointer over an icon to reveal a brief description of that icon.  Click an icon to set its navigational item as the browse option.

Pick a document item, then the 2 browse buttons use this item to scroll through the document.  Click the Prior button to scroll to the prior item in a document, and click the Next button to scroll to the next item in a document.

By default, the Page item is used, and this is most often the desired way to browse a document — page by page.  (The 2 browse buttons become blue when a different browse item is picked.)

Use of either browse button moves the text cursor for you.  Whereas, use of either scroll bar doesn't move the text cursor.  What strange wonders in Word.

After you use the Find or Replace commands, you don't have to return to their dialog boxes to have them search for the next instance of your quarry.  A small circle appears on the vertical scroll bar with double-arrows above and below it.  Click on either of these double-arrows to find the next occurrence of the search item in either direction.

Access Note:  The 3 vertical browse buttons lack direct keyboard support.  Don't despair!  All of their functions are duplicated by the GoTo key and the GoTo dialog box.

The Document Map
Next, a seldom used browse method is described.  It is discussed for the sake of completeness.  A similar but more flexible and keyboard friendly browse method is presented in the Outline and Organize chapter.

You can split Word's Work area into 2 vertical panes with the document's headings displayed in the left pane and the document itself displayed in the right pane.

1. Pop up the View menu.

2. Pick the Document Map item.

3. Pick a heading in the left pane; the document in the right pane scrolls to that heading, and this heading appears at the top of the window.  (The document map can be used in any of the 4 view layouts.)

You can pick the heading levels in the left pane with the keyboard or with the mouse.

Keyboard

1. Pop up the View menu.

2. Highlight the Document Map item.

3. Pop up its context menu.

4. Pick the desired option.

Mouse

1. Click a minus sign in the Document Map to hide subheadings under a main heading.

2. Click a plus sign in the Document Map to show hidden subheadings.

You can resize the 2 panes with the mouse.  Move the pointer to the dividing line between the left and right panes and, when the pointer changes to a double-headed arrow, drag in the appropriate direction.

You can close the Document Map with the keyboard or with the mouse:  Keyboard:  pop up the View menu, highlight the Document Map item, and Tap the Enter key; Mouse — click the Document Map button or double click the dividing line between the 2 panes to close the Document Map.

Chapter Summary
There are 8 ways to browse (move through and read) a document.  There are ways to browse with the keyboard, and there are ways to browse with the mouse.

This chapter reveals a well-kept secret about navigation keys.  The 2 Ctrl Page keys — Ctrl+PgUp and Ctrl+PgDn — are variable navigation keys.  They let you browse through search items, document items, and much more.

The Navigation Keys

Word provides keys, called Navigation keys, which let you move the text cursor from text unit to text unit.  You rely on navigation keys to browse a document near where work is in progress.  They let you move around to read nearby text or to make corrections.

Navigation keys let you move the text cursor relative to its current position.  These keys provide the most basic and useful way to move through document text.

The Location Keys

Navigation keys let you skip and hop around a document near the text cursor location.  Sometimes, you need to move farther away — to a different page; to a different section, and so on.  The next bunch of keys let you move in great leaps and bounds to distant places within a document or to specified document items within a document.

The Go Back Key

You learn ways to edit text in the Insert and Delete chapter.  Word remembers the locations where you made the 3 most recent edits as you write.  You can repeatedly tap the Go Back key — the Shift+F5 key — to return to these places.  This is a nifty way to quickly move to a spot where a recent document edit occurred.

The Go To Key

Navigation keys let you roam a document in short skips and hops by text units.  But, often you need a quick way to move through a long document by leaps and bounds.  This feat is accomplished with the GoTo key.

The Bookmark Key

You can place a bookmark in a Word document just as you can in a real book.  Then, you can jump back to that bookmark whenever you want.

The Find Key

You may want to browse an entire document for a particular word or phrase.  You could guess the page that it is on, move to that page and then navigate around.  But, this is often a futile way to proceed, especially in a long document.  So, let Word find the word or phrase for you.

The Navigation Clicks

The mouse can move the text cursor for you.  How the mouse works depends on the active view.

The Navigation Graphics

The 2 Ctrl Page keys can move you backward and forward through a document after you specify a document item in the GoTo dialog box.  This keyboard function is mimicked by the mouse with the scroll bars and scroll buttons.

The Document Map

You can split the Work area into 2 vertical panes with the document's headings displayed in the left pane and the document itself displayed in the right pane.  Pick a heading in the left pane; the document in the right pane scrolls to that heading.

CHAPTER 10:  SHOW AND HIDE
Most keys on the Main keyboard, as you tap them, show up as readable characters on the computer display, and they show up as readable characters when the document is printed.  A few keys as you tap them, however, cause text breaks and show up as empty space on the computer display, and they also show up as empty space when the document is printed.  All of this empty space — on the computer display and in the printed document — looks alike, and there is no way to tell how this space got there without a little help.  You learn in this chapter techniques to show or hide format and other marks used by word.

Hidden Marks
You may accidentally tap the SpaceBar key or the Tab key too often or in the wrong place so there is a big gap between words, between sentences or at the start of a paragraph.  You may accidentally tap the Enter key an extra time so there is too much blank space after a paragraph.  It is impossible, without a little help, to tell how this blank space got there, for it all looks and sounds the same.

Word offers various ways to display invisible characters so you can deal with them.  You can show or hide them temporarily, or you can make them stay visible all the time.  This chapter describes the invisible characters and the ways to make them visible.  Most of the time, invisible characters can stay hidden and out of the way, but, when you need to find them or count them, these ghost characters are easily conjured up for inspection.

The Format Marks

A document with all its hidden marks displayed is very difficult to read and to work with.  Consequently, most writers only make them visible to make a quick format check — look for stray spaces and extra paragraph breaks and look for unwanted tabs.  But, it is very useful to always show the paragraph marks, and it is recommended that you show the Tab marks if you prefer indented paragraphs instead of block paragraphs.  This is accomplished via the View tab page under the Options item located in the Tools menu.

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item.

4. Activate the View tab page.

5. Move through the tab page till you reach its format marks area.

There are 5 check boxes which toggle (turn on and off) 5 different format marks.

The Tab Mark
A writer rarely uses the Tab key in a document, for Word does most of the needed alignment tasks automatically.  So, it is okay to make the tab mark visible to show its occasional, and perhaps unwanted, presence in a document.  Tabs are displayed as little arrows that point toward the right when the Tab Characters check box is checked.  Then, every Tab mark within a document is visible and readable on the computer display.  (Tab marks aren't printed!)

The Space Mark
A fatigued writer often rests a thumb too long on the SpaceBar and unintentionally enters extra spaces into a document.  They are hard to find and delete because they are invisible.  Blank spaces are displayed as little raised dots (in most fonts) when the Spaces check box is checked.  Leave this check box unchecked, for there is a quicker and simpler way to display blank spaces.

The Paragraph Mark
A new writer to Word may rely on the Enter key to leave blank lines and, even worse, may finish every line with a tap of the Enter key.  Every unnecessary tap of the Enter key causes an extra paragraph break which may cause a format mess.  The clean-up job is much easier when paragraph marks are visible.  Paragraph marks are displayed as backward print P's when the Paragraph Marks check box is checked.  Then, every Paragraph mark within a document is visible and readable on the computer display.  (Paragraph marks aren't printed!)

The Hidden Text Mark
A writer can hide text so it doesn't display or print.  This is handy when private notes are needed within a document.  Follow these steps to hide a piece of text:

1. Highlight the text to be hidden.

2. Pick the Font item in the format menu.

3. Activate the Font tab page.

4. Check the Hidden check box.

Hidden text is displayed with a dotted underline when the Hidden Text check box is checked.  Then, all hidden text within a document is visible and readable on the computer display.  (Hidden text isn't printed unless the Hidden check box is checked on the Print tab page in the Options dialog box found in the tools menu!)

The Optional Hyphen Mark
You can tell Word where to split a long word as you type it.  Tap the Ctrl+Hyphen key between the syllables in the word where you want Word to split the word if it doesn't fit on the current line.  You can type several optional hyphens so Word can pick the best place to divide the word.  Optional Hyphen marks are displayed as funny hyphens when the Optional Hyphens check box is checked.  Then, every optional hyphen within a document is visible and readable on the computer display.  (The unused optional hyphens aren't printed!  The used optional hyphens are printed as normal hyphens.)

The Mark All Check Box
There are 5 check boxes that let you display 5 different kinds of marks within a document.  Check these check boxes individually to display just those marks.  You can, however, check the All check box to display all 5 kinds of marks.  This is unadvisable because the document becomes virtually unreadable with all of these marks displayed all the time.  You can, when necessary, toggle (show or hide) all the unchecked items with a tap of the Ctrl+Shift+8 key.

The Other Marks

There is a key that lets you display text format and other Word stuff as visible and readable marks when you need to deal with them.  Tap the Show/Hide key — the Ctrl+Shift+8 key — to display format marks and other stuff.  Here is what happens when you tap the Show/Hide key.

Displayed Marks for Key Taps

There are a few keys in Word that possess marks so you can locate them when necessary.  Here is a list of these keys and descriptions of the marks which are displayed for them:

A Tab mark is displayed for every tap of the Tab key; it looks like a little arrow pointing to the right.

A Space mark is displayed for every tap of the SpaceBar key; it looks like a little raised dot in most fonts.

A Paragraph mark is displayed for every tap of the Enter key; it looks like a backward print p.

An optional hyphen is displayed for every tap of the Ctrl+Hyphen key; it looks like a funny hyphen.

A hard hyphen is displayed for every tap of the Ctrl+Shift+Hyphen key; it looks like a hyphen of intermediate length.

A line break is displayed for every tap of the Shift+Enter key; it looks like a little arrow pointing to the left.

A hard space is displayed for every tap of the Ctrl+Shift+SpaceBar key; it looks like the degree symbol in print, a little circle.  No blank space is left before or after this mark.

Displayed Marks for Other Stuff

You can invoke the Show/Hide key to display marks for a few more items which may occur within a document.  These marks let you know that these items are present and where they are located.

Hidden text is displayed with a dotted underline.

A small square bullet is displayed beside a paragraph when any of the options Keep with Next, Keep Lines together, Page Break Before and Suppress Line Numbers is used in the Paragraph dialog box.

A cell mark in a table is displayed as the universal monetary print symbol, a little circle with 4 adjacent lines.

A picture anchor is displayed.

An en space is displayed as the degree symbol in print, a little circle.  Blank space is left before this mark.

An em space is displayed as the degree symbol in print, a little circle.  Blank space is left before and after this mark.

Observable Marks
A printed document consists of printed pages stacked or bound in the proper order.  The reader considers the printed page the most important text unit.  Word shows the writer, while in the Normal view, where print page breaks will occur when the document is printed.

Page Breaks

There are 2 kinds of page breaks, and there are 2 different visual cues for them.  You can't switch page indicators off.

Word inserts a soft page break when you fill up a page and continue onto the next page.  A spaced row of dots across the screen marks a soft page break.

You manually insert a hard page break when you want to finish a page before it is filled up and continue onto the next page.  A tight row of dots across the screen with the words Page Break in the middle marks a hard page break.

Section Breaks

You insert a section break (discussed later) when you want to finish a document section and start another.  A double row of dots across the screen with the words Section Break in the middle marks a section break.  You can't switch section indicators off.

Access Note:  A screen reader doesn't announce soft page breaks.  But, you can read the Status bar when you wish to know the current page number.  A screen reader, when Word is in the Normal view, announces a hard page or section Break when the text cursor moves onto its visual cue.

Chapter Summary
Word offers various ways to display invisible characters so you can deal with them.  You can show or hide them temporarily, or you can make them stay visible all the time.  This chapter describes the invisible characters and the ways to make them visible.

You must know where a paragraph starts and stops as you write or edit text.  Word can display the Paragraph mark located at the end of a paragraph.  Make sure this format mark is displayed so you don't accidentally delete it.  Also, make sure your screen reader is set up to announce the paragraph mark.

CHAPTER 11:  INSERT AND DELETE
Word lets you perform 2 tasks impossible to accomplish on a typewriter or braillewriter.  You can insert more text anywhere on a page or erase any text off a page, and the page stays in proper format.  Type text, then it is inserted at the text cursor.  This is exactly what you want to happen when you need to insert missing text — like a left out letter in a word or a left out word in a sentence.  Erase any text, then the rest of the text flows together.  This is exactly what you want to happen when you need to delete unwanted text — like extra spaces or redundant words.

This chapter tells you the basic ways to insert text and to delete text.  These 2 feats of Word wizardry make a word processor worthwhile.

Insert Text
Launch the Word Program.  You can immediately begin to type a document in its empty work area.  Type a sample 3 line paragraph to experiment with.  Intentionally leave a few essential words out so you have text to insert.

You can use either the keyboard or the mouse to insert more text into already typed text.  You can move the text cursor before, within, or after the current text and type more text.  Just place the text cursor where you want to insert new text, and then type away.  Word is able to make room for new text wherever you place the text cursor.

This Word feature — insert text into other text wherever you choose — is wonderful and powerful.  It lets you move around and insert needed words and paragraphs here and there; it lets you write an outline and include needed details afterwards; it lets you jump around and include ideas as they occur to you.  (This is the way I write.)

The main step is to place the text cursor in the proper place.  Otherwise, you type a word in the middle of another word or type a paragraph in the middle of another paragraph.  Tap the SpaceBar key to separate an included word from the next word; tap the Enter key to separate an included paragraph from the next paragraph.

Keyboard — Insert Text

1. Read the sample text line by line.

Use the Up and Dn keys.

2. Read a particular line word by word.

Use the Ctrl+Left and the Ctrl+Right key combinations.

The text cursor lands on the first letter of a word when you read that word.

3. Place the text cursor on a word that has a word missing before it.

4. Type the missing word followed by a tap of the SpaceBar key.

Word makes room for the inserted word and scrolls the window so that the text cursor stays within the window.

Mouse — Insert Text

1. Place the mouse pointer at the start of a word that has a word missing before it.

Use a screen reader's mouse navigation keys to position the mouse pointer.

2. Click the mouse.

This moves the text cursor to the mouse pointer location.  Otherwise, the text is inserted in the wrong spot.

3. Type the missing word followed by a tap of the SpaceBar key.

Scroll Bar — Insert Text

1. Scroll to the start of a word that has a word missing before it.

The actual mouse is required.

2. Click the mouse.

This moves the text cursor to the mouse pointer location.  Otherwise, the text is inserted in the wrong spot.

3. Type the missing word followed by a tap of the SpaceBar key.

Type Over Text
Normally, Word inserts typed text just before the text cursor, and any text at the text cursor is pushed over to make room.  Usually, this is exactly the way you want Word to behave.  But, you can make Word act differently as you type text.

Word can replace text as you type.  The fresh text writes over and replaces any text to its right.  These 2 different behaviors are called Insert mode and Overtype mode.  Switch modes:  keyboard — tap either Ins key; mouse double click the OVR indicator on the Status bar.  (This indicator is highlighted when Overtype mode is on.)

You may tap the Ins key by accident.  So, tap the Ins key again to return to Insert mode if old text vanishes as you type new text.  Then, tap the Undo key — the Ctrl+Z key — or click the Undo button on the Tool bar to restore the erased text.

Mostly, the Overtype feature is more trouble than it is worth.  So, avoid it and insert text as usual and delete text as described later in this chapter.

Access Note:  A typical screen reader allows you to assign a hot key to most any key on the keyboard.  This novel feature lets you, in particular, change the behavior of the Ins key:  Make the Ins key a hot key that voices the current character (the character at the cursor) rather than a key that switches between Insert mode and Overtype mode.  Then, you have a convenient hot key to read the current character, and accidental text erasure can't happen!  (You can still use Overtype operation when necessary; just have the screen reader pass the Ins key to the Word program.)

Delete Text
Often, a writer writes creatively when ideas flow freely onto the computer display.  So, type with abandonment; type continuously for a few minutes.  Then, there are, more often than not, typos and other horrors found — extra words and misplaced words.  Word lets you erase typos and unwanted words with the keyboard and with the mouse.

Erase Typos

The most common error is a typo — a mistyped character.  You can erase a typo immediately when you make it or later when you browse.  Immediately tap the BS key when you make a typo; the text cursor moves left, and the typo is erased.  Move the text cursor onto a typo; tap either Del key, and the typo is erased.  In either case, the text flows back together as if the typo were never there.

Word has 2 keys that let you erase a single character at a time.  The BS key deletes the character to the left of the text cursor, and either Del key erases the character at the text cursor.  The BS key or either Del key, when pressed continuously, deletes multiple characters.  So, just tap these keys; don't press them too long.  You can tap the Undo key — the Ctrl+Z key — or click the Undo button on the Tool bar to restore erased text if necessary.

A document contains text typed on the Main keyboard and hard line and hard page breaks created with the Enter key.  A document also contains format Commands that are hidden and are skipped over as you navigate through the document text.  A tap of the BS key may land on a format command.  Then, Word beeps and leaves the format command intact.  This refusal to delete is a format safeguard.  You can tap the Left key and then the Del key to delete the hidden item, but this is usually unwise!  You can tap the Undo key — the Ctrl+Z key — or click the Undo button on the Tool bar to restore a deleted format command.

Erase Words

The next most common error is a word typo — a mistyped word or a misplaced word.  You can erase a single complete word with a single key tap.  Use the Ctrl+Arrow keys to move onto a word.  Then, a tap of the Ctrl+BS key erases the word to the left of that word, and a tap of the Ctrl+Del key erases that word itself.  The word disappears, and the text flows together as if the deleted word were never typed.  Afterwards, the cursor moves to the next word, when there is a next word, or to the end of the line.

The 2 key combinations Ctrl+BS and Ctrl+Del let you replace any word with another.  Delete the unwanted word, and then type its replacement.  Retype any required punctuation marks and/or Space characters; otherwise, the replacement word jams up against the next word.

Erase Parts of Words

The BS and either Del key let you delete a single character left of and at the text cursor.  The Ctrl+BS and either Ctrl+Del key combination let you delete a single word left of and at the text cursor.  They also let you delete the word fragment left and right of the text cursor when the text cursor is located within the current word.  (This is fun but mostly useless.)

1. Place the text cursor within a word — with a character left and right of it.

2. Tap the Ctrl+BS key combination to erase the left part of the word.

3. Or, tap a Ctrl+Del key combination to erase the right part of the word.

Remark:  These 2 less than useful situations are described here so you know what happens when the text cursor isn't placed on the initial character of a word before you tap the Ctrl+BS or either Ctrl+Del key combination.  You can tap the Undo key — the Ctrl+Z key — or click the Undo button on the Tool bar to restore a deleted word fragment.

Erase Text Units

A writer thinks in terms of words and sentences and then in terms of paragraphs even though individual characters and lines are in fact typed.  I rewrote the topic sentence of this paragraph a few times till I liked it.  I could have deleted the rejected sentences word by word, but this is tedious and goes against the way I write — in grammatical units — well, I at least try.

You are taught in school that a word is a noun, verb and so forth.  But, the Word program uses a far simpler notion of a word.  A word is any connected text, short or long, followed by a text break.  You type a piece of text with the keys located on the Main keyboard, and you type a text break with the SpaceBar, Tab, Enter, or Ctrl+Enter key.

You are taught in school that a sentence has a subject like "The dog" and a predicate like "scratches fleas".  But, the Word program uses a far simpler notion of a sentence.  A sentence is a single word or multiple words with the first word capitalized and the last word followed by a suitable punctuation mark.

You are taught in school that a paragraph has a topic sentence followed by other sentences.  But, the Word program uses a far simpler notion of a paragraph.  A paragraph is a single line of text or multiple lines of text followed by a paragraph break.  A tap of the Ctrl+Enter key, and only a tap of this key, makes a paragraph break.  Even a single word or a single short line is considered to be a paragraph when followed by a tap of the Enter key.

Word allows a writer like me, who doesn't get it right on the first try, to discard a failed attempt at a word, sentence or paragraph with a few key taps or mouse clicks.  Here are the details.

The F8 Key Approach
It takes 3 simple steps with the F8 key to erase an entire word, sentence or paragraph:

1. Position the text cursor within the word, sentence or paragraph.

Rely on the navigation keys or any other navigation technique.

2. Tap the F8 key 2, 3 or 4 times.

This selects the entire word, sentence or paragraph.

3. Tap the Del key

The entire word, sentence or paragraph is erased.

The F8 key is called the Extend Selection key because it extends the selection of text to bigger and bigger text units.  You tap the F8 key 1 time to drop anchor at the text cursor; the EXT indicator on the Status bar becomes highlighted.  Then, you tap the F8 key 1, 2, 3, or 4 more times to select the current word, sentence, paragraph, or the entire document.  Any selected text becomes highlighted.  Tap the Esc key and tap any Navigation key to cancel the extended selection if you tapped the F8 key too many times or just change your mind.

The Click Approach
It takes 3 simple steps with the mouse to erase a word, sentence or paragraph:

1. Position the mouse pointer within the word, sentence or paragraph.

2. Double click, Ctrl+Click, or triple click the mouse.

This selects the entire word, sentence or paragraph.

3. Tap the Del key

The entire word, sentence or paragraph is erased.

A single click merely routes the text cursor to the mouse pointer location.  Any selected text becomes highlighted.  Tap the Esc key to cancel the selection if you selected too much text or just change your mind.

Undo Or Redo An Edit Operation

An accidental key tap or a mouse click can cause havoc.  But, don't worry about edit mistakes, for Word lets you fix them.  Example:  Delete text; Word can bring it back.  Move text; Word can put it back in place.  Remember, however, that there are certain actions that Word can't remedy.  Example:  Turn off the computer before you save the last bit of work; Word can't rewrite it for you.  (This is a good reason to enable AutoSave which is discussed in the Word Configuration chapter.)

You can undo the most recent edit command that you used:  keyboard — tap the Undo key, the Ctrl+Z key; mouse — click the Undo button on the Tool bar; menu — pick the Undo item in the Edit menu.  This command lets you restore deleted text, remove inserted text, rearrange moved text, and lots more.

You may undo some edit command and then realize that you didn't really want to undo that command.  Don't despair!  You can redo the last edit command that you used:  keyboard — tap the Redo key, the Ctrl+Y key; mouse — click the Redo button on the Tool bar; pick the Redo item in the Edit menu.  Word redoes the last edit command for you.

You can invoke the Undo command or the Redo command multiple times.  Word undoes or redoes commands in the order that you did them.  These 2 commands work in most situations; so try them when you get in trouble.

There is a downward arrow next to the Undo button and next to the Redo button on the Tool bar.  The mouse user can click either arrow to display a list of the most recent actions and then select any of them to be reprocessed.

Access Note:  A screen reader user is advised to rely on the commands in the Edit menu.  They tell you more about the task to be performed.  Also, they tell you when the task can't be performed.

Chapter Summary
Word lets you perform 2 tasks impossible to accomplish on a typewriter or braillewriter.  You can insert more text anywhere on a page or erase any text off a page, and the page stays in proper format.  Type text, then it is inserted at the text cursor.  This is exactly what you want to happen when you need to insert missing text — like a left out letter in a word or a left out word in a sentence.  Erase any text, then the rest of the text flows together.  This is exactly what you want to happen when you need to delete unwanted text — like extra spaces or redundant words.

This chapter tells you the basic ways to insert text and to delete text.  These 2 feats of Word wizardry make a word processor worthwhile.

CHAPTER 12:  DOCUMENT MANAGEMENT
A writer's lot in life is about the same with a word processor as with a typewriter or braillewriter.  A writer handles a document more or less the same way.  A writer saves, duplicates, protects, and prints a document.  This chapter describes the most common document tasks.

Save That Document
You save a document so your work is put safely away.  Typically, you store a document on the computer's disk.  Proceed this way.  Launch the Word program, then you are presented with a blank document.  Begin to write.  You must eventually name and save this new document.

Power off your computer, then the current copy of the document in temporary memory is discarded, but the copy on the computer's disk is kept.  Any changes made to the document in temporary memory, after the last time you saved the document onto disk, are lost when your computer is shut off — so save the document before you power off your computer.

Pop up the Save As dialog box.  There are 3 ways to accomplish this:  keyboard — tap the Ctrl+S key; mouse — click the Save button on the Tool bar; menu — pick the Save item in the File menu.

A dialog box pops up when you save a new document.  A text box shows a dummy document.  This dummy document is highlighted ready to be replaced with the name of your document.  The text cursor is automatically placed in this text box.  Type a name for the document.  Then, tap the Enter key or click the Save button.  The document is named and saved; the document type is defaulted to Word; the document is placed in the My Documents folder; and you are return to the Word Window.

Often, the right phrase, the clever sentence, or the lucid paragraph takes a lot of time and effort to write.  So, protect it; take a moment to save it.  Save a document after every major or important change.  No dialog box pops up with the next save, for Word already has the needed information.  Word immediately saves the current document and lets you continue to work.

Occasionally, you may wish to keep both the document already saved and the document about to be saved.  That is, you may wish to keep an older and a newer version of the same document.  Proceed this way:

1. Write for a while.

2. Save the document in progress.

3. Continue to work.

4. Pop up the Save as dialog box.

Keyboard — tap the F12 key; menu — pick the Save As item in the File menu.

5. Type a different name for the document and save.

Now, you have 2 versions of the same document.

Close That Document
Work hard; work long.  Eventually, it is time to finish up.  You can close a document and work on another, or you can close a document and exit Word.  A document is closed when it is removed from the Word window and from temporary memory.

Close and Work

There are 2 ways to close the document and stay in Word:  keyboard — tap the Ctrl+F4 key; menu — pick the Close item in the File menu.

Word pops up the Save As dialog box if you recently updated the document.  Activate the Yes button to save the updated document; activate the No button to discard the updated document; or activate the Cancel button to return to the document.

You are left at a blank Word window.  There is no dummy document name in the title bar of this window.  You are unable to write.  You must ask Word for a new blank document.

There are 3 ways to open a new document and stay in Word:  keyboard — tap the Ctrl+N key; mouse — click the New button on the Tool bar; menu — pick the New item from the File menu.

Close and Exit

There are 3 ways to close the document and exit Word:  keyboard — tap the Exit key, the Alt+F4 key; mouse — click the Close button on the Title bar of the Word window; menu — pick the Exit item from the File menu.

Word pops up the Save As dialog box if you recently updated the document.  Activate the Yes button to save the updated document; activate the No button to discard the updated document; or activate the Cancel button to return to the document.

Retrieve That Document
You retrieve a document so you can read or work with it.  You must retrieve a copy of the document off the computer's disk and place it back in temporary memory.  Proceed this way.  Launch the Word program, then you are presented with a blank document.

Pop up the Open dialog box.  There are 3 ways to accomplish this:  keyboard — tap the Ctrl+O key; mouse — click the Open button on the Tool bar; menu — pick the Open item in the File menu.

A dialog box pops up when you retrieve a document.  There is an empty text box.  The text cursor is automatically placed in this text box.  Type the document's name.  Then, tap the Enter key or click the Open button.  The document is retrieved, and you are return to the Word Window.

This process works only if you remember the exact name of the document.  You can pick the document out of a list instead:

1. Pop up the Open dialog box.

2. Move to the list view:  keyboard — tap the Shift+Tab key; mouse — click there.

3. Highlight the document:  keyboard — use navigation keys; mouse click the document.

4. Tap the Enter key or click the Open button.

The document is retrieved.

Back Up That Document
You should often manually save your work as you write; that is, frequently save the document in progress onto disk.  Often, in the passion of the creative process, it is possible to forget to perform this vital chore.  It is a good idea, therefore, to let Word automatically back up the document in progress.  There are 2 ways Word can backup the active document:  make a copy of the previously-saved version every time you save the active document to disk; make a new copy of the active document at regular intervals as you work.  You are advised to let Word perform both kinds of backups for you, for they protect you against different disasters.  The former backup process lets you retrieve the entire prior version of a document when the active version is mangled; the latter backup process lets you recover most of the new text when the active document is mangled.  Moreover, you should let Word perform these 2 backup tasks in the background; that is, behind the scenes while you continue to write.  You invoke these 2 backup options and allow background saves with 3 check boxes located on the Save tab page located in the Options dialog box found in the Tools menu:

1. Launch the Word Program.
2. Pop up the Tools menu.

3. Pick the Options item.

4. Activate the Save tab page.

5. Make sure the Always Create Backup Copy check box is checked.

This option tells Word to keep the previously-saved copy of a document when you perform a save; that is, when you replace the prior copy on disk with the active copy.  This backup copy has the same file name as the document but has the suffix .wbk.  This suffix tells you that this document is a backup copy.  Activate this backup option only if you have lots of available disk space, for you are essentially doubling the number of documents saved on the computer's disk.

6. Make sure the Save AutoRecovery Info Every check box is checked.

This option tells Word to backup the active document at regular intervals.  You must type a time interval in the associated text box.

This backup copy is opened by Word 2002 and Word 2003 after a computer crash the next time you Launch the Word Program.  This backup copy contains the work in progress when the computer crashed.  You should compare its content with the prior backup copy saved by Word and probably update that prior copy with the recovered material.

7. Make sure the Allow Background Saves check box is checked.

This option lets you continue to work while Word performs a backup.  An animated disk icon is displayed on the Status bar while Word performs a document backup.

You are advised to frequently save a document as you write to forestall the possible loss of text.  This advice assumes that the computer's disk is a perfectly secure place for that document.  It is unless it is stolen by the neighborhood burglar or it is attacked by a computer virus.  So, what to do?  You can rely on an external backup disk drive instead of the computer's disk.  You should back up important or irreplaceable documents onto a disk that you can remove and put in a safe place.

Secure That Document
Most documents you write you want other folks to read — that is usually the reason you write them.  However, you may want to keep the content of a particular document private — it may contain sensitive business data, personal information, or grandma's secret apple pie recipe.  You can make a confidential document totally private via a password.  Follow these steps to assign a password to a document:

1. Launch Word 2002 or Word 2003.

This process doesn't apply to Word 97 or Word 2000.

2. Retrieve the document.

3. Pop up the Tools menu

4. Pick the Options item.

5. Activate its Security tab page.

6. Type an optional password in the desired password text box when you need secrecy and then activate the OK button.  Retype the password to confirm its correctness and then activate the OK button again.

Now, the document has a password.

7. You must save the document for the password to go into effect.

The password is requested the next time someone attempts to open this document.  The password must be entered just as it was typed originally — with the exact same capitalization and spaces.  People without the password are denied access to this document — including you!

You can remove a password from a secured document.  Follow these steps to accomplish this:

1. Launch Word 2002 or Word 2003.

This process doesn't apply to Word 97 or Word 2000.

2. Retrieve the document.

3. Pop up the Tools menu

4. Pick the Options item.

5. Activate its Security tab page.

6. Highlight the stars in the password box; tap the Del key to erase the invisible password; and activate the OK button.

Now, the document has no password.

7. You must save the document for the password to go away.

Protect That Document
You may wish to distribute a document to friends or colleagues; you may want them to read the document and add comments; and you may wish to keep the original document intact.  Word lets you protect a document from harm:

1. Launch Word and retrieve the document.

2. Pop up the Tools menu

3. Pick the Protect item.

A small dialog box pops up.

4. Highlight either the Comments radio button or the track Changes radio button.  The former allows readers to add comments to the document; the latter allows readers to add comments and make other revisions as well.  Word tracks all alterations in either case so you can review them.  The original document is left intact.

5. Type an optional password in the password text box, when you don't want a reader to unprotect a document, and then activate the OK button.  Retype the password to confirm its correctness and then activate the OK button again.

Now, the document has a password.

8. You must save the document for the password to go into effect.

The password is requested only when you wish to unprotect the document.  The password must be entered just as it was typed originally — with the exact same capitalization and spaces.  You can't unprotect the document without the password!  This means you can't edit text.

You can remove a password from a protected document.  Follow these steps to accomplish this:

1. Launch Word and retrieve the document.

2. Pop up the Tools menu

3. Pick the Unprotect item.

A small dialog box pops up.

4. Enter the password and activate the OK button.

5. You must save the document so the password is removed and the document is no longer protected.

Check Out That Document
A document just like a person has personal information.  It has a Windows name and a DOS name; it lives somewhere on disk; and it was created and printed on certain dates.  This data, and lots more information about a document, is logged by Word.

Pick the Property item in the File menu.  A dialog box with 5 tab pages pops up.

General Tab

A document's name, type, location, and size are listed.  Its birth date and other notable dates are also listed.

The document type is of importance on occasion.  The document type tells you the word processor used to create that document and the file type possessed by the document.  This data is necessary when you want to save the document in its original form — perhaps to be read by another user with a different word processor.
Summary Tab

All the individuals involved with a document are listed.  Most importantly, the template on which the document is based is mentioned here.

Statistics Tab

More dates and text unit counts are listed.  Check here to find out how big a document is.  (Or, activate the Word Count item in the Tool menu.)

Contents and Custom Tabs

These 2 tab pages can be ignored with no fear or regret.

Convert That Document
Documents aren't created all the same.  Some are mere text files with no special format.  Others are written for the World Wide Web in a language called HTML — HyperText Markup Language.  Still others are written in different word processors with their own proprietary internal formats.  Word must convert a foreign document into a Word document to open that document.  You can save a Word document as a foreign document when you wish to share that Word document with others with different word processors.

IMPORT THAT DOCUMENT

Follow these steps to convert a foreign document into a Word document:

1. Pop up the Open dialog box.

2. Highlight the Files of Type combo box and pick a document type.

3. Open the folder that contains the foreign document.

Use the Look In combo box to activate this folder.

4. Highlight the file name for the document in the list view or type its file name into the File Name text box.

5. Activate the Open button.

Word retrieves the foreign document, converts that document into a Word document and displays the new Word document.  You should save this converted document onto disk as a Word document.

6. Pop up the Save As dialog box.

7. Highlight the Word Document item in the Save AS Type combo box and pick My Documents in the Save In combo box.  You can use the same document name if you like.

8. Activate the Save button.

Word adds the doc suffix to the file name so it can tell that this saved document is a Word document.

export that document

Follow these steps to convert a Word document into a foreign document:

1. Open the Word document.

2. Pop up the Save As dialog box.

3. Highlight the Save As Type combo box and pick a document type.

You can, for example, pick the MS DOS Text type to save the Word document as a text document.

4. Activate the Save button.

Word converts the document into the specified format, saves the foreign document and adds the proper suffix to the file name.

Print That Document
A milestone is reached when a writer is ready to print that document that took so much work to create.  It's a snap to print a document when default page settings are used.  You can print a document in 3 quick steps:

1. Launch Word and then retrieve the document.

2. Put paper into the printer; turn the printer on; and Make sure the printer is ready to print.

3. Print the document:  keyboard — Tap the Print key, the Ctrl+P key and then tap the Enter key; mouse — click the Print button on the Tool bar; menu — pick the Print item in the File menu and then activate the OK button.

Always save a document, if you have changed it, before you try to print it!  This avoids loss of last minute work if something goes wrong.  Something usually goes wrong, so says Murphy's law, especially when you are ready to print the last draft of a masterpiece.

The entire document is printed.  You can continue to work while the document prints when the Background Printing check box is checked, and the document prints in the proper order when the Reverse Print Order check box is set appropriately.  (The steps to confirm these settings are presented in the Word configuration chapter.)

Word may take a while to prepare the document.  You get an error message if something is wrong.  So, keep your cool and wait.  Word will eventually fire up your printer.

Pick the Print command multiple times, then multiple documents are sent to the printer.  Read STOP THAT Print Job later in this chapter when this happens to learn how to cancel the current or backed-up print job.

Stop That Print Job
WINDOWS is master of its kingdom.  It controls all the hardware and has final say over its operation.  In particular, WINDOWS handles all print jobs that Word is asked to perform.  Consequently, you must beg WINDOWS to stop an unwanted or accidental print job.

Follow these Windows steps to cancel a print job in progress:

1. Pop up the Start menu.

2. Activate the Control Panel.

3. Pick the Printers or the Printers and Faxes option.

A dialog box pops up with a menu bar and a mini list box.  The list box usually contains 2 items:  Add a New Printer and Your Printer's Name.  Use the Arrow keys Left and Right to select Your Printer.

4. Activate Your Printer with a tap of the Enter key.

Up pops another dialog box with a menu bar.

5. Pop up the Printer menu.

6. Pick the Purge Jobs item.

All print jobs are canceled.  The printer stops after a couple of pages.

7. Pop up the Printer menu again and pick the Close item.

You are returned to the previous dialog box.

8. Pop up the File menu and pick the Close item.

This dialog box closes, and you are returned to the Desktop.

Chapter Summary
This chapter discusses the most important Word tasks:  save your work, quit work, retrieve your work, back up your work, secure your work from snoops, protect your work from harm, and print your documents.  Only the simplest document tasks are explained so you are neither confused nor hampered by extraneous details.  This chapter is a must read!

CHAPTER 13:  SELECT AND PLAY
So Far, You Can Type and Write Text, Navigate and Browse Text, and Insert and Delete text.  Now, it is time to learn more ways to handle text.

This chapter tells you about blocks of text and lets you play with them in a few useful and simple ways.

Work With Blocks

Often, a writer types a great phrase, a perfect title, or a poignant paragraph, but it has a problem:  miscapitalized, misspelled, misplaced, or perhaps poorly formatted.  A writer would like to point at the problem text and tell Word to make the proper correction.  Well, a writer can do just that:  select that text, and then work with that text.

A piece of consecutive text is called a Block of Text.  It may contain just a few characters, words, lines, or a few paragraphs, or it may contain a complete page or the entire document.  A block can include as much text as you like!

It would be nice if you could just:

1. Put a finger tip on the computer display

2. Trace it over specific text so that text stands out

3. Perform some action on the highlighted text

4. Then continue to write.

You can trace out (select) and highlight (change the color) of text with the keyboard or the mouse.  The text cursor or the mouse pointer serves as the fingertip in the selection process.

Select With The Shift Key

The navigation keys let you browse through text.  They move the text cursor through the text as you read.  You can consider the text cursor a fingertip that traces over the text.  The navigation keys don't, however, select the text.  But, you can make them select the text they pass over with a press of the Shift key.

Use this method when you wish to select text as you browse.  This method works well when you need to select small to medium blocks of text.

1. Navigate to the place where you want to begin.

2. Hold either Shift key down.

This starts the selection process.

3. Navigate through the text.

All the text passed over is selected and highlighted.

4. Release the Shift key.

The selection process stops.

5. Invoke the action to be applied to the selected and highlighted text.

Examples:  You can tap either Del key to erase all the selected text, or you can immediately begin to type new text that replaces all the selected text.

6. Or, tap any Navigation key to deselect the just selected text.

A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.

Text selection acts as a toggle in the sense:  Pass over some text to select it; pass back over it in the opposite direction to deselect it.

Select Characters

Use the arrow keys Left and right to select consecutive characters.

1. Navigate to the character where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Hold either Shift key down.

This starts the selection process.

3. Navigate through the characters with the Arrow keys.

All the characters passed over are selected and highlighted.

4. Release the Shift key.

The selection process stops.

5. Invoke the action to be applied to the selected and highlighted characters.

You can tap either Del key to erase all the selected characters, or you can immediately begin to type new characters that replace them.  This is a convenient way to delete or replace part of a word.

6. Or, deselect the just selected characters.

A tap of the Left/Right key deselects the characters and places the keyboard focus at the start/end of the deselected characters.

Select Words

Use the Ctrl+Arrow keys Left and right to select consecutive words.

1. Navigate to the word where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Hold either Shift key down.

This starts the selection process.

3. Navigate through the words with the Ctrl+Arrow keys.

All the words passed over are selected and highlighted.

4. Release the Shift key.

The selection process stops.

5. Invoke the action to be applied to the selected and highlighted words.

You can tap either Del key to erase all the selected words, or you can immediately begin to type new words that replace them.  This is a convenient way to delete or replace part of a line or sentence.

6. Or, deselect the just selected words.

A tap of the Left/Right key deselects the words and places the keyboard focus at the start/end of the deselected words.

Select Lines

Use the arrow keys Up and Down to select consecutive lines.

1. Navigate to the line where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Navigate to the far left of the line.

Tap the Home key.

3. Hold either Shift key down.

This starts the selection process.

4. Navigate through the lines with the Arrow keys.

All the lines passed over are selected and highlighted.

5. Release the Shift key.

The selection process stops.

6. Invoke the action to be applied to the selected and highlighted lines.

You can tap either Del key to erase all the selected lines, or you can immediately begin to type new text that replace them.  This is a convenient way to delete or replace part of a paragraph.

7. Or, deselect the just selected lines.

A tap of the Left/Right key deselects the lines and places the keyboard focus at the start/end of the deselected lines.

You tap the Home key to insure that an entire line is selected.  Otherwise, only part of a line is selected.

Select Paragraphs

Use the Ctrl+Arrow keys Up and Down to select consecutive paragraphs.

1. Navigate to the paragraph where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Navigate to the top line of the paragraph.

Tap the Ctrl+Up key.

3. Hold either Shift key down.

This starts the selection process.

4. Navigate through the paragraphs with the Ctrl+Arrow keys.

All the paragraphs passed over are selected and highlighted.

5. Release the Shift key.

The selection process stops.

6. Invoke the action to be applied to the selected and highlighted paragraphs.

You can tap either Del key to erase all the selected paragraphs, or you can immediately begin to type new text that replaces them.  This is a convenient way to delete or replace part of a page.

7. Or, deselect the just selected paragraphs.

A tap of the Left/Right key deselects the paragraphs and places the keyboard focus at the start/end of the deselected paragraphs.

You tap the Ctrl+Up key to insure that an entire paragraph is selected.  Otherwise, only part of a paragraph is selected.

Select Odd Text

Now, you can select words, lines, and paragraphs.  You can also select combinations of these text units and pieces of them.  Example:  Hold a Shift key and a Ctrl key and tap an Arrow key 3 times; release the Ctrl key; tap the same Arrow key 4 more times; and release the Shift key.  You selected a block with 3 words and 4 characters.

You can employ either Shift key with any of the Navigation keys listed in Chapter 8 to select unusual text.  Examples:  Tap the Shift+Home key to select all the text on a line before the text cursor; tap the Shift+End key to select all the text on a line after the text cursor.  Experiment with them.  Occasionally, you may delete important text by mistake.  Don't fear.  Immediately tap the Undo key — the Ctrl+Z key or click the Undo button on the Tool bar.

Access Note:  A typical screen reader has a hot key to read highlighted text.  It is prudent to read the highlighted text to be sure you selected the correct text before you proceed.

Select and Deselect Text Hints

You may select text and then change your mind.  You can deselect text with a mere tap of a Navigation key or a mouse click.  A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.  A click of the mouse outside the selected text deselects the text and routes the text cursor to the mouse pointer.

You can delete selected text with a tap of either Del key or with a tap of the BS key.  Also, any typed text deletes and replaces the selected text.  This may cause problems for a poor typist or for a user with motor limitations.  The steps to disable this typo nightmare are presented in The Word Configuration chapter.

Select With The Extend Key

You can hold the Shift key and navigate around to select text.  This is convenient for small chunks of text on a page.  But, often it is difficult to hold the Shift key and repeatedly tap Ctrl+Navigation keys to trace out big chunks of text, especially over multiple pages.  Also, with this method, it is awkward to quickly select odd chunks of text.

You can, instead, tell Word to drop anchor in a document and turn select mode on.  Then, you can select a precise text unit at the anchor point or browse and concurrently select text with taps of the normal Navigation keys and also with taps of text keys.

Select Text Units

Use this method when you wish to quickly select a single word, sentence or paragraph.

1. Position the text cursor within the word, sentence or paragraph.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key, or double click the EXT indicator on the Status bar.

This drops anchor within the word, sentence or paragraph; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Tap the F8 key 1, 2, 3, or 4 times.

This selects the current word, sentence, paragraph, or the entire document.

4. Invoke the action to be applied to the selected and highlighted word, sentence, paragraph, or document.

Then, you immediately exit the Extend Select mode.

5. Or, tap the Esc key and tap any Navigation key, or double click the EXT indicator on the Status bar, to deselect the just selected text.

This pulls up anchor; turns Extend Select off; and returns the EXT indicator on the Status bar to normal.

A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.

Access Note:  A typical screen reader has a hot key to read highlighted text.  It is prudent to read the highlighted text to be sure you selected the correct text before you proceed.  Also, a screen reader may fail to read text as Navigation and Text keys are tapped; then, definitely rely on the highlight hot key.

Select Phrases and Sentences

Often, it would be useful to drop anchor and immediately select just a phrase or a complete sentence.  A tap of the appropriate text key can accomplish this for you.

Use this method when you wish to roam around a lot — across multiple screens of text — or when you need to select part of a sentence or multiple sentences.

1. Navigate to the place where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key, or double click the EXT indicator on the Status bar.

This drops anchor; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Select text.

Tap any punctuation mark; the text up to the next occurrence of that punctuation mark is selected and highlighted.

4. Invoke the action to be applied to the selected and highlighted text.

Then, you immediately exit the Extend Select mode.

5. Or, tap the Esc key and tap any Navigation key, or double click the EXT indicator on the Status bar, to deselect the just selected text.

This pulls up anchor; turns Extend Select off; and returns the EXT indicator on the Status bar to normal.

A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.

Access Note:  A typical screen reader has a hot key to read highlighted text.  It is prudent to read the highlighted text to be sure you selected the correct text before you proceed.  Also, a screen reader may fail to read text as Navigation and Text keys are tapped; then, definitely rely on the highlight hot key.

It is easy with the F8 key to select successive sentences:  drop anchor at the start of the first sentence; tap the punctuation mark that ends this sentence; tap the punctuation mark that ends the second sentence; and so forth.

Select With The Find Key

So far, you drop anchor and then navigate to where the selected text stops.  This means that you must manually find the text at the end of the selection.  But, you can let Word scurry through the document and find this text for you.

This is an advanced topic because you must employ the Find dialog box.  But, this method is ideal when you need to select text far from the anchor.

1. Navigate to the place where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key.

This drops anchor; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Tap the Find key — the Ctrl+F key — to pop up the Find box.

4. Type text in the Find box and commence the search.

The selection stops just after this text.

5. Now, proceed as usual.

Select With The Mouse

Selection of text is quite simple with the mouse.  Here is the story in brief.

Access note:  Use a screen reader's mouse hot keys to position the mouse pointer.

The Mouse Pointer within Text

Move the mouse pointer onto text.  Now, it is an arrow that points northwest; that is, upward toward the left.

A double click selects the word that currently contains the mouse pointer.  A triple click selects the paragraph that currently contains the mouse pointer.  A control + click selects the sentence that currently contains the mouse pointer.

Position the mouse pointer and then single click.  Reposition the mouse pointer and then Shift+Click.  All the text between the 2 mouse clicks is selected.  Or, position the mouse pointer and then hold down the left mouse button.  Drag the mouse pointer through the text.  Release the mouse button.  All the text dragged over is selected.

A single click, or a tap of a Navigation key, deselects the just selected text.

The Mouse Pointer within the Left Border

Move the mouse pointer into the left border.  Now, it is an arrow that points northeast; that is, upward toward the right.

A single click selects the line beside the mouse pointer.  A double click selects the paragraph beside the mouse pointer.  A control + click selects the entire document.  A drag along the left border selects multiple lines.

A single click, or a tap of a Navigation key, deselects the just selected text.

Select The Entire Document

There are occasions when you need to select the whole document.  You can rely on a standard selection method, but this is very tedious when the document is lengthy.  There are a few better ways to accomplish this task:  keyboard — tap the Ctrl+A key, tap the Ctrl+NumPad 5 key, tap the F8 key 5 times; mouse — Ctrl+Click in the left border, triple click in the left border; menu — pick the Select All item in the Edit menu.

Play With Blocks

There are many ways to play with blocks of text.  A couple is presented here so you can play a bit with blocks — chunks of selected text.

Count Text Units

You may write a paragraph, page or long document and wonder how many words and lines you wrote.  Or, you are told to write exactly 1,550 words for a contest.  You could carefully count text units as you write and loose count when the phone rings, or you could select the text in question and let Word count them for you.

1. Type 2 paragraphs.

2. Pop up the Tools menu and pick the Word Count item.

This pops up a dialog box with document statistics.  The number of pages, words, characters excluding spaces, characters including spaces, paragraphs, and lines are listed.

There is a single check box; check it if you wish the text in footnotes and in endnotes to be included in the text counts.

Read the data, and then activate the Close button or the Cancel button to dismiss this box.

The statistics apply to the entire document unless you select a block of text.  Then, they apply only to the selected text.  Experiment:  Select the top paragraph, and count its text units; select the bottom paragraph and count its text units.

Access Note:  A screen reader may fail to announce certain text counts.  Refresh the screen to solve the problem and reread the window.

Count Words or Phrases

You may worry that you use a particular word or phrase too often in a document.  So, it would help if Word could count a particular word or phrase for you.  Well, it does this indirectly while it does a Replace command.  Word counts the number of replacements that are made.

1. Pop up the Replace dialog box.

Keyboard — tap the Ctrl+H key; menu — pick the Replace item from the Edit menu.

2. Type the very same word or phrase in the Find What and Replace With text boxes.

3. Activate the Replace All button.

A message box pops up with the number of replacements that Word made.  This is the number of times that particular word or phrase occurs in the document.

4. Tap the Esc key twice to exit the Message box and the Replace box.

5.  Undo the Replace command if you messed up.

Keyboard — tap the Ctrl+Z key; menu — pick the Undo item from the Edit menu.

The Change Case Key

Here is a historical tidbit about letter case just in case.  A printer of yesteryear lined up square metal tiles with raised letters in a tray to print a page of text.  There were 2 types of letters on the tiles:  larger letters, called capital letters, and smaller letters.  A type setter kept all the letters in a handy case:  the capital letters were stored in the upper part of the case and all the small letters were stored in the lower part of the case.

A writer is required to type words with letters in both cases.  Examples:  Sentences and proper names are typed with initial letters capitalized.  Most other words in sentences are typed entirely with lower-case letters.  Most words in titles are typed entirely with upper-case letters.

Either Shift key lets you type initial capital letters, and the CapsLock key lets you type all capital letters.  Most of the time, you type letters in lower case.

Often, a tired writer types a word, phrase, title, or paragraph in the wrong case.  There is no need to retype it.!  Just alter its case.

Word lets you change the case (capitalization) of text with the Case key, The Shift+F3 key, or with the Case item in the Format menu

Access Note:  Unfortunately, the Case key is difficult to use with a screen reader.  However, the Case item in the Format menu is quite friendly.

The Case Of The Typed Word

You can quickly change the case of a single word:

1. Place the text cursor within a word.

2.  Tap the Case key the right number of times, or pick the Case item in the Format menu and activate the proper radio button.

Use the Case key with care.  Tap it and confirm the capitalization.  Repeated taps of the Case key cycles through lower case, initial capital and upper case.  Use the Case item for precision; that is, just pick the proper radio button to achieve the desired case.  Use of the Case item in the Format menu is recommended instead of the Case key.

The Case Of The Typed Text

You can change the case of a chunk of text:

1. Select a chunk of text — phrase, sentence or paragraph.

2.  Tap the Case key the right number of times, or pick the Case item in the Format menu and activate the proper radio button.

3. Deselect the text.

Use the Case key with care.  Tap it and confirm the capitalization.  Repeated taps of the Case key cycles through lower case, initial capital and upper case.  Use the Case item for precision; that is, just pick the proper radio button to achieve the desired case.  Use of the Case item in the Format menu is recommended instead of the Case key.

The radio buttons in the Case dialog box need a little clarification.  Check the Upper Case button to convert all of the selected text to all capital letters.  Check the Lower Case button to convert all of the selected text to all small letters.  Check the Sentence Case button or the Title Case button to give the selected text capitalization suitable for a sentence or a title.  Check the Toggle Case button to switch the case of the selected text; that is, capitalized letters are uncapitalized, and uncapitalized letters are capitalized.

The Switch Case Key

Often, a writer needs to quickly capitalize or uncapitalize an entire word, title or important phrase; so, Word makes this easy to accomplish:

1. Select the text to be capitalized or uncapitalized.

2. Tap the Switch Case key — the Ctrl+Shift+A key.

3. Deselect the Text.

The text is now in all upper case or in all lower case.

Chapter Summary
So Far, You Can Type and Write Text, Navigate and Browse Text, and Insert and Delete text.  This chapter lets you mark off a block of text and lets you play with it in useful ways.  You can count the number of words in a block of text; you can quickly capitalize a block of text; and you can do much more.  This chapter is a must read!  You need to know how to mark off a block of text so you can embellish its text in different ways.

CHAPTER 14:  CUT AND COPY
Often, a writer creates a great piece of text — a nifty phrase, a perfect title or a poignant paragraph — but types that piece of text in the wrong place.  This chapter presents the most useful ways for you to move and duplicate pieces of text.

A piece of consecutive text is called a block.  It may contain just a few characters, words, lines, or a few paragraphs, or it may contain a complete page or the entire document.  A block can include as much text as you like!

Cut and Paste:  You can, after you select a block, cut it out of the document and paste it elsewhere in the document.  This ability lets you rearrange sentences, paragraphs, and so forth.

Copy & Paste:  You can, after you select a block, make a duplicate of it and paste it elsewhere in the document.  This is rather convenient when you need to repeat a piece of text at various places in the document.

The Windows Clipboard
Windows sets aside a portion of temporary memory, called the Windows Clipboard, to hold a block.  This temporary storage container is totally supported by Word.  You can stick any block from a Word document onto the Windows Clipboard.  It stays stuck there till you power off your PC system or till you replace it with a different block.

Move A Block Onto The Windows Clipboard

You stick a block onto the Windows Clipboard so you can place it elsewhere in the document.  Here are the sticky details.

The Cut Item

You probably write, like most authors, a page of text paragraph by paragraph.  You may realize with dismay that the paragraphs are out of order.  You could, of course, retype the page, but this is laborious, likely to raise your blood pressure, and fortunately unnecessary.

You can cut a block in 5 steps:

1. Navigate to the text to be cut out.

2. Select all of it.

3. Cut the block.

There are 4 ways to do this:  keyboard — tap the Ctrl+X key; menu — pick the Cut item from the context menu or from the Edit menu; mouse — click the Cut button on the tool bar.

4. Navigate to the place where you want to place the block.

5. Paste the block back into the document.

There are 4 ways to do this:  keyboard — tap the Ctrl+V key; menu — pick the Paste item from the context menu or from the Edit menu; mouse — click the Paste button on the tool bar.

Sometimes, you may have to do a bit of clean up after a block swap — insert or delete a blank line.  You can insert a blank line with a tap of the Enter key.  You can remove a blank line in 2 steps:  Tap the Home key while on a blank line; then tap the BS key.

The Copy Item

Often, you may need to duplicate text in the document.  Example:  You may need to place your address at various places in the document — on the title page, on the price sheet, and so forth.  You could, of course, retype the text whenever you need it, but this is tedious, likely to cause errors, and quite unnecessary.  Here is how to duplicate (copy) a block in the document.

You can copy a block in 5 steps:

1. Navigate to the text to be copied.

2. Select all of it.

3. Copy the block.

There are 4 ways to do this:  keyboard — tap the Ctrl+C key; menu — pick the Copy item from the context menu or from the Edit menu; mouse — click the Copy button on the tool bar.

4. Navigate to the place where you want to reproduce the block.

5. Paste the block into the document.

There are 4 ways to do this:  keyboard — tap the Ctrl+V key; menu — pick the Paste item from the context menu or from the Edit menu; mouse — click the Paste button on the tool bar.

Now, the same text appears at 2 places in the document, at the original place and at the new place.

The Select All Item

You can select the entire document instead of just a piece.  This is handy when you wish to paste the entire document onto the Windows Clipboard.

There are 3 ways to do this:  keyboard — tap the Ctrl+A key; menu — pick the Select All item from the Edit menu; mouse — drag the mouse pointer through the entire text.

The Paste Item

The 2 commands Cut and Copy place a block onto the Windows Clipboard.  The other command, Paste, takes the block off the Windows Clipboard and inserts it somewhere.  There are 4 ways to take a block off the Windows Clipboard and paste it into the document:  keyboard — tap the Ctrl+V key; menu — pick the Paste item from the context menu or from the Edit menu; mouse — click the Paste button on the tool bar.

You navigate to the place in the document where you want to insert (paste) the block, and then you invoke the Paste command to put it there.  The pair of commands Cut followed by Paste moves a piece of the document; you move it from here to there.  The pair of commands Copy followed by Paste duplicates a piece of the document; you have a copy here and another copy there.  Here are the Paste steps in summary:

1. Select a block.

2. Cut it or Copy it onto the Windows Clipboard.

3. Place the text cursor elsewhere in the document.

4. Invoke the Paste command to insert the block at the text cursor.

You can paste (duplicate) the same block as many times as you want throughout the document.

The 2 menu items Cut and Copy are disabled (gray in color) when no block is selected.  That is, you must select a block before you can invoke either of them.  Also, the Paste item is disabled (gray in color) when nothing is on the Windows Clipboard.

The Undo Item

The 3 amigos (Cut, Copy and Paste) are powerful commands that let you rearrange pieces of the document.  But, they are also dangerous commands, for you can create havoc in the document with a single key tap.  The 3 commands Copy, Cut and Paste have control letters in sequence in the Front row of the Main keyboard at the left.  So, the Z key at the far left is a good choice to reverse the action of the 3 keys to its right.  Tap the Ctrl+C, Ctrl+X or Ctrl+V key by mistake, then you can immediately tap Ctrl+Z to undo (reverse) its effect.  But, perform another task beforehand, then the Undo key, more often than not, looses its magical power to reverse the effect of the misguided command.  So, be vigilant, be careful.

There are 3 ways to undo a command that went wrong:  keyboard — tap the Ctrl+Z key; menu — pick the Undo item from the Edit menu; mouse — click the Undo button on the tool bar.  This command is explained in terms of the 3 amigos, but it works in most situations; so, try it when you get into a jam.  As a typical situation:  Erase the wrong text or accidentally embellish a selected block, then you can get it back with the Undo command.

The Word Spike
You can only place a single block onto the Windows Clipboard.  So, you can't cut multiple blocks in succession and move them all with a single paste operation.  However, you may need to cut successive blocks and move them all to a particular place within the document.  This kind of cut operation is accomplished with the Word Spike.  Follow these steps to move multiple successive blocks as a group:

1. Select block 1 and tap the Ctrl+F3 key.

Block 1 is cut out of the document and placed onto the Word Spike.

2. Select block 2 and tap the Ctrl+F3 key.

Block 2 is cut out of the document and also placed on the Word Spike.

3. Continue to cut and place blocks onto the Word Spike.

4. Place the text cursor elsewhere in the document.

5. Insert the contents of the Word Spike with a tap of the Ctrl+Shift+F3 key.

The blocks are pasted into the document in the order they were placed onto the Word Spike.  This paste operation clears the Word Spike.

The Office Clipboard
Occasionally, the Windows Clipboard and the Word Spike aren't sufficient for a power user who wishes to juggle a bunch of blocks in various ways.  So, Microsoft created the Office Clipboard to meet these needs.

You can cut or copy up to a dozen blocks onto the Office Clipboard and paste them in to a document in any order.  The last block placed onto the Office Clipboard is also placed onto the Windows Clipboard.  The block on the Windows Clipboard is flushed away whenever the Office Clipboard is cleared of all its items.

Remark:  This clipboard works for all Microsoft Office 2000 applications — Word 2000, Excel 2000 and so forth.

Access the Office Clipboard Tool Bar

You can use the Office Clipboard only when its tool bar is displayed.  This tool bar has a bunch of command buttons and has icons for all the blocks placed on the Office Clipboard.  Follow these steps to display or remove this tool bar:

1. Launch the Word Program.
2. Pop up the View menu.

3. Pop up the Tools menu.

4. Check or uncheck the Clipboard tool bar.

You return to the active document.  This tool bar is placed at the top of the Word Window or remove.

Navigate the Office Clipboard Tool Bar

Word provides both mouse and keyboard access for tool buttons and tool menus.  Move the mouse pointer onto a tool bar button or onto the tool menu and single click.  The keyboard requires these steps:

1. Tap either Alt key.

You leap onto the menu bar.

2. Tap the Ctrl+Tab key.

You jump onto the top tool bar.

3. Tap the Ctrl+Tab key repeatedly.

You cycle through all the tool bars.

4. Tap the arrow keys, Left and Right, to move along a tool bar.

You move control by control in that direction.

5. Tap the Enter key over any button or over the tool menu.

That button or the tool menu is activated.

6. Use the Up/Dn keys to navigate through a combo box or drop-down list.  Tap the Enter key to pick the highlighted item.

7. Or, tap the Alt key or the Esc key.

You are returned to the active document.

Tour the Office Clipboard Buttons

Command buttons are located on the left side of the Office Clipboard tool bar:

Copy — Activate this button when you want to copy a selected block.

Paste All — Activate this button when you want to paste all the items saved on the Office Clipboard in to the document.

Clear All — Activate this button when you want to empty the Office Clipboard of all items saved there.

Icons — They represent the blocks placed onto the Office Clipboard.

Place Blocks onto the Office Clipboard

Rely on the Cut and Copy commands as usual.  Now, you can cut or copy up to 12 blocks before you run out of room.

Paste Office Clipboard Blocks

Every block placed onto the Office Clipboard has its own icon with a text label that is a part of the block.  Follow these steps to paste a particular block into the document:

1. Place the text cursor where you want to insert the block.

2. Jump onto the Office Clipboard tool bar; navigate to the block.

3. Tap the Enter key to paste this block into the document.

You return to the active document.

4. Repeat these 3 steps to insert more blocks on the Office Clipboard into the document.

Office Clipboard Problems

The bar that is displayed for the Office Clipboard is an impostor.  That is, this bar looks like a tool bar but lacks a few tool bar features.  This bar appears somewhere in the Word window — not necessarily at the top of the Word Window, and not necessarily at the same location.  This bar may appear spontaneously when you perform successive cut and copy operations.  You can, in this event, manually dismiss it.  Manually display it and dock it below the other tool bars when you wish to use it.  This intervention makes this bar stay fixed in place — otherwise, it can float around on the screen.  It is a good idea to redraw the screen after you activate or dismiss this bar — otherwise, your screen reader may fail to read properly.  You can ignore the Office Clipboard and perform the very same tasks with the standard cut and paste commands with the Windows Clipboard.

Chapter Summary
This chapter presents ways to rearrange document text; there is no need to retype text you wish to move around or duplicate.  You move text with the Cut command; you duplicate text with the Copy command.

CHAPTER 15:  WRITE WITH PARAGRAPHS
The paragraph is the essential block out of which every document is built.  Word considers the paragraph the real unit of text.  Words, sentences and lines are mere parts of paragraphs.  This fact, the paragraph is paramount in Word, is emphasized throughout this chapter.

This chapter tells you about paragraph layout.  You type paragraphs of different sizes, split and join paragraphs and move paragraphs around.  Then, you read about paragraph layouts and manually format paragraphs.  Finally, you check the layout of individual paragraphs.  You can ignore the paragraph options described in this chapter after you read the Write with Style chapter.
Type Paragraphs
A paragraph is any amount of text — no text, a single word, a single line or multiple lines — followed by a tap of the Enter key.  Actually, Word is more generous.  A paragraph is any text, graphic or object followed by a tap of the Enter key.  But, it is best for the beginner, to think of a paragraph as lines of text.

Paragraph Breaks
A paragraph break separates 2 paragraphs.  You tap the Enter key to cause a paragraph break.  Often, it is important to know where every paragraph break is located within a document.  You can make every paragraph break become visible and readable as a paragraph mark.  Here are the steps:

Turn Paragraph marks On and Off

You can switch all paragraph and other marks on and off with a key tap or a mouse click.

1. Pick the Show/Hide command:  keyboard — tap the Ctrl+* (Ctrl+Shift+8) key; mouse — click the Show/Hide button on the Tool bar.

All paragraph marks are displayed.  Browse and make any necessary adjustments.

2. Activate the Show/Hide command again:  keyboard — tap the Ctrl+* (Ctrl+Shift+8) key; mouse — click the Show/Hide button on the Tool bar.

All paragraph marks depart.  The appearance of the document on screen is back to normal.

Keep Paragraph Marks On

You can switch just paragraph marks on and have them stay on.

1. Pop up the Tools menu.

2. Pick the Options item.

This pops up a dialog box with 10 tab pages listed in 2 rows:  Track Changes, User Information, Compatibility, File Locations; View, General, Edit, Print, Save, Spelling & Grammar.

3. Activate the View tab page.

4. Make sure the Paragraph Marks check box is checked.  (Also, Make sure the Tab Characters check box is checked if you often use the Tab key.)

5. Activate the OK button.

Every paragraph break within a document is now displayed as a paragraph mark; it looks like a backward print p.  It is strongly recommended that paragraph marks are made visible and readable.

Access Note:  A screen reader may no longer read a paragraph properly with its paragraph hot key when the paragraph mark is displayed.  You can, in this event, hide the paragraph mark till you really need it.  (Uncheck the Paragraph Marks check box.)  Also, a screen reader won't read paragraph marks unless it is set to read nontextual characters; consult its user manual or help system on the way to announce nontextual items.

It becomes apparent, with paragraph marks on, that Word automatically places a paragraph break to the right of the text cursor in the empty work area.  Word does this so any text you type is automatically followed by a paragraph break and becomes a bona fide paragraph.

Paragraphs Of Different Sizes

A paragraph can be a blank line, a single line of text or multiple lines of text.  The paragraph marks in a document tell the story.  The details are next presented with examples.  So, launch Word and read on.

Blank Lines

A blank line is a paragraph with no text.  Visually, a paragraph mark onscreen with no text before it indicates a blank line.  That is, a paragraph mark indicates a blank line when it is jammed up against the left margin.  Example:  The initial paragraph mark indicates a blank line before you type any text.

Read the Status bar.  It tells you that the text cursor is at line 1 and column 1; this is the location of the initial paragraph mark.  Tap the Enter key, and then read the Status bar.  Now, it tells you that the text cursor is at line 2 column 1; this is the location of the second paragraph mark.  Tap the Enter key again, and then read the Status bar again.  Now, it tells you that the text cursor is at line 3 column 1; this is the location of the third paragraph mark.  Every additional tap of the Enter key makes another blank line, and the line number increases but the column number stays fixed.

Now, tap the Up key, and then read the Status bar.  It tells you that the text cursor is back at line 2 and column 1.  Tap the Enter key again, and then read the Status bar again.  Now, it tells you that the text cursor is back at line 1 and column 1.  Every tap of the Up key moves the text cursor up 1 blank line, and the line number decreases but the column number stays fixed.

Now, tap the Del key.  The top blank line is removed along with its paragraph mark; the text cursor moves onto the next paragraph mark.  Tap the Del key again.  The second blank line is removed along with its paragraph mark; the text cursor moves onto the last paragraph mark.  Tap the Del key again.  Nothing happens this time; you can't erase this paragraph mark — the initial paragraph mark.  Now, you are back where you started.

You can tap the Enter key 2 times to finish a paragraph and skip a blank line.  But, Word can spread paragraphs apart for you.

Single Lines

A single line is a paragraph with just 1 line of text.  Visually, a paragraph mark onscreen with just a single line of text before it indicates a single line.  Typically, single lines are used for document titles and outline headings.

Type the phrase Dogs Like cats, and then read the Status bar.  It indicates that the text cursor is at line 1 and column 15; this is the current location of the initial paragraph mark.  Tap the Enter key, and then read the Status bar.  Now, it indicates the text cursor is at line 2 column 1; this is the location of the second paragraph mark.  Tap the Enter key again, and then read the Status bar again.  Now, it indicates the text cursor is at line 3 column 1; this is the location of the third paragraph mark.  Now, you have a title line followed by a single blank line.

Multiple Lines

A typical paragraph contains multiple lines of text.  The last line of text exhibits the paragraph mark on the right.

Type the previous paragraph in this section, and then read the Status bar.  Now, you have a single line, a blank line and a real 2-line paragraph.

Divide And Join Paragraphs

Here are 2 useful tricks with paragraphs.  Place the text cursor somewhere within a paragraph and tap the Enter key.  The paragraph is split into 2 smaller paragraphs, and both paragraphs possess the same format.  Or, delete the paragraph mark between 2 paragraphs.  The 2 paragraphs are combined into a single paragraph, and this new paragraph is formatted just like the top paragraph.  Accidentally delete a paragraph mark, then immediately tap the Undo key — the Ctrl+Z key — or click the Undo button on the Tool bar to get the paragraphs back unharmed.

You may have to do a bit of clean up after a paragraph split or join — insert a blank line, delete excess spaces or include needed punctuation marks.  You insert a blank line with an extra tap of the Enter key.

A paragraph mark stores all the format details about its paragraph.  So, it is very important to keep a paragraph together with its paragraph mark.  Move or copy a paragraph with its paragraph mark to keep the paragraph's current format.

Move Paragraphs Around
The typical document (like this tutorial) is nothing more than a bunch of paragraphs.  Type them creatively and with abandonment.  Don't worry whether the paragraphs are in their proper places, for Word lets you move them around.

There are 2 Word keys (apparently undocumented) THAT move a paragraph up or down.  Rely on these 2 keys to shuffle paragraphs around to achieve the desired order.

Experiment.  Type 4 single-line paragraphs like this:

paragraph 1

paragraph 2

paragraph 3

paragraph 4

so you can play with the 2 secret movement keys.

Place the text cursor on paragraph 4.  Then, tap the Alt+Shift+Up key, and observe what happens.  Paragraph 4 is moved up and placed before paragraph 3.  Tap this key 2 more times.  Paragraph 4 is placed before paragraph 2 and then before paragraph 1 like this:

paragraph 4

paragraph 1

paragraph 2

paragraph 3

Now, tap the Alt+Shift+Dn key, and observe what happens.  Paragraph 4 is moved down and placed after paragraph 1 like this:

paragraph 1

paragraph 4

paragraph 2

paragraph 3

Practice with these 2 movement keys till you appreciate their usefulness.  They let you move blank lines, single-line paragraphs and multiple line paragraphs.

Paragraph Format Features
A paragraph has 3 essential aspects:  content, layout and appearance.  Its content is the text you type.  Its format is the arrangement you impose on the text.  Its appearance is the type, style and size of characters.  These 3 tasks — type a paragraph, arrange a paragraph and embellish a paragraph — are separate and independent tasks, and you can do them in any order.

Paragraph format is the topic of this chapter.  You can format a paragraph — center it, indent it and more — with a shortcut key, with a button located on the Format bar or with a control located in the Paragraph dialog box.  The shortcut key and button approaches are emphasized in this chapter because they are so quick and easy.  You just tap a shortcut key or click a button to apply a paragraph format to an entire paragraph.

However, there are paragraph formats that lack shortcut keys AND buttons; you must apply these particular paragraph formats with the paragraph dialog box.  Also, you may prefer to rely on the Paragraph dialog box to apply multiple paragraph formats to the same paragraph.  This box is useful in another way; it reveals the complete format of a paragraph.  A tour of this box is presented in detail in its own section.

Paragraph Format Techniques
A typist or a braillist concurrently types and formats paragraphs.  But, a Word user can perform these 2 tasks separately and in either order — type paragraphs then format them or specify paragraph format and then type the paragraphs.  The "type then format" approach is strongly recommended for screen reader users, for paragraph format errors are much less likely with this method.

The general step-by-step procedures to apply paragraph formats to single and multiple paragraphs are presented in this section.  Don't become alarmed if they seem too ethereal and cause you to reach for a pain killer.  Straightforward examples are also given.  Typically, a single key tap or a mouse click does the job.

Subsequent sections describe individual paragraph formats.  All of them are listed in the Paragraph dialog box, and you can apply any combination of them to particular paragraphs while in this box.

Format Typed Paragraphs

You can format a single paragraph like a title or format multiple paragraphs like a numbered list quickly and confidently.  Here are the details.

Single Typed Paragraph
A single paragraph is easily formatted or reformatted:

1. Type a paragraph.

2. Place the text cursor within that paragraph.

Keyboard — use navigation keys; mouse — click within the paragraph.

3. Apply the desired paragraph format.

Keyboard — tap the appropriate shortcut key; mouse — click the appropriate button on the Format bar.

A paragraph format affects an entire paragraph!  This is why you can place the text cursor anywhere within a paragraph, and this is why you don't need to select a paragraph to apply a paragraph format to that paragraph.  Also, type more text within a paragraph, or even type new paragraphs within a paragraph, then that extra material takes on the format of the original paragraph.

Multiple Typed Paragraphs
You can layout multiple paragraphs a single paragraph at a time, but there is a quicker and more reliable way:

1. Type the paragraphs.

2. Select all of them.

Keyboard — use the Shift key with the Ctrl+Arrow keys or use the Extend key with the Arrow keys; mouse — drag over the paragraphs or use the Click-Shift+Click method.

3. Apply the desired paragraph format.

Keyboard — tap the appropriate shortcut key; mouse — click the appropriate button on the Format bar.

4. Deselect all of them.

Keyboard — tap a navigation key; mouse — click elsewhere in the document.

You must select the paragraphs so Word knows which paragraphs to lay out in the prescribed way.  Only the selected paragraphs are affected.  You can apply as many paragraph formats as you wish to the selected paragraphs.  You deselect the paragraphs to tell Word that you are finished.

Format as You Type

Paragraphs that you type keep the paragraph formats of the previously typed paragraph.  However, you can type new paragraphs with different paragraph formats:

1. Begin a paragraph.

Position the text cursor, and then tap the Enter key if necessary.

2. Specify the desired paragraph format.

Keyboard — tap the appropriate shortcut key; mouse — click the appropriate button on the Format bar.

This paragraph format stays in effect until it is turned off.

3. Type the paragraphs to be formatted.

4. Don't forget to Tap the Enter key to finish the last paragraph.

5. Now, specify a different paragraph format for the next bunch of paragraphs.

Paragraph Format Examples
You center a title at the Top of a Document.  There are 2 ways to accomplish this.  Which way seems easiest to you?

Type Then Format

1. Place the text cursor at the very top of the document.

Keyboard — tap the Ctrl+Home key; mouse — scroll to the top of the document and click.

2. Type a title like Dogs Like Cats.

3. Tap the Enter key.

This finishes the single-line paragraph, the title.

4. Place the text cursor back within the title.

Keyboard — use navigation keys; mouse — click within the title.

5. Center the title paragraph.

Keyboard — tap the Ctrl+E key; mouse — click the Center button on the Format bar.  Only the title paragraph is centered! Subsequent paragraphs possess the normal alignment — left alignment.

The non-intuitive key Ctrl+E is used by Word to Center a paragraph because the Ctrl+C key is already used by WINDOWS to copy items.

Format Then Type

1. Place the text cursor at the very top of the document.

Keyboard — tap the Ctrl+Home key; mouse — scroll to the top of the document and click.

2. Center the paragraph — the title about to be typed.

Keyboard — tap the Ctrl+E key; mouse — click the Center button on the Format bar.  Subsequent paragraphs are also centered!

3. Type a title like Dogs Like Cats.

4. Tap the Enter key.

This finishes the single-line paragraph, the title.

5. Move back to the left margin.

Keyboard — tap the Ctrl+L key; mouse — click the Left Align button on the Format bar.  Subsequent paragraphs aren't centered.

Line Up Paragraphs
Take a sheet of paper and fold the 4 edges over to make a smaller sheet of paper.  Now, unfold the 4 edges.  You now have a sheet of paper with 4 outer borders.  The entire sheet is a page, and the 4 borders are its page margins.  The part of the page bounded by the 4 page margins is where text is placed.  Examples:  The typical typewriter page is 8.5 inches wide and 11 inches long; all 4 page margins are 1 inch wide; and the area in which you write is 6.5 inches wide and 9 inches long.  The typical braillewriter page is 11.5 inches wide and 11 inches long; all 4 page margins are .5 inch wide; and the area in which you write is 10.5 inches wide and 10 inches long.  The standard Word page is 8.5 inches wide and 11 inches long; left and right page margins are 1.25 inches wide and top and bottom page margins are 1 inch wide; and the area in which you write is 6 inches wide and 9 inches long.

Draw vertical lines parallel to the vertical page margins .5 inches apart.  They mark tab stops, and they can serve as temporary page margins.

A paragraph is aligned along a vertical margin when all its lines touch that margin.  A paragraph is jagged along a vertical margin when some of its lines don't touch that margin.  There are 8 common alignment scenarios for a paragraph — 4 along a page margin and 4 along a tab stop used as a temporary page margin.  Here is the scoop.

Left Margin

A paragraph is left Aligned when all its lines touch the left margin.  You can slide a finger down the left margin and feel every line in the paragraph.  A paragraph is right jagged when all its lines don't touch the right margin.  You can slide a finger down the right margin and feel gaps here and there.  This is the normal state of affairs for a paragraph — left aligned and right jagged.  That is, Word left aligns paragraphs until you tell Word to do otherwise.

Type a paragraph with multiple lines and admire its form.  Its left side is straight and smooth; its right side is crooked and jagged.  A paragraph's left edge is straight because Word places text on the next line always jammed up against the left margin.  The right edge is typically jagged because Word must leave space on the right when a word doesn't fit on a line.

Left align:  Keyboard — tap the Ctrl+L key; mouse — click the Left-Align button on the Format bar.

Right Margin

A paragraph is right Aligned when all its lines touch the right margin.  You can slide a finger down the right margin and feel every line in the paragraph.  This is the normal state of affairs for a few paragraphs in certain types of business letters.  Word pushes short lines over so they abut the right margin.

Right align:  Keyboard — tap the Ctrl+R key; mouse — click the Right-Align button on the Format bar.

Both Margins

A paragraph is fully Aligned when it is both left and right aligned.  You can slide a finger down either margin and feel every line in the paragraph.  This is the normal state of affairs for paragraphs in newspapers and magazines — both alignments are in effect; both margins are straight.  Word stuffs spaces and pieces of spaces between words and letters when necessary to stretch lines out so they fit uniformly and snugly between the 2 margins.  Fully aligned paragraphs look pretty in print and feel ugly in braille.  A fully aligned paragraph is said to be justified.

Word doesn't justify (fill out) the last line of a multi-line paragraph or a single-line paragraph with a short line.  These lines would, most likely, look ugly with too much space placed between words.

Fully align:  Keyboard — tap the Ctrl+J key; mouse — click the Justify button on the Format bar.

Center Between Margins

A paragraph is centered when all its lines are centered between the page margins.  You can slide a hand down each margin and feel the same amount of blank space adjacent to a line.  This is the normal state of affairs for paragraphs that serve as titles or major headings.  These paragraphs usually contain a single line.

Center:  Keyboard — tap the Ctrl+E key; mouse — click the Center button on the Format bar.

Next Tab Stop

Contemporary documents rely on left aligned paragraphs or fully aligned paragraphs.  This block style is used in most business documents — memos, letters and reports.  This is why (I guess) Word makes it so easy to type block paragraphs.

Occasionally, a writer needs to align a particular paragraph farther to the right to set it off from other paragraphs.  Word, just like a typewriter, has tab stops set at equal intervals (.5 inches) across a page.  You can indent a paragraph to any of these tab stops.  That is, you can move the left alignment to any of these positions.

You can indent a paragraph in 4 different ways.  A left indent pushes all lines 1 tab stop to the right.  A right indent stops all lines 1 tab stop to the left.  These 2 indents are used together to set off large quotations.  A hang indent keeps the top line at the left margin but pushes all other lines 1 tab stop to the right.  This indent is used for a bibliographic entry or a glossary term.  A top indent (also called a first line indent) pushes the top line 1 tab stop to the right but keeps all other lines at the left margin.  This indent is used in traditional print documents and in braille documents.  A typist taps the Tab key to indent the top line.  Typically, no blank lines separate paragraphs with top indents.

Left indent moved to next tab stop:  Keyboard — tap the Ctrl+M key; mouse — click the Increase-indent button on the Format bar.

Ctrl+M is used for a left indent because the left Margin is moved.  (Ctrl+I is used to turn italic print on and off.)

Left indent moved to prior tab stop:  Keyboard — tap the Ctrl+Shift+M key; mouse — click the Decrease-indent button on the Format bar

Right margin moved to a tab stop:  Keyboard — no shortcut key; mouse — no button on the Format bar.  You can only set this option via the Paragraph dialog box.

Hang indent moved to next tab stop:  Keyboard — tap the Ctrl+T key; mouse — no button on the Format bar.

Hang indent moved to prior tab stop:  Keyboard — tap the Ctrl+Shift+T key; mouse — no button on the Format bar.

Top Line indent:  Keyboard — no shortcut key; mouse — no button on the Format bar.  You can only set this option via the Paragraph dialog box.

You can make like a typist and tap the Tab key to indent the top line of a paragraph.

Vertical Adjustments For Paragraphs

Paragraphs are vertically stacked on a page.  Typically, more space is left between entire paragraphs than between lines within paragraphs.  This makes it easier visually to tell where paragraphs begin and end.  The last paragraph on a page may straddle a page break; that is, part of the paragraph is on the current page and the rest of the paragraph is on the next page.  You can separately adjust the space between lines and the spread between paragraphs and decide how a paragraph splits at a page break.

Line Space

A typical paragraph has multiple lines with no space between adjacent lines.  That is, the lines are single spaced.  Text typed on a typewriter or braillewriter is usually single spaced.

Occasionally, it is helpful to push the lines in a paragraph apart.  This often makes it easier for the reader to read the text.  Sometimes, books for youngsters are half spaced or double spaced.  That is, half a blank line or a whole blank line is placed between adjacent lines of text.  Usually, publishers require writers to submit manuscripts double spaced so they can write comments or corrections between adjacent lines of text.

You can space the lines within a paragraph 3 different ways with shortcut keys.  You can set additional line space options via the Paragraph dialog box.

Ctrl+1 — Set line space = 1.

Ctrl+5 — Set line space = 1.5.

Ctrl+2 — Set line Space = 2.

The key combination Ctrl+5 on the number row and the key combination Ctrl+5 on the number pad perform very different functions.  The former activates 1.5 line space, and the latter selects the entire text of a document.

Text Spread

A typist taps the Enter key twice between paragraphs on a typewriter or braillewriter to spread them apart.  You can also do this in Word, but Word can spread paragraphs apart for you automatically.  You can, in fact, tell Word to leave different amounts of spread before and after paragraphs.

You can spread paragraphs apart by a standard amount with a shortcut key.  You can spread them apart in other ways via the Paragraph dialog box.

Ctrl+0 — Paragraph spread = 12 points; Turn paragraph spread on or off.

Keep Together

In print, it is always considered poor form to have a single line of a paragraph on a page by itself.  The first line of a paragraph, when left at the bottom of a page, is called an Orphan; the last line of a paragraph, when left at the top of a page, is called a Widow.  You can tell Word to check for Widows and Orphans and disallow them so paragraph text is split more appropriately.  Make sure the Widow/Orphan check box is checked so both of them are disallowed.

Occasionally, it is important to keep all the lines of a particular paragraph together on a single page.  A particular paragraph can move up and down a page as you edit.  So, it is difficult for you to be sure that this paragraph won't straddle a page break.  But, you can tell Word to keep the paragraph together for you; that is, Make sure the paragraph doesn't split between pages.

Check the Keep Lines Together check box when a paragraph mustn't straddle a page break.

In print, it is also considered poor form to have a title or heading at the bottom of a page by itself.  You always want a title or heading to be kept with the next paragraph.  You can tell Word to keep adjacent paragraphs together on the same page.

Check the Keep with Next check box when the selected paragraphs must stay together on the same page.

Tour The Paragraph Dialog Box

There are 2 ways to reach the Paragraph dialog box:

1. Pop up the Format menu and pick the Paragraph item.

2. Pop up the context menu and pick the Paragraph item.

Either action Pops up the Paragraph dialog box which has 2 tab pages.  They are labeled Indents and Spacing and Line and Page Breaks.  Here comes a tour of this dialog box.

Indents and Spacing Page

There are 6 text boxes on this tab page.  The 3 text boxes for horizontal space are measured in inches; the 3 text boxes for vertical space are measured in points.  1 inch = 72 points; 1 line = 12 points.

All the text boxes are spin boxes.  That is, you can either type a value in the text box or adjust the current value with arrow keys.  Tap the Up and Dn keys to increase or decrease the current value in a text box.

There are 4 combo boxes on this tab page.  The combo box labeled Alignment handles paragraph alignment along a page margin.  This box lists 4 items:  Left, Centered, Right and Justified.  Highlight the desired margin alignment.  You can ignore this combo box and rely on the equivalent shortcut keys or the equivalent buttons located on the Format bar if you prefer.  The combo box labeled Outline Level assigns an outline level to a paragraph.  This box lists 10 items Body Text and Levels 1 through 9.  Most paragraphs in a document are body text.  Assign an outline level to a paragraph only when you want that paragraph to appear in the table of contents and when that paragraph has a style other than a Heading style.  The combo box labeled Special handles paragraph alignment along a tab stop.  This box lists 3 items:  None, First Line and Hanging.  Select the desired tab alignment, and then enter the desired amount of indent in the By box.  You can ignore the last item and rely on equivalent shortcut keys if you prefer.  The combo box labeled Line Spacing lets you set the lines in a paragraph like on a typewriter or set line height.  This box lists 6 items.  The items Single, 1.5 Lines, Double and Multiple set the space between lines.  The top 3 items have shortcut keys.  The items At Least and Exactly require a point size.  The specified point size sets the minimal line height or the precise line height.  These 2 items are used to ensure that lines filled with very small type aren't too short relative to the rest of the lines within the paragraph.

The 2 text boxes labeled Left and Right set the indents along the page margins.  You can ignore the Left box and rely on shortcut keys or buttons on the Format bar if you prefer.

The 2 text boxes labeled Before and After set the amount of empty vertical space routinely left before and after paragraphs.  That is, Word leaves extra vertical space between paragraphs so you don't need to tap the Enter key twice after paragraphs.  Use the After text box and ignore the Before text box for best results.  Example:  Modify the Body style and include a half line of vertical space in the After text box.  Then, successive Body paragraphs are automatically separated by this specified amount, and only a single tap of the Enter key is needed after a Body paragraph.

Remark:  Ignore the Before text box for it causes unwanted vertical space before a paragraph when:  the paragraph is at the very top of the document; the paragraph has the Page Break Before option set; the paragraph follows a hard page break or the paragraph follows a section break.
There are 3 buttons:  the Tabs button controls the tab stops in a paragraph; the buttons OK and Cancel perform their standard functions.

Line and Page Breaks page

There are 6 check boxes on this tab page.  The top box is checked and the rest are unchecked.

Widow/Orphan is checked because it is considered poor form to have a single line of a paragraph on a page by itself.  Word analyzes the last paragraph on every page for widows and orphans.

Check the Keep with next box when the paragraph is a title or heading.  It is considered poor form to have a title or heading at the bottom of a page by itself.  You always want a title or heading to be kept with the next paragraph.

Check the Keep Lines Together check box when the entire paragraph must remain on a single page.

Check the Page Break Before box when you want the paragraph at the top of a page.

You can ignore the Suppress Line Numbers box and the Don't Hyphenate boxes till you need them.  They are advanced topics anyway.

There are 3 buttons:  the Tabs button controls the tab stops in a paragraph; the buttons OK and Cancel perform their standard functions.

Use The Paragraph Dialog Box

Type 3 paragraphs to practice with; Make sure the top paragraph contains at least 4 lines of text.  These 3 paragraphs initially possess the same paragraph settings — left aligned, single spaced, etc.

Now, format the 3 paragraphs you just typed.  First, place the text cursor in the top paragraph and tap the Ctrl+E key and the Ctrl+2 key to center and double space that paragraph.  Next, place the text cursor in the middle paragraph and tap the Ctrl+J key to justify that paragraph.  Finally, place the text cursor in the bottom paragraph and tap the Ctrl+T key to hang indent that paragraph.

Now, use the Paragraph dialog box to confirm the format of these 3 paragraphs.  Place the text cursor in each paragraph in turn and pop up the Paragraph dialog box.  Browse through the Indents and Spacing page.  This tab page exhibits the current paragraph's format settings.

Now, join the top and middle paragraphs — delete the paragraph mark between them — and check the format of the combined paragraph.  This new paragraph inherits the format of the top paragraph.  Use the Paragraph dialog box to confirm this claim.

Place the text cursor in this combined paragraph; pop up the Paragraph dialog box; and activate the Line and Page Breaks page.  Check the Keep Lines Together check box and then exit the Paragraph dialog box.

Place the text cursor in both paragraphs in turn and pop up the Paragraph dialog box.  Browse through the Line and Page Breaks page.  The check box Keep Lines Together is checked for the top paragraph and uncheck for the bottom paragraph.  This means that the top paragraph stays together, but the bottom paragraph is split if it crosses a page break.  Check this out.  Place the text cursor at the top of the document, and repeatedly tap the Enter key to move the 2 paragraphs down the page.  Check the Status bar as the paragraphs creep downward.  You find that, when the last line of the top paragraph crosses the page break, the entire paragraph is placed on the next page.

Reveal The Applied Formats

Word doesn't use reveal codes to indicate paragraph formats.  Instead, Word displays formatted text as it will appear when printed.  However, you can indirectly reveal which formats are applied to a specific paragraph.

Word offers you 2 ways to check the format of a single paragraph.  Use the method that is most convenient for you.

The Paragraph Dialog Box

You can rely on the Paragraph dialog box to check a paragraph's format.  Place the text cursor within a paragraph.  Then, the Paragraph dialog box exhibits the format settings for that paragraph.  Just browse both tab pages.

You can rely on the Paragraph dialog box — instead of shortcut keys or buttons — to format a single paragraph.  Just place the text cursor within the paragraph; pop up the Paragraph dialog box; make the desired changes; and activate the OK button.  You can also select multiple paragraphs and format them all with the Paragraph dialog box.

The Description Window

There is a quick way for a mouse user to check the format of a paragraph.  A window pops up that lists the current format attributes of a paragraph.  Here are the mouse clicks:

1. Click within the paragraph.

This routes the text cursor to the mouse location.

2. Tap the Shift+F1 key or click the Help button.

3. Click the text.

This pops up the description window.

4. Read the format attributes.

A screen reader may have trouble when it reads this window.

5. Tap the Esc key or click the Help button to exit the description window.

Remove The Applied Formats

You may apply paragraph formats and become uncertain of the overall format.  You can quickly remove all the applied paragraph formats and start over.  Here are the details.

Single Paragraph

1. Place the text cursor within the paragraph.

2. Tap the Ctrl+Q key.

This Removes (quits) all the applied paragraph formats.

3. Now, apply any desired paragraph formats.

Multiple Paragraphs

1. Select all the paragraphs.

2. Tap the Ctrl+Q key.

This Removes (quits) all the applied paragraph formats.

3. Now, apply any desired formats.

4. Deselect all the paragraphs.

Chapter Summary
The overall structure of a document depends on the layout of its paragraphs.  Paragraph options determine the "format" of the document.  This chapter tells you all about paragraph layout.  The Write with Styles chapter describes ways to automatically format paragraphs so you can ignore most of the stuff in this chapter and still write properly formatted documents.  You are advised to read this chapter quickly and then focus on the Write with Styles chapter.

CHAPTER 16:  EMBELLISH TEXT
The overall look of a document depends on the appearance of its characters and on the layout of its text.  Character format determines the "appearance" of the text.

This chapter tells you about text appearance.  You select text and make it look pretty.  You can ignore individual appearance options described in this chapter after you read the Write with Style chapter.
Character Format Features
Character format consists of Appearance Attributes and Font Attributes.  Appearance attributes include bold, italic, underline, and so on; they let you alter how text looks.  Font attributes include character type, character style and character size; they let you alter the form, look and size of text.

Character format is the topic of this chapter.  You can format characters — alter their appearance, change their size and more — with a shortcut key, with a button located on the Format bar or with a control located in the Font dialog box.  The shortcut key and button approaches are emphasized because they are so quick and easy.  You just tap a shortcut key or click a button to apply a character format to selected text.

However, there are character formats that lack shortcut keys AND buttons; you must apply these particular character formats with the Font dialog box.  Also, you may prefer to rely on the Font dialog box to apply multiple character formats to the same text.  This box is useful in another way; it reveals the complete format of selected text.  A tour of this box is presented in detail in its own section.

Character Format Techniques
A typist or a braillist concurrently types and embellishes text.  But, a Word user can perform these 2 tasks separately and in either order — type text then embellish it or specify character format and then type the text.  The "type then embellish" approach is strongly recommended for screen reader users, for character format errors are much less likely with this method.

The general step-by-step procedures to apply character formats to text are presented in this section.  Don't become alarmed if they seem too ethereal and cause you to reach for a pain killer.  Straightforward examples are also given.  Typically, a single key tap or a mouse click does the job.

Subsequent sections describe individual character formats.  All of them are listed in the Font dialog box, and you can apply any combination of them to particular text while in this box.

Format Typed Text

You can easily embellish typed text.  Select it, and apply the desired character formats:

1. Type the text.

2. Select this text.

Keyboard — use the Shift key with Arrow keys for odd text and use the Extend key for text units; mouse — drag over the text or use the Click-Shift+Click method.

3. Apply the desired character format.

Keyboard — tap the appropriate shortcut key; mouse — click the appropriate button on the Format bar.

4. Deselect the text.

Keyboard — tap a navigation key; mouse — click elsewhere in the document.

You must select the text so Word knows which text to embellish in the prescribed way.  Only the selected text is affected.  You can apply as many character formats as you wish to the selected text.  You deselect the text to tell Word that you are finished.

Format as You Type

Text that you type keep the character formats of the previously typed text.  However, you can type new text with different character formats:

1. Position the text cursor.

2. Specify the desired character format.

Keyboard — tap the appropriate shortcut key; mouse — click the appropriate button on the Format bar.

This character format stays in effect until it is turned off.

3. Type the text to be embellished.

4. Now, specify a different character format for the next section of text.

Character Format Examples
You center and bold a title at the Top of a Document.  There are 2 ways to accomplish this.  Which way seems easiest to you?

Type Then Format

1. Place the text cursor at the very top of the document.

Keyboard — tap the Ctrl+Home key; mouse — scroll to the top of the document and click.

2. Type a title like Dogs Like Cats.

3. Tap the Enter key.

This finishes the single-line paragraph, the title.

4. Place the text cursor back within the title.

Keyboard — use navigation keys; mouse — click within the title.

5. Center the title paragraph.

Keyboard — tap the Ctrl+E key; mouse — click the Center button on the Format bar.  Only the title paragraph is centered! Subsequent paragraphs possess the normal alignment — left alignment.

6. Select the title paragraph.

Keyboard — tap the extend key — the F8 key — 4 times; mouse — double click within the left border.

7. Bold the title paragraph.

Keyboard — tap the Ctrl+B key; mouse — click the Bold button on the Format bar.  Only the title paragraph is bolded! Subsequent paragraphs possess the normal appearance — regular text.

Format Then Type

1. Place the text cursor at the very top of the document.

Keyboard — tap the Ctrl+Home key; mouse — scroll to the top of the document and click.

2. Center the paragraph — the title about to be typed.

Keyboard — tap the Ctrl+E key; mouse — click the Center button on the Format bar.  Subsequent paragraphs are also centered!

3. Bold the paragraph — the title about to be typed.

Keyboard — tap the Ctrl+B key; mouse — click the Bold button on the Format bar.  Subsequent paragraphs are also bolded!

4. Type a title like Dogs Like Cats.

5. Tap the Enter key.

This finishes the single-line paragraph, the title.

6. Move back to the left margin.

Keyboard — tap the Ctrl+L key; mouse — click the Left Align button on the Format bar.  Subsequent paragraphs aren't centered.

7. Turn bold off.

Keyboard — tap the Ctrl+B key; mouse — click the Bold button on the Format bar.  Subsequent paragraphs aren't bolded.

Font Attributes
A writer wants a displayed document to look just like the final printed document.  This is why Print view is the default view when Word is installed; in this view, Word makes displayed pages look just like printed pages.  Moreover, the displayed characters look just like the printed characters.  These 2 features — displayed and printed page layout are identical and displayed and printed characters look identical — make Word a WYSIWYG program.  That is, What You See Is What You Get.

This section discusses, for the benefit of the blind writer unfamiliar with character appearance, font attributes and offers touch comparisons to make the material understandable.  Read this material so you gain an appreciation of the importance of fonts to most writers.

You really don't need to think about or worry about character appearance in most situations.  Word takes care of this matter for you.  Example:  Type a single-line paragraph for a heading; place the text cursor in this paragraph; and tap the Alt+Ctrl+1 key combination to apply the appropriate character appearance — font attributes — to this heading.

A font is a character set with a specified type form, type style and type size.  Braille embossers can typically display 2 different fonts, 6 dot and 8 dot, but computer printers can display hundreds even thousands of graphic fonts.

A font has 3 attributes:  type, style and size.  The font type, font for short, describes the overall form of the set of characters.  Examples:  Standard Braille is a character set based on a 6-dot cell.  Magnetic letters for youngsters is a character set based on short straight lines and simple curves.  The font style makes characters feel or look different; it determines the emphasis or weight of characters.  Examples:  Braille characters on plastic sheets feel different from the very same characters on heavy paper.  Print characters that are dark look different from the very same characters that are light.  Font size measures the tallness of the characters.  Examples:  A line of Braille text is 2 fifths of an inch high.  A line of typewriter text is 1 sixth of an inch high.  A line of print text in Word can be any height.

Font size (tallness) for printers is measured in points; there are 72 points per inch.  Examples:  The standard Braille font is about 28 points tall.  The default Word font is 12 points tall.

Titles and headings in a Word document are usually displayed in a taller font than the body text; this makes them stand out more.  Word has standard titles and headings that set the font type, font style and font size for you.  You only need to rely on these titles and headings to insure consistent character appearance for the titles and headings throughout a document.

There are 2 kinds of fonts:  equally spaced and proportionally spaced.  Every character in the former uses up the same amount of space left to right; every character in the latter uses only the needed space left to right.  Examples:  The Braille font is equally spaced; every character, no matter how many dots, uses .25 inches.  Equally spaced fonts in print are now considered ugly and are rarely used.  Most fonts for Word are proportionally spaced fonts.  So, the print W, a wide letter, takes up lots of room, whereas the print I, a narrow letter, takes up very little room.

Pitch measures the width of the characters in an equally spaced font.  Pitch is the number of characters that fit, side by side, in 1 inch of space left to right; that is, pitch is the number of characters per inch.  Examples:  A Braille typewriter has pitch = 4 cpi; a typewriter has pitch = 10 cpi or 12 cpi.  Pitch is a meaningless notion for proportionally spaced fonts.

WINDOWS is solely responsible for fonts.  A standard set of fonts is installed with WINDOWS.  You can install more fonts if you desire a greater variety.  The standard fonts and any additional fonts are used by every other program.  This means that all programs display and print documents in a similar manner and with a uniform appearance.

Font Types

The font type is the form common to all the characters in a specific set of characters.  Examples:  The standard Braille font — an equally spaced touch font — is formed from a 6-dot cell.  A courier font — an equally spaced print font — is based on the typewriter of yesteryear.  Feel raised letters on cans and jars or buy a letter set at a toy store to gain more experience with print fonts.  You can also buy a raised drawing kit from:

American Printing House for the Blind
1839 Frankfort Avenue
P.O. Box 6085
Louisville, KY  40206
800‑223‑1839
502‑895‑2405
502‑895‑1509
info@aph.org
www.aph.org
Font Styles

You can dress a font up with different styles.  Examples:  The standard Braille font has 3 possible styles:  regular braille with normal dots, jumbo Braille with bigger dots and micro Braille with smaller dots.  Typically, there are 5 styles for a print font:  regular print with plain characters, italic print with slanted characters, bold print with thicker characters and bold italic print with thicker and slanted characters.  There is another common print style:  underline print with a line below the characters.

A typical print font looks pretty good when you manually apply a font style to its characters.  Other fonts come already dressed up with tailored garb and lots of style; that is, some fonts are designed already bold or italic.  These fonts look gorgeous.  It is recommended that you manually apply font styles to words or phrases in a document, but use bolded and italicized fonts for the text in titles and in headings.

Bold selected text:  keyboard — tap the Ctrl+B key; mouse — click the Bold button on the Format bar.

Italicize selected text:  keyboard — tap the Ctrl+I key; mouse — click the Italic button on the Format bar.

Underline selected text:  keyboard — tap the Ctrl+U key; mouse — click the Underline button on the Format bar.

Font Sizes

A typical Word font is 12 points high just like on a typewriter.  So, there are 6 lines per inch just like a typewriter.  The size of a typewriter font is fixed.  But, you can make a Word font bigger or smaller.

Dress Up Text

You dress up in different clothes for different occasions.  You wear a suit to a business event; you wear funky clothes to a party.  You and your clothes are 2 separate things.  Similarly, Word considers text and the character formats that it wears to be 2 separate things.  Word can remove, put on or switch character formats just as if they were clothes worn by text.

Appearance Toggles

There are appearance attributes that you can turn on and off.  Apply them to turn them on; reapply them to turn them off.

Bold:  keyboard — tap the Ctrl+B key; mouse — click the Bold button on the Format bar.

Italic:  keyboard — tap the Ctrl+I key; mouse — click the Italic button on the Format bar.

Underline:  keyboard — tap the Ctrl+U key; mouse — click the Underline button on the Format bar.  A single underline is placed under words and spaces between words.

Double Underline:  keyboard — tap the Ctrl+Shift+D key.  A double underline is placed under words and spaces between words.

Just Underline Words:  keyboard — Ctrl+Shift+W.  A single underline is placed only under words.

Small Caps:  keyboard — tap the Ctrl+Shift+K key.

All Caps:  keyboard — tap the Ctrl+Shift+A key.

Appearance Double Keys

There are appearance attributes that you can increase or decrease.  Separate keys increase them and decrease them.

Next Good Point Size:  keyboard — Ctrl+Greater Than Sign

Prior Good Point Size:  keyboard — Ctrl+Less Than Sign

Increase Point Size by one Point:  keyboard — Ctrl+Right Bracket

Decrease Point Size by one Point:  keyboard — Ctrl+Left Bracket

Font Attributes

Font type and Font size are handled by text boxes attached to list boxes located in the Font dialog box.  You can reach these items in 2 other ways:

Font Type:  keyboard — tap the Ctrl+Shift+F key; mouse — click the Font button on the Format bar.

Font Size:  keyboard — tap the Ctrl+Shift+P key; mouse — click the Font Size button on the Format bar.

Tour The Font Dialog Box

There are 3 ways to reach the Font dialog box:

1. Pop up the Format menu and pick the Font item.

2. Pop up the context menu and pick the Font item.

3. Tap the Ctrl+D key

The non-intuitive key Ctrl+D is used by Word to pop up the Font dialog box because the Ctrl+F key is already used by WINDOWS to pop up the Find dialog box.

The Font dialog box has 3 tab pages.  They are labeled Font, Character Spacing and Text Effects.  Here comes a tour of this dialog box.

Font Page

There are 3 text boxes with attached list boxes on this tab page.  You can type a value in a text box or pick it from the attached list.  These text boxes are labeled Font, Font Style and Size.  They are located in the upper left corner; the text boxes exhibit the current settings.  Highlight a font and navigate through its Style list to check out its available styles.  A font may lack some of the standard styles or possess additional styles — all of this is up to the font designer.

A menu button lets you alter the color of selected text.  This option is usable only with a color printer.

A combo box lets you underline selected text in various ways.  Another menu button lets you color the underlines.

Access Note:  A screen reader can't read this combo box and menu, for their items are pictures instead of text.

There are 11 check boxes on this tab page.  All of them are unchecked.  They apply fancy appearance attributes.

Strikethrough draws a line through the selected text.  Double Strikethrough draws a double line through the selected text.  Superscript reduces the font size and raises the selected text above the base line.  Subscript reduces the font size and lowers the selected text below the base line.  Shadow places a shadow behind the selected text and below and to the right that makes the selected text look three‑dimensional.  Outline only shows the borders of the selected text.  Emboss makes the selected text look raised off the page.  Engrave makes the selected text look sunken into the page.  Small Caps shows selected lowercase letters as small uppercase letters.  This option doesn't affect nonletters or uppercase letters.  A printer can print small capital letters only if a smaller font size is available for that font.  All Caps shows selected lowercase letters as normal uppercase letters.  It doesn't affect nonletters or uppercase letters.  Hidden conceals selected text that you don't want displayed or printed.  It is great for personal notes and comments.  Use the Options command on the Tools menu to reveal hidden text.

There are 3 buttons:  the Default button makes the current settings in this box apply to the current document and all new documents; the buttons OK and Cancel perform their standard functions.

Character Spacing Page

The controls on this page alter the space used by characters and alter their location on a line.  This is advanced stuff best left to professional typesetters.

Text Effects Page

Normally, displayed text looks a certain way and continues to look that way.  A list box on this page lets you apply animation to selected text; that is, make text visually wiggle and jiggle.  Examples:  A row of marching ants can surround the text; the background of the text can blink on and off; the text can shimmer (visually quiver or tremble).  Animation is intended for text to be used on web pages.

Use The Font Dialog Box

Type 3 single-line paragraphs to practice with.  These 3 paragraphs initially possess the same character settings — Times New Roman as the font type, regular as the font style, 12 points as the font size, etc.

Now, format the 3 paragraphs you just typed.  First, select the top paragraph, tap the Ctrl+B key and deselect the paragraph to bold that paragraph.  Next, select the middle paragraph, tap the Ctrl+Greater Than key and deselect the paragraph to increase its print size.  Finally, select the bottom paragraph, tap the Ctrl+Shift+K key and deselect the paragraph to write that paragraph in small capital letters.

Now, use the Font dialog box to confirm the format of these 3 paragraphs.  Place the text cursor in each paragraph in turn and pop up the Font dialog box.  Browse through the Font page.  This tab page exhibits the current paragraph's format settings.

Reveal The Applied Formats

Word doesn't use reveal codes to indicate formats.  Instead, Word displays formatted text as it will appear when printed.  However, you can indirectly reveal which formats are applied to specific text.

Word offers you 2 ways to check the format of selected text.  Use the method that is most convenient for you.

The Font Dialog Box

You can rely on the Font dialog box to check the format of selected text.  Select the text.  Then, the Font dialog box exhibits the format settings for that text.  Just browse the Font tab page.

You can rely on the Font dialog box — instead of shortcut keys or buttons — to format selected text.  Just select the text; pop up the Font dialog box; make the desired changes; activate the OK button; and deselect the text.

The Description Window

There is a quick way for a mouse user to check the appearance of selected text.  A window pops up that lists the current appearance and font attributes of the selected text.  Here are the mouse clicks:

1. Select the text.

2. Tap the Shift+F1 key or click the Help button.

3. Click the text.

This pops up the description window.

4. Read the appearance and font attributes.

A screen reader may have trouble when it reads this window.

5. Tap the Esc key or click the Help button to exit the description window.

6. Deselect the text.

Remove The Applied Formats

You may apply character formats and become uncertain of the overall format.  You can quickly remove all the applied character formats and start over.  Here are the details.

1. Select the text.

2. Tap the Ctrl+Shift+Z key or the Ctrl+SpaceBar key.

This turns all appearance and font attributes off; that is, resets the text to normal.

3. Now, apply any desired formats.

4. Deselect the text.

Remark:  The shortcut key Ctrl+Z undoes commands, and the shortcut key Ctrl+Shift+Z undoes character formats.  (Also, the Ctrl+SpaceBar key undoes character formats.)

Chapter Summary
Character format determines the "appearance" of the text.  This chapter tells you all about text appearance.  You select text and then make it look pretty.  You can ignore individual appearance options described in this chapter after you read the Write with Style chapter.
Character Format Features

Character format consists of Appearance Attributes and Font Attributes.  Appearance attributes include bold, italic, underline, and so on; they let you alter how text looks.  Font attributes include character type, character style and character size; they let you alter the form, look and size of text.

Character Format Techniques

A typist or a braillist concurrently types and embellishes text.  But, a Word user can perform these 2 tasks separately and in either order — type text then embellish it or specify character format and then type the text.  The "type then embellish" approach is strongly recommended for screen reader users, for character format errors are much less likely with this method.

Font Attributes

A writer wants a displayed document to look just like the final printed document.  This is why Print view is the default view when Word is installed; in this view, Word makes displayed pages look just like printed pages.  Moreover, the displayed characters look just like the printed characters.  These 2 features — displayed and printed page layout are identical and displayed and printed characters look identical — make Word a WYSIWYG program.  That is, What You See Is What You Get.

Font Dialog Box

All of the character attributes are collected together in the Font dialog box for quick access.  This dialog box has 3 tab pages labeled Font, Character Spacing and Text Effects.

Remove the Applied Formats

You may apply character formats and become uncertain of the overall format.  You can quickly remove all the applied character formats with a single key tap and start over.

CHAPTER 17:  WRITE WITH STYLES
A paragraph with a specific task in a particular type of document is assigned a distinctive style — layout and appearance — by the document police — business professionals, editors, professors, and other style dictators.  A style for a paragraph may include many layout and appearance options — chosen to make that style reflect the paragraph's task or importance.

You can type a single paragraph or multiple paragraphs and then apply a paragraph style.  Examples:  Apply the Title style to a single paragraph to give it the form and appearance of a genuine title.  Apply the List Number style to a sequence of paragraphs to create a numbered list.  The simplest way to write a paragraph is to type the text for the paragraph and then apply a paragraph style to that paragraph.  This approach ensures consistent paragraph format and lets you write with confidence.

A style for a paragraph gathers together layout options and appearance options and assigns them a meaningful name.  That is, styles format paragraphs of various types for you which insures consistent format and saves you lots of work.  This chapter tells you about Word's styles and lets you play with them.

Ubiquitous Normal Style
Launch Word, then you are presented with Word's program window.  You can immediately begin to type a paragraph in its empty work area.

The Normal Style Described

Type a paragraph with multiple lines and admire its form.  Its left side is straight and smooth; its right side is crooked and jagged.  A paragraph's left edge is straight because Word places text on the next line always jammed up against the left margin.  The right edge is typically jagged because Word must leave space on the right when a word doesn't fit on a line.  Its lines are single spaced, and a single line can't fall at the bottom or top of a page.  Its text is displayed and printed in the Times New Roman font 12 points high.

This is the Normal paragraph style, and it is described by Word like this:

Font:  Times New Roman, 12 pt, English (U.S.), Flush left, Line spacing single, Widow/orphan control

The Normal Style Adjusted

Text appearance should reflect the subject matter or the writer's personality.  A gothic novel reads better when the print reflects the dark and sinister mood of the plot, and a book of poetry reads better with a lighter more pleasant appearance.  Or, a writer may wish to settle on a style that is strictly personal.

A writer has complete control over the layout and appearance of text in a document.  It's simple to pick a different font type and font size to match the occasion.  This tutorial uses the Arial font at 14 points — Beverly likes the way the Arial font looks and 14 point is comfortable to read.

You can pick different font attributes for all of your documents:  modify the Normal style to include the font type and font size you prefer.  Then, every document you write thereafter uses the modified Normal style.  There is another benefit:  every style based on the Normal style also uses your preferred font type and font size.  (You learn ways to modify styles later in this chapter.)

It is recommended that only the font type and font size are altered.  It's unlikely that you would want to bold, underline or whatever all the text in every document written henceforth.

The Normal Style Inherited

A writer must format paragraphs differently to reflect their particular purposes.  Examples:  A paragraph with a Block style is indented on the left and on the right so its text is set off from the rest of the text.  A paragraph with a Title style is centered, bolded, enlarged, and spaced vertically apart so its text is visually different and is set off from the rest of the text.  Word adds further layout and appearance attributes to the Normal style to create these and other standard paragraph styles.

A writer usually numbers various items in a document.  Examples:  The lines in a block of text and the pages in a document section can be numbered.  The reference numbers for endnotes or footnotes are numbered.  Word adds position and appearance attributes to the Default Paragraph Font to create these and other number styles.  (You adjust the Default Paragraph Font as previously described.)

A style based on the Normal style is a Paragraph Style; Word marks a paragraph style with the paragraph mark in its Style list.  A style based on the Default Paragraph Font is an Appearance Style; Word marks an appearance style with the letter A underlined in its Style list.

The Style List
You can format a paragraph in 2 steps:

1. Place the text cursor anywhere within a paragraph.

2. Pick a paragraph style from the Style List maintained by Word.

You can format a piece of text in 2 steps:

1. Select a piece of text — a word, a phrase, a sentence, or whatever..

2. Pick a character style from the Style List maintained by Word.

Styles based on the Normal style are paragraph style; most styles in the Style List are paragraph styles.  Block and Body are 2 examples of paragraph styles.  Styles based on the Paragraph Font are character styles; number styles in the Style List are character styles.  Page Number and Reference Number are 2 examples of character styles.

Next, a brief tour of the styles used in this tutorial is offered.  Thereafter, the way to reach the complete list of styles is presented.  You reach this list in Word 97 and Word 2000 through a dialog box; you reach this list in Word 2002 and Word 2003 through a task pane.

Title and Subtitle Styles

Every chapter starts with a chapter title.  A paragraph with a Title style is centered, bolded, enlarged, and spaced vertically apart so its text is visually different.  The chapter title looks the same in every chapter because of the Title Style.  By the way, a paragraph with a Title Style is placed in the table of contents for you.

Every chapter has a subtitle below the chapter title.  A paragraph with a Subtitle style is centered, bolded, and enlarged.  The chapter subtitle looks the same in every chapter because of the Subtitle Style.  By the way, a paragraph with a Subtitle Style is placed in the table of contents for you.

Block and Body Styles

Remarks and Access Notes are placed throughout this tutorial.  They are distinguished from the rest of the paragraphs in the document because they all have the Block Style applied to them.  Use this style for long quotes.  Vertical page margins are equally indented.  How convenient!

A typical paragraph in the body of the document has the Body Style applied to it.  This style is a variation of the Normal style.  Body Style automatically leaves a blank line between paragraphs.  There is no need to tap the Enter key an extra time after a paragraph.  This is so convenient!  Moreover, extra blank lines or missing blank lines are never problems.

Heading Styles

There are 9 important styles:  Heading 1 through Heading 9.  Use these styles on all paragraphs that are to be document headings.  Apply Heading 1 to all top-level headings; apply Heading 2 to all second-level headings; and so on.  Do this consistently throughout a document, then many format chores are easily and quickly accomplished.  A document outline is created for you; a table of contents is created for you; document navigation is easier and quicker.

List Styles

Items are often placed in a list.  A plain list merely lines up the items vertically and neatly; a number list numbers the items; a bullet list marks items with a graphic character.  A list type comes in 5 different forms:  List 1 through List 5.  A form sets the amount the list indents its items.  Pick a form for the list which meets personal preferences.

Letter Styles

A business letter has different parts:  a salutation commences the letter; a closing finishes the letter; and a date is placed within the letter.  These parts are typed as ordinary paragraphs, and then the appropriate styles are applied to make them stand out.

More Styles

Word offers many more styles.  There are styles for tables; there are styles for envelope addresses; and there are styles for web items.  These and other styles let you format different kinds of documents quickly and properly.

You can modify any style to meet personal preferences.  Examples:  You can modify the Body Style so more room is left between paragraphs.  You can increase the font size in the Heading Styles to make them bigger.  You can even make up personal styles when Word's styles aren't right for you.

Styles In Word 97 And Word 2000
Now that you are convinced that styles are wonderful, you need to learn where styles live and the ways to apply them.  Word 97 and Word 2000 rely on a Style dialog box, and Word 2002 and Word 2003 rely on a Style and Format task pane.  Read this topic only if you have either Word 97 or word 2000 installed.

You can pick a style and apply it with the Style dialog box.  Follow these steps to locate and apply a style:

1. Pick the Style item from the Format menu.

This pops up a dialog box with a single list box and a single combo box.  The combo box lets you specify the styles exhibited in the Style list.

There are 5 command buttons.  There are 3 buttons that pop up dialog boxes; they are best left alone till you are comfortable with all of this style stuff.  Use the Apply button to apply a selected style and exit the Style dialog box.  Use the Cancel button to ignore a selected style and exit the Style dialog box.

2. Move to the combo box:  keyboard — tap the Tab key; mouse — click it.

3. Highlight the All Styles item:  keyboard — tap navigation keys (you may need to tap twice to get an initial response); mouse click this item.

4. Move back to the Style box:  keyboard — tap the Shift+Tab key; mouse — point to it.

Now, the Style box lists all the Word styles you can play with.

5. Browse the Style list:  keyboard — tap navigation keys or letter keys; mouse — scroll through the list.

The styles are listed vertically in alphabetical order.

6.  Highlight the desired style and activate the Apply button to apply that style and exit the dialog box.  (More about this later.)

There are 2 preview areas in the Style dialog box.  The paragraph area shows a paragraph with the selected paragraph style applied; the character area shows text with the selected appearance style applied.  These 2 preview areas are unreadable with a screen reader.  There is a description area below the character preview area.  The layout and appearance attributes that make up the selected style are listed here.  It's awkward to read this area with a screen reader, but you can route the mouse to the highlighted style name and then use mouse navigation keys to read the style's description — located below the style name and to the right.

Styles In Word 2002 And Word 2003
Now that you are convinced that styles are wonderful, you need to learn where styles live and the ways to apply them.  Word 97 and Word 2000 rely on a Style and Format dialog box, and Word 2002 and Word 2003 rely on a Style and Format task pane.  Read this topic only if you have either Word 2002 or word 2003 installed.

You can pick a style and apply it with the Style and Format task pane.  Follow these steps to locate and apply a style:

1. Pick the Style and Format item from the Format menu.

This pops up a task pane with a single list box named Pick formatting to apply, and a single combo box named Show.  The combo box lets you specify the styles exhibited in the Style list.  This combo box offers 4 options:  Available formatting (all formatting used in the document, plus Heading styles 1 through 3); Formatting in use (all formatting that has been applied in the current document); Available styles (all styles used in the document plus Heading styles 1 through 3); and All styles (for a normal document).  Also, you can set up a custom filter based on any of the 4 standard filters.  (The filter you set here is also applied to the Styles list on the Format bar).

There are 2 command buttons:  Select All and New Style.  There is an item which shows the style of the current text and any manually applied formats.

2. Move to the combo box:  keyboard — tap the Tab key; mouse — click it.

3. Highlight the All Styles item:  keyboard — tap navigation keys (you may need to tap twice to get an initial response); mouse click this item.

4. Move back to the Style box:  keyboard — tap the Shift+Tab key; mouse — point to it.

Now, the Style box lists all the Word styles you can play with.

5. Browse the Style list:  keyboard — tap navigation keys (taps of letter keys in this list don't work); mouse — scroll through the list.

The styles are listed vertically in alphabetical order.

6.  Highlight the desired style and tap the Enter key to apply that style and exit the dialog box.  (More about this later.)

Paragraph Style Application
You can format a single previously typed paragraph in 2 steps:

1. Place the text cursor anywhere within the paragraph.

2. Apply a paragraph style.

A paragraph style affects an entire paragraph!  This is why you can place the text cursor anywhere within the paragraph, and this is why you don't need to highlight the paragraph to apply a paragraph style to that paragraph.  Also, type more text within a paragraph, or even type new paragraphs within a paragraph, then that extra material takes on the style of the original paragraph.

There are a few ways to apply a paragraph style:

Activate the Style List; Move to the desired style; and tap the Enter key or activate the Apply button.

You can tap Word's shortcut key for a style.  A commonly used style may have a shortcut key already assigned to it:  Alt+Ctrl+1, Alt+Ctrl+2, and Alt+Ctrl+3 apply, respectively, the Heading 1, Heading 2, and Heading 3 styles.

You can assign a personal shortcut key to a style:  I assigned Alt+Ctrl+B to the Body Style because I format most paragraphs with this style.

You can format multiple previously typed paragraphs in 2 steps:

1. Highlight all the paragraphs.

2. Apply a paragraph style.

All the techniques just describe also work for highlighted paragraphs.

3. Deselect the paragraphs.

Keyboard — tap any navigation key; mouse — click elsewhere in the document.

You must select the paragraphs so Word knows which paragraphs to format.  Only the selected paragraphs are affected by the applied paragraph style.  You deselect the paragraphs to tell Word that you are finished.

Word helps out so you don't need to manually apply a paragraph style to every paragraph as you write.  Word anticipates the style for the next paragraph.  Example:  Type a body paragraph; finish with a tap of the Enter key; and write more.  Word assumes more body paragraphs are in the works and applies the Body Style for you.  Type a paragraph; apply a Heading style; and tap the Enter key so you can continue to write.  Word assumes you want to return to the Body Style because multiple Heading Styles don't make sense.

Character Style Application
You can apply a character style to highlighted text quickly and confidently.  Here are the steps:

1. Type the text.

2. Select this text.

3. Apply the desired character style.

4. Deselect the text.

Keyboard — tap a navigation key; mouse — click elsewhere in the document.

You must select the text so Word knows which text to embellish.  Only the selected text is affected by the applied style.  You deselect the text to tell Word that you are finished.

Remark:  Most character styles are applied by Word when they are needed.  So, you can ignore them most of the time.

Correct Style Application
You apply styles as you write, and Word also can apply styles as you write.  You should check to be sure that the correct styles are applied.  This is easily accomplished:

1. Place the text cursor within the paragraph.

2. Tap the Ctrl+Shift+S key.  (You may need to tap your screen reader's bypass key first.)

The current style is displayed and read after the display settles down.

3.  Tap the Esc key twice to return to the document.

You can also rely on your screen reader:

1. Place the text cursor within the paragraph.

2. Tap the appropriate hot key to announce the applied style.

It is important to check the style of text especially when you "cut and paste" text between documents.  The copied text may possess a style which is not appropriate.

Chapter Summary
A paragraph must possess an appropriate style.  A style for a paragraph may include many layout and appearance options — chosen to make that style reflect the paragraph's task or importance.

This chapter introduces the notion of "style" which is arguably the most useful and important format option in Word.  A style is a named list of text layout and text appearance options.  You can ignore individual format options and just apply a style to carry out all the document format work for you.  It is possible to write well-organized and well-formatted documents with styles and no other format options.

CHAPTER 18:  MORE ABOUT STYLES
This tutorial is displayed and printed with the Arial font at 14 points.  Text looks nice and is big.  Text is separated by a blank line — extra vertical space — to indicate a paragraph break.  Titles and headings are bigger than the body text so they stand out.  This is a personal document format created by the author.

You may want bigger print, and you may want more vertical space between paragraphs.  No, you don't need to retype this tutorial or apply different styles; you only need to modify the styles used in this tutorial to make this book meet your personal preferences.  Modify the styles, then Word reformats the document for you.  How wonderful!  This reformat ability is another reason why styles are so useful.  This chapter tells you more about styles:  you can modify styles to meet personal preferences; you can delete no longer needed styles; and you can have Word apply styles for you.  You can even add new personal styles.

Modify Word Styles
The styles offered by Word are meant to work in most situations.  So, they avoid paragraph and appearance attributes that are too unusual or outlandish.  But, these conservative styles can give your document a drab and plain look.  You can, however, liven up your documents with personal styles.  That is, Word lets you modify its styles.

You can modify a style in a few steps:

1. Activate the Styles or the Styles and Format item in the Format menu.

2. Highlight the All Styles option in the combo box.

3. Highlight the desired style in the list box.

4. Activate the Modify option.

This is a command button in word 97 and in Word 2000; this control is located in the dialog box.  This is a menu option in word 2002 and in Word 2002; you must tap the Alt+Dn key or click the arrow near the list box to pop up this menu.

5. Activate the Format control to pop up a menu of format options.

6. Make the desired changes.

7. Make sure the Add to Template check box is checked.

This means the modified style can be used in every document, not just the current document.

8. Make sure the Automatically Update check box is unchecked.

This option causes great harm on most occasions!  A style is altered throughout a document whenever format options are manually applied to any text which uses that style.

9. Activate the OK button when finished.

The style is now modified, and you return to the active document.

Add Shortcut Keys
It is a hassle to use the Style List to apply a style that you frequently need.  Fortunately, Word lets you assign a shortcut key to any style in the Style List:

Word 97 and Word 2000

1. Activate the Style item in the Format menu.

2. Highlight the desired Style in the Style List.

3. Activate the Modify button

Up pops the Modify Style dialog box.

4. Activate the Shortcut Key button.

A cryptic Customize Keyboard dialog box pops up.

5. Type the desired shortcut key in the Press New Shortcut Key box.

Use the Ctrl+Alt, Ctrl+Shift or the Alt+Shift key combination with a letter if you have extra fingers.  You can also use the Ctrl or Alt modifier with a nonletter.  The key combination appears in the Press New Shortcut Key box.  Tap the BS key if you make a mistake and try again.

6. Confirm that this key combination isn't already used.

Look under the "Currently Assigned To" item beneath the Press New Shortcut Key box.

7. Activate the Assign button.

8. Activate the Close button.

This closes the Customize Keyboard dialog box.

9. Activate the OK button.

This closes the Modify Style dialog box.

10. Activate the Close button to return to the active document.

Now, you have a shortcut key for this style.  You can just place the text cursor within a paragraph and tap its shortcut key to apply that style.

Word 2002 and Word 2003

1. Activate the Style and Format item in the Format menu.

2. Highlight the desired Style in the Style List.

3. Pop up the options menu and pick the Modify item.

Tap the Alt+Dn key or click the arrow near the list box to pop up this menu.

4. Activate the Format control to pop up a menu of format options.

5. Pick the Shortcut Key item.

A cryptic Customize Keyboard dialog box pops up.

6. Type the desired shortcut key in the Press New Shortcut Key box.

Use the Ctrl+Alt, Ctrl+Shift or the Alt+Shift key combination with a letter if you have extra fingers.  You can also use the Ctrl or Alt modifier with a nonletter.  The key combination appears in the Press New Shortcut Key box.  Tap the BS key if you make a mistake and try again.

7. Confirm that this key combination isn't already used.

Review the Current Key list box.

8. Activate the Assign button.

9. Activate the Close button.

This closes the Customize Keyboard dialog box.

10. Activate the OK button to return to the active document.

Now, you have a shortcut key for this style.  You can just place the text cursor within a paragraph and tap its shortcut key to apply that style.

Create Personal Styles
You can create a brand new style from scratch to meet your needs.  The key idea is to pick a list of appearance options and paragraph options which meet current needs.  You can pick the desired attributes and then pop up the New Style dialog box to finish the job, or you can pick the desired attributes while in the New Style dialog box.

Method 1:  Apply Attributes

This method lets you apply all the desired attributes to a paragraph and then tell Word to make this bunch of styles into a personal style.

1. Type a very short paragraph.

It can be anything; you just need a paragraph to work with.

2. Highlight the entire paragraph.

3. Apply appearance and paragraph attributes to this paragraph.

These attributes make up the new style.

4. Pick the Style or Style and Format item in the Format menu.

Up pops a dialog box or task pane.

5. Activate the New button.

Up pops the New Style dialog box.

6. Give the new style a name and choose the desired options from the Format menu.

Method 2:  Pick Attributes

This method lets you pick options from menus to form a style.

1. Pick the Style or Style and Format item in the Format menu.

Up pops a dialog box or task pane.

2. Activate the New button.

Up pops the New Style dialog box.

3. Give the new style a name and choose the desired options from the Format menu.

Dress Up With Styles

You dress up in multiple ways:  wear clothes for the occasion, wear appropriate footwear and wear suitable accessories.  You may also dress up a paragraph in multiple ways:  apply a style, apply additional layout features and apply additional appearance attributes.  Usually, you only apply a style, but you can apply more.  Example:  You can apply the Emphasis style to a paragraph, which includes the Default Paragraph Font plus the Italic appearance.  You can then center the paragraph and make all of its text capitalized.

You remove an applied style, applied paragraph formats and applied appearance attributes separately.  Tap the Ctrl+Shift+N key to remove an applied style and restore the Normal style to a paragraph.  Tap the Ctrl+Q key to remove all the applied paragraph formats from a paragraph.  Select a piece of text and Tap the Ctrl+Shift+Z key or the Ctrl+SpaceBar key to remove all the applied appearance attributes from that text.

Dialog boxes often show the current values of their options.  You can check font settings in the Font dialog box and paragraph settings in the Paragraph dialog box.

It is strongly recommended that you use a Body paragraph style and let Word automatically skip a blank line for you between paragraphs.  This situation offers a writer several advantages:  (1) You only need to tap the Enter key a single time after a body paragraph.  (2) Word deletes the blank line before a body paragraph if that paragraph is pushed onto the next page while you edit a document.  (3) Word inserts a blank line before a body paragraph if that paragraph is pushed back onto the previous page while you edit a document.  These features ensure that you tap the Enter key the proper number of times.

Here is a final recommendation.  Apply styles instead of individual layout or appearance options.  Make a personal style if necessary to accomplish the task at hand.  Then, you can alter the various styles used in a document and create another document with the very same content but with radically different layout or appearance.

Chapter Summary
This chapter tells you more about styles:  you can modify Word's styles to meet personal preferences; you can create additional styles; and you can have Word automatically apply styles for you.
CHAPTER 19:  LET WORD HELP
So far, you type, correct, and format text with little direct help from Word.  This chapter debuts 3 automatic options.  AutoText retypes text for you; AutoCorrect fixes errors for you; and AutoFormat formats text for you.

Autotext
Often, you must type the same block of text over and over — perhaps in the same document or in different documents.  Word can retype this text for you.  This is called AutoText.  Word lets you type a label that you assigned to the text, and Word then replaces this label with the entire piece of text.  What a great time and effort saver!  There are many useful ways to employ AutoText.  Here are just a few of them:

Label a postal address you must type frequently — your business address, your home address and so forth.  Then, you only need to type its label to insert the entire address always spelled and formatted correctly.

A novelist often has several central characters in the novel about to be written.  Label their names with their initials, and then just type their initials to write their full names always spelled and capitalized correctly.

A medical transcriptionist must type many long and complex medical terms.  Label them; then, just type their labels to write them.  Example:  Label the term "Congestive Heart Failure" as "chf", and type chf whenever this medical term is to be typed.  AutoText is really AutoStuff; that is, you can label nontext items as well.  You can, for example, label any graphic image.  Example:  Label a company logo; then, just type its label to place the logo at the text cursor.

You can label any standard list of names — a list of club members, a list of neighbors and so forth.  Example:  Label a parts list; then, just type its label to place the parts list anywhere in a manual or catalog.

Create AutoText Labels

AutoText labels — alias abbreviations — are a great time and effort saver.  They also avoid needless typos and format errors.  The label — the item to be replaced — is restricted to a single expression and to a length of 31 characters or fewer.  The replacement text has no restrictions.  Follow these steps to assign a label to a piece of text:

1. Type a piece of text.

You can type any amount of text:  a single word, a phrase, a whole paragraph, or even more.

2. Format the text the way you want it to appear.

3. Select all the text; include the paragraph mark if any.

4. Pop up the Create AutoText dialog box.

Keyboard — tap the Alt+F3 key; menu — pick the new item in the AutoText menu located in the Insert menu.

You can't create an AutoText entry if no text or image is selected!

5. The label for the AutoText item goes in the Please Name Your AutoText Entry text box.

Word shows the first few characters of the selected text for the label.  You can either accept this label or type your own.

6. Activate the OK button.

The label with its associated AutoText is now defined and ready to be used.

Insert AutoText Items

There are 2 ways to insert the text associated with an AutoText entry:  via its label and via a tidbit of text.  The former method is recommended for a screen reader user; the latter method is handy for a sighted user.

Type Its Label
A label for an AutoText item is just an abbreviation for that item.  You type its label, and Word replaces this abbreviation with the full item.  This saves you lots of time and effort:

1. Place the text cursor where you want to insert the full text; that is, the AutoText.

2. Type the label you assigned to the AutoText.

You must, of course, remember what the label is.  Type this label surrounded by white space or punctuation marks; that is, it can't be part of a longer word.

3. Immediately tap the F3 key.

Word replaces the label with the full text, and you can continue to write.  But, a mistyped label just stays there, unrecognized by Word, and Word beeps at you.  Word also beeps when you tap the F3 key over text other than an AutoText label.

Type Its Text
Word can tell a sighted user that a bit of text just typed is the start of an AutoText entry and then insert its full text if the user wishes:

1. Place the text cursor where you want to insert the full text; that is, the AutoText.

2.  Begin to type the text of the AutoText item.

Type at least 4 characters.

3. Word pops up a ScreenTip that displays the full AutoText.  This only happens when the Show AutoComplete Tip For AutoText And Dates check box is checked on the AutoText tab page.

4. Tap either the F3 key or the Enter key to insert the full text.

5. Or, continue to type.  The AutoText item is ignored.

Edit AutoText Items

AutoText items can become outdated.  Examples:  You move so your address AutoText is no longer valid.  Members quit a club so the membership AutoText is no longer correct.

You can change or update an AutoText item at any time.  Follow these steps:

1. Place the AutoText item into a blank document.

Type its label and tap the F3 key.

2. Edit and format the text the way you want it to appear.

3.  Select the revised text; include the paragraph mark if any.

4. Pop up the Create AutoText dialog box.

Keyboard — tap the Alt+F3 key; menu — pick the New item in the AutoText menu located in the Insert menu.

5. Type the exact same label.

6. Activate the OK button.

You are asked whether you want to alter the AutoText item.

7. Activate the Yes button.

You are finished; the AutoText item is updated.

AutoText Management

Word provides a menu that lists all the available AutoText items, and Word provides a dialog box so you can alter or delete AutoText items.

The Autotext Menu

You can create as many personal AutoText items as you like.  Word places all of them in a particular submenu for quick access:

1. Pick the AutoText item located in the Insert menu.

A submenu pops up.  Its top 2 items let you manage AutoText; its other items are submenus that list AutoText items that are provided with Word.

2. A menu item, called Normal, appears in the AutoText menu after you create AutoText items; this submenu lists just your personal AutoText labels.  (This menu item is absent before you create any personal AutoText items.)

3. Pick this menu item.

4. Pick a label in this menu.

Its associated AutoText is immediately inserted at the text cursor.

You can add more AutoText items to any of the specialized submenus.  Every submenu represents AutoText items with a particular style:

1. Type a piece of text.

2. Apply the particular style.

3. Select all the text; include the paragraph mark if any.

4. Pop up the New AutoText dialog box.

Keyboard — tap the Alt+F3 key; menu — pick the New item in the AutoText menu located in the Insert menu.

5. Pick a label that is very short, simple to type and easy to remember.

Word uses the first few characters of the selected text for the label.  You can either accept this label or type your own.

6. Activate the OK button.

The label with its associated AutoText is now defined and placed in the specialized submenu.

The Autotext Dialog Box

You manage AutoText items through the AutoText dialog box.  Follow these steps to pop up this dialog box:

1. Pick the AutoText item located in the Insert menu.

A submenu pops up.  Its top 2 items let you manage AutoText.

2. Pick the top menu item — the AutoText item.

Now, the AutoText tab page appears.  This is a dialog box with 1 check box, 6 command buttons, 1 text box, and 1 combo box.  Here is a tour of this tab page.

Show AutoComplete … Alt+S

Check this check box to display a ScreenTip that shows the full AutoText.  This is useful for sighted users.

Enter AutoText Entry Here

This is a text box where the AutoText label is typed or displayed.  There is a list box below this text box that holds the labels for all the defined AutoText items.

Add Alt+A

Use this button to include a new AutoText item in the AutoText list box.  This button is unavailable (grayed out) unless there is text selected in the document to serve as the AutoText.  Word shows part of the selected text in this text box as a potential label.  You can, however, ignore Word and type a different and shorter label.  You activate the Add button to define the new AutoText item and include it in the list box.

Delete Alt+D

Occasionally, an AutoText item becomes obsolete and of no further value.  Then, it's time to clean house.  Follow these steps to delete an unwanted AutoText item:

1. Highlight its label in the list box.

2. Activate the Delete button; this button is unavailable (grayed out) unless a label is highlighted in the list box.

The label for the AutoText item is removed from the list of labels.

Access Note:  There is a problem with this list box.  Your screen reader is probably unable to read the items in this list box just with the navigation keys.  You must navigate to an item with the Up and Dn keys or letter keys and must then use mouse hot keys to read the selected item.  That is, you must route the mouse pointer to this item and read this item with a mouse hot key.  The highlighted item appears in the text box; so, you can tab backward and forward to read it in the text box.

Insert Alt+I

Occasionally, you may forget the label of an AutoText item.  But, you can always look it up.  Follow these steps to insert a forgotten AutoText item:

1. Highlight its label in the list box.

2. Activate the Insert button; this button is unavailable (grayed out) unless a label is highlighted in the list box.

The highlighted AutoText item is placed in the active document.

Access Note:  There is a problem with this list box.  Your screen reader is probably unable to read the items in this list box just with the navigation keys.  You must navigate to an item with the Up and Dn keys or letter keys and must then use mouse hot keys to read the selected item.  That is, you must route the mouse pointer to this item and read this item with a mouse hot key.  The highlighted item appears in the text box; so, you can tab backward and forward to read it in the text box.

All Active Templates

AutoText items are made part of the active document template so you can use them in other documents of the same kind.  This combo box lets you place AutoText items in other templates.

OK Button

You can add, delete and insert as many AutoText items as you wish.  Activate the OK button when you are finished.

Cancel Esc Key

Activate this button to dismiss the dialog box.

Autocorrect
AutoText, described in the prior section, lets you type a label that Word can replace with a much longer or more complicated chunk of text.  You merely type that label and tell Word to replace it with a tap of the F3 key.

AutoCorrect, on the other hand, lets you type a label and lets Word automatically replace it with the assigned piece of text.  AutoCorrect also corrects typos and other kinds of errors for you.  That is, Word cleans up after you without complaint just like mom used to do.  AutoCorrect gets its just due in this section.

A writer may make the same mistake over and over — perhaps consistently misspell a weird word or perhaps consistently transpose the same letters in a few words.  Word can automatically correct these kinds of errors for you.  This is called AutoCorrect.  You type a mistake, and Word immediately replaces this error with the correct text.  What a great time and effort saver!

There are many useful ways to employ AutoCorrect.  Here are just a few of them:

Replace thier (typo) with their (correct word); replace NFS (initials) with National Science Foundation (full title).  Don't use a real word for a label.  Example:  Don't replace NOW (acronym) with National Organization of Women — else you can't type "now" as a real word.

Run a spell check on a document.  No doubt, you will come across words that you habitually misspell.  This is when the AutoCorrect button in the Error Check dialog box comes in handy.  Pick a replacement for the misspelled word or correct it manually and then activate the AutoCorrect button.  The misspelled word and its replacement are put into the AutoCorrect list.  Thereafter, this error is corrected for you whenever it is made.

AutoCorrect is really AutoReplace.  That is, you can replace non-errors as well.  Example:  Often, I type 2 hyphens — the key in the top row right of the zero — to make a long dash.  This is acceptable practice on a typewriter, but lacks finesse when Word is used.  A double hyphen is best replaced with the em Dash character used by typesetters.  This character is, however, absent from the keyboard and is therefore a pain to type.  So, let AutoCorrect Replace 2 hyphens with a single Em Dash character.  Thereafter, the Em Dash magically appears in a document whenever a double dash is typed.  This trick — replace a typed character with a difficult to type symbol — is a great use of AutoCorrect.

AutoCorrect Tab Page

You create and manage AutoCorrect items through the AutoCorrect tab page, and you also set additional AutoCorrect options while on this tab page.  Follow these steps to pop up this tab page:

1. Pop up the Tools menu.

2. Pick the AutoCorrect item.

This pops up a dialog box with 4 tab pages.  The AutoCorrect tab page is active.  Here is a tour of this tab page.

AutoCorrect Controls

Controls let you create and manage AutoCorrect entries.  They are described in this subsection.

Replace Box Alt+R
Select and format a piece of text or a graphic in the current document, then you can type a label for this item in this text box.  You aren't allowed to type a label if nothing is selected in the document!  The label — the item to be replaced — is restricted to a single expression and to a length of 31 characters or fewer.

With Box Alt+W
This is a text box where the text or graphic is displayed.  A tap of the Tab key moves the focus from the Replace box onto the With box.

Radio Buttons
There are 2 radio buttons associated with the With box.  They are available only when selected text appears in the With box.

Plain Text Alt+P
Activate this button to save the selected text as plain text.

Formatted Text Alt+F
Activate this button to save the selected text with its original format intact.

List Box
Word comes with a bunch of AutoCorrect entries already created for you.  Most of them are typos with their proper corrections.  Examples:  Replace "abouta" With "about a"; Replace "dcument" With "document".  Some are text items with symbolic equivalents.  Examples:  Replace "(c)" With the "Copyright Symbol"; Replace "(tm)" With the "Trademark Symbol".

There is a list of Replace items below the Replace box and a list of With items below the With box.  The list of Replace items is in alphabetical order.  You must navigate the Replace list to delete unwanted AutoCorrect entries.

Follow these steps to navigate the Replace list:

1. Place the keyboard focus on the Replace box.

Tap the Alt+R key or repeatedly tap the Tab key.

2. Type a letter.

The keyboard focus moves to the first Replace item that begins with that letter.  This label is highlighted.

3. Use the Up and Dn keys to move through this portion of the Replace list.

4. Stop at any Replace item.  This label is highlighted.

Its correction appears in the With box.

Delete Button Alt+D
An AutoCorrect item may get out-of-date or become unnecessary.  Then, it's time to clean house.  Follow these steps to delete an AutoCorrect item:

1. Navigate to its label in the Replace list.

2. Activate the Delete button.

The highlighted AutoCorrect entry — its Replace text and its With text — is removed.

Add Button Alt+A
It is a simple task to create a new AutoCorrect entry.  Just follow these steps:

1. Type a piece of text.

You can type any amount of text:  a single word, a phrase, a whole paragraph, or even more.

2. Format the text the way you want it to appear.

3. Select all the text; include the paragraph mark if any.

4. Pick the AutoCorrect item in the Tools menu.

5. Type a label for the AutoCorrect item in the Replace box.

The selected text automatically appears in the With box.

6. Check either the Formatted Text radio button or the Plain Text radio button.

7. Activate the Add button and then the OK button.

The AutoCorrect item is defined and saved.

You just type its label followed by white space or punctuation marks to insert the With item into the current document.

AutoCorrect Check Boxes

Check boxes let you turn AutoCorrect Features on and off.  They are described in this subsection.

Correct Two Initial Capitals Alt+O
Sometimes, you may hold a Shift key down too long and capitalize 2 letters by mistake.  Check this check box to have Word automatically correct these kinds of errors for you.

Capitalize First Letter Of Sentences Alt+S

A sentence in English begins with a capital letter.  Sometimes, you may fail to capitalize a sentence.  Check this check box to have Word automatically correct these kinds of errors for you.  But, there is a tiny problem.  Word may occasionally consider a bunch of words to be a sentence when you don't.  Word will capitalize this nevertheless.

Exceptions Alt+E
This button is active when either the Correct Two Initial Capitals check box or the Capitalize First Letter of Sentences check box is checked.  This button pops up a dialog box with 3 tab pages that let you include exceptions to these rules.  You can, for example, activate the Initial Caps tab page and type Ibeam into the Don't Correct text box.  Thereafter, Word leaves "Ibeam" unchanged.

Capitalize Names Of Days Alt+N

The days of the week are always capitalized.  Sometimes, you may fail to do this.  Check this check box to have Word automatically correct these kinds of errors for you.

Correct Accidental Usage Of Capslock Key Alt+L

A tap of the CapsLock key causes all text to be capitalized.  Sometimes, you may accidentally tap this key.  Check this check box to have Word automatically correct these kinds of errors for you.

Replace Text As You Type Alt+T

Make sure that this check box is checked.  Otherwise, AutoCorrections aren't used even though they are defined.

Warning:  Make sure that an AutoCorrect entry is correct when created else an error is automatically sprinkled throughout a document.  Example:  Don't AutoCorrect the typo "thier" with the word "there" because the wrong word is substituted.

Autoformat
A style lets a writer apply a consistent format to a paragraph.  Typically, the paragraph is written and then a style is manually applied.  This 2-step process can be made easier in a few common situations, for Word can automatically apply a style to a paragraph as a writer works.  That is, Word can AutoFormat text for you.

You tell Word the format chores you want help with, and Word does the work as you write — a real symbiosis between writer and word processor.  This process — AutoFormat as You type — is controlled by a bunch of check boxes that let you turn various AutoFormat options on and off.  Check the check boxes for the options you wish to activate.

Word isn't a mind reader; it can't guess the optional format you want to apply.  You must type a certain cue that tells Word to apply a particular option to the current text.  Type this cue — a bit of text — on the main keyboard; don't type it on the numeric keypad.

AutoFormat Tab Pages

Word can format a piece of text as you write it or can format a piece of text or the entire document after it is written.  Microsoft likes to help a new Word user to format text so all the AutoFormat options are checked by default.

You turn AutoFormat options on and off through the 2 AutoFormat tab pages.  Follow these steps to pop up either of these tab pages:

1. Pop up the Tools menu.

2. Pick the AutoCorrect item.

This pops up a dialog box with 4 tab pages labeled AutoCorrect, AutoFormat as You Type, AutoText, and AutoFormat.  The AutoCorrect tab page is active.

The 2 tab pages AutoFormat as You type and AutoFormat are similar in layout and content.  The former sets options that are automatically used as you write; the latter sets options that are activated only when you invoke the AutoFormat item on the Format menu.  (Use the AutoFormat item in the Format menu when you receive a document from somebody and wish to reformat that document to meet your preferences.)

3. Activate either tab page and make the desired changes.

Access Note:  It seems simpler to AutoFormat as you write, and this approach offers the best control with your screen reader.

AutoFormat as You Type Check Boxes

Check boxes let you turn AutoFormat options on and off.  All the check boxes on both tab pages are checked by default.  Uncheck all of them if you want total personal control of document format.

Some options cause more trouble than they are worth; so uncheck them.  Some options are just silly; so uncheck them also.  A few options are really useful; so leave them checked and use them.

Headings
A heading is just a paragraph with a ritzy style.  You decide, as you write, whether a particular paragraph is to be exalted and manually apply the appropriate heading style.  Leave the Headings check box checked and Word makes this decision for you.  Often, you and Word have different opinions.  It may make a paragraph into a heading when you don't want to and vice versa.  Often Word converts paragraphs on cover and title pages into headings and places them into the Table of Contents.  This is very irksome; so, uncheck this option and manually apply heading styles.

Borders
Word can embellish a paragraph with a border.  A border is a box that surrounds a paragraph and sets it off from other paragraphs.  Word can draw a single- or a double-line border.  A border can be thin, wavy, dotted, or decorative.

This option, however, has nothing to do with borders!  This option is misnamed, for it only places a horizontal line between paragraphs.

Follow these steps to place a distinctive line between paragraphs:

1. Place the text cursor at the start of a new paragraph.

2. Type a line indicator and then tap the Enter key.

Word converts the line indicator into a distinctive line.  Type 3 dashes for a thin line; type 3 underscores for a thick line; type 3 equal signs for a double line; type 3 number signs for a fancy line; type 3 tildes for a wavy line; and type 3 asterisks for a dotted line.

3. Type the next paragraph.

You may never wish to create separator lines.  Uncheck this option in this case to avoid unintentional separator lines.  You can delete an unwanted separator line via the Borders and Shading item in the Format menu:

1. Select the paragraph over the doomed line.

2. Pick the Borders and Shading item in the Format menu.

3. Check the None radio button and activate the OK button.

Tables
Word can present data in a table layout.  A table is a grid of cells that is similar to a checkerboard or a chessboard in form.  This option, however, has nothing to do with tables!  This option is misnamed, for it only places vertical lines on a page.

Follow these steps to place vertical lines across a page:

1. Place the text cursor at the start of a new paragraph.

2. Type a single plus sign followed by multiple dashes followed by another plus sign followed by more multiple dashes and continue this way.

Word converts the plus signs into vertical lines; the number of dashes between plus signs is the column width.

You may never wish to create vertical lines.  Uncheck this option in this case to avoid unintentional vertical lines.

Automatic Bulleted Or Numbered Lists

A list is a group of sequential paragraphs all with the same style.  A hang indent keeps the top line at the left margin but pushes all other lines 1 tab stop to the right.  Either a bullet or a number is placed at the left margin in the top line, and the text in the top line is vertically aligned with the text in the rest of the paragraph.

Bullet a list when the order of its items doesn't matter; number a list when the order of its items is important — they are steps to follow; they are actions to take; and so forth.

These 2 check boxes let Word make bulleted and numbered lists out of paragraphs as you type them.

Bulleted List With A Character

Follow these steps to write a bulleted list with Word's help:

1. Place the text cursor at the start of a paragraph.

2. Type a single asterisk, a single dash, a double dash, or a single greater than sign.

3. Tap either the SpaceBar or the Tab key.

4. Type a paragraph.

This paragraph is formatted as a bulleted list item.

5. Type more paragraphs.

These paragraphs are formatted as bulleted list items.  Only type the paragraphs; don't type the bullet characters.

6. Type a final paragraph.

This paragraph is formatted as another list item.  Word makes another bullet after this paragraph because it doesn't know that you finished the list.

7. Erase this extra bullet and turn off the list.

Tap the BS key to accomplish both tasks.

Bulleted List With A Symbol

Follow these steps to write a bulleted list with Word's help:

1. Place the text cursor at the start of a paragraph.

2. Pop up the Insert menu.

3. Pick the Symbol item and then pick the desired symbol.

4. Tap the SpaceBar key 2 times.

5. Type a paragraph.

This paragraph is formatted as a bulleted list item.

6. Type more paragraphs.

These paragraphs are formatted as bulleted list items.  Only type the paragraphs; don't type the bullet symbols.

7. Type a final paragraph.

This paragraph is formatted as another list item.  Word makes another bullet after this paragraph because it doesn't know that you finished the list.

8. Erase this extra bullet and turn off the list.

Tap the BS key to accomplish both tasks.

Numbered List
Follow these steps to write a numbered list with Word's help:

1. Place the text cursor at the start of a paragraph.

2. Type a number.

3. Type a period, hyphen, closing parenthesis, or greater than sign.

4. Tap either the SpaceBar or the Tab key.

5. Type a paragraph.

This paragraph is formatted as a numbered list item.

6. Type more paragraphs.

These paragraphs are formatted as numbered list items.  Only type the paragraphs; don't type the numbers or the punctuation marks.

7. Type a final paragraph.

This paragraph is formatted as another list item.  Word makes another number after this paragraph because it doesn't know that you finished the list.

8. Erase this extra number and turn off the list.

Tap the BS key to accomplish both tasks.

Curved Or Straight Quotation Marks

A book publisher uses curved quotation marks.  The opening and closing quotation marks are curved so they hug the flanked text.  Merely tap the Quote key or the Apostrophe key to get the proper curved double or single quotation mark when this option is checked.

You must trick Word to insert a straight quotation mark when this option is checked:

1. Tap the Quote key or the Apostrophe key 2 times.

2. Tap the BS key.

This leaves a single straight quotation mark.  (Use this trick when you want to type a straight apostrophe before a number used as a date.)

Bold And Italic Text

This option, when checked, lets you type the Asterisk symbol or the Underscore symbol to turn bold or italic on and off.  This is helpful because you can see or hear these characters as you type.  Follow these steps to bold a piece of text:

1. Type an asterisk.

2. Type the text to be bolded.

3. Type another asterisk.

The pair of asterisks vanishes; the text is bolded; and the Strong character style is applied.

Follow these steps to italicize a piece of text:

1. Type an underscore.

2. Type the text to be italicized.

3. Type another underscore.

The pair of underscores vanishes; the text is italicized; and the Emphasis character style is applied.

Real Asterisks And Real Underscores

You must trick Word to insert an asterisk or an underscore when this option is checked:

1. Type the Asterisk symbol or the Underscore symbol 2 times.

2. Tap the BS key.

This leaves a single asterisk or underscore.

The 3 Dashes
A book publisher uses dashes that are of different widths.  There are 3 types of dashes.  The Dash key on the top row of the Main keyboard makes the shortest dash.  A medium dash is called an En Dash because it is as wide as the N character.  Tap the Ctrl+NumPad+Dash key to insert an En Dash.  This dash is used to separate numbers within a range.  A long dash is called an Em Dash because it is as wide as the M character.  Tap the Alt+Ctrl+NumPad+Dash key to insert an Em Dash.  This dash is used to separate clauses within a sentence.  Usually, there are no spaces adjacent to an Em Dash; an Em Dash stays with the word before the dash when that word lands at the right margin.

You can rely on the Dash key on the Main keyboard and have Word convert that dash into either an En Dash or an Em Dash.

A medium dash — an En Dash:

1. Type text.

2. Tap the SpaceBar key, type a regular dash and tap the SpaceBar key again.

3. Type more text.

This regular dash is replaced by the En Dash.

A long dash — an Em Dash:

1. Type text.

2. Tap the SpaceBar key, type a regular dash twice and tap the SpaceBar key again.

3. Type more text.

This double regular dash is replaced with the Em Dash.

You may never wish to replace regular dashes with En and Em Dashes.  Uncheck this option in this case to avoid unintentional substitutions.

Ordinals And Fractions

Ordinals signify sequential order:  first, second, third, and so forth.  Ordinals are often abbreviated: 1st, 2nd, 3rd, and so forth.  A book publisher often uses special symbols for ordinals instead of abbreviations.  This option, when checked, replaces 1st, 2nd and 3rd with their book symbols.

A fraction has a numerator, the top number, and a denominator, the bottom number.  A fraction is typed with a slash between its numerator and its denominator: 1/4, 1/2, 3/4, and so forth.  A book publisher often uses special symbols for fractions.  This option, when checked, replaces 1/4, and 3/4 with their book symbols.

Define Styles Based On Your Format

Word examines the attributes possessed by a paragraph and applies a style which most closely matches the applied format options.  Often, an unsuitable style is applied.  Uncheck this check box so your format preferences are retained.  It is recommended that you apply a style instead of individual format options to save yourself lots of unnecessary work and to maintain a consistent document appearance.

Internet Paths
Web addresses on the Internet are often long and complicated and, therefore, difficult to retype.  Check this option so readers don't need to retype them.  Readers merely click them to surf the web.

Chapter Summary
So far, you type, correct, and format text with little direct help from Word.  This chapter debuts 3 automatic options.  AutoText retypes text for you; AutoCorrect fixes errors for you; and AutoFormat performs format tasks.

AutoText

Often, you must type the same piece of text over and over — perhaps in the same document or in different documents.  Word can retype this text for you.  This is called AutoText.  Word lets you type a label that you assigned to the text, and Word then replaces this label with the entire piece of text.  What a great time and effort saver!

AutoCorrect

AutoText lets you type a label that Word can replace with a much longer or more complicated chunk of text.  You merely type that label and tell Word to replace it with a tap of the F3 key.

AutoCorrect, on the other hand, lets you type a label and lets Word automatically replace it with the assigned piece of text.  AutoCorrect also corrects typos and other kinds of errors for you.  That is, Word cleans up after you without complaint just like mom used to do.

AutoFormat
A style lets a writer apply a consistent format to a paragraph.  Typically, the paragraph is written and then a style is manually applied.  This 2-step process can be made easier in a few common situations, for Word can automatically apply a style to a paragraph as a writer works.  That is, Word can AutoFormat text for you.

CHAPTER 20:  PAGE NUMBERS AND DATES
There are many chores — number pages, number comments, and number references — that are tedious or just impossible to perform manually.  There are other tasks — include the current date, include the author's name, and include the total number of pages — that are wearisome to carry out.  This chapter mentions a couple of handy Fields — gizmos that automate numerous mammoth or monotonous tasks like these.

Use Fields
A field is a placeholder for changeable data.  That is, a field holds data which is frequently updated.  Use a field when you want Word to figure out the needed data and to put that data into the document for you.  Examples:  Never manually number pages.  Have Word perform this task for you, then page numbers are updated as you write and as you edit; pages are never misnumbered this way!  Never date a document by hand.  Have Word perform this task for you, then the date matches the computer's date.  Use fields to save you work and to avoid mistakes — a wrong page number on a page, an incorrect date in a form letter, and so forth.

Add Page Numbers

Word doesn't automatically number document pages when the document is printed; you must tell Word to number them.  Moreover, you must tell Word where to place them.  You accomplish all of this with the Page Numbers item in the Insert menu.  Here are the details:

1. Launch the Word program and retrieve a document, new or old.

You are able to number all its pages automatically.

2. Pick the Page Numbers item in the Insert menu.

Up pops the Page Numbers dialog box when in Normal or Page Layout view.  This item is disabled when in Web or Outline view.

Word assumes you want page numbers placed at the bottom of every page on the far right; that is, placed in the bottom margin and right justified.  Also, Word assumes you want the first page of a document numbered.

3. Just activate the OK button if these defaults are acceptable to you.

4. Uncheck the Show Number on First Page check box when the document is a letter.

5. Use the Position combo box to place the page number vertically — at the top or bottom of the page.

6. Use the Alignment combo box to position the page number horizontally — left, center, or right justified.

7. Use the Format dialog box to pick a style and start value for the page number.

8. Activate the OK button to close the dialog box.

You return to the document, and its pages are numbered when printed.

 A single page document doesn't require its page to be numbered.  But, a multiple page document should have its pages numbered.  This lets the reader gauge the document's size; lets the reader know the current place within the document; and lets the reader put the pages back in the proper order if the document is dropped.

Date That Document

A letter, and most other types of correspondence, is usually dated so the sender and the recipient know when that document was written.  You can, of course, just type the date, but Word can insert the current date nicely formatted for you.  You don't even need to know what day it is, for the computer keeps track of the date.  Here are the steps to date a document:

1. Place the text cursor where you want the date.

2. Pick the Date and Time item in the Insert menu.

A dialog box pops up.

3. Pick the date style in the list box you prefer.

You can activate the Default button to make this the date style you always use.

4. You can check the Update Automatically check box so the current date is put in the document whenever the document is used again.

Only activate this update feature in a document that you frequently update and reprint — a form letter, contract, and the like.

5. Activate the OK button to insert the date.

It can't get easier than this to insert the proper date!  Or can it?  Yes, place the text cursor where you want the date and tap the Alt+Shift+D key.  The date with its specified default values is placed in the document.

Control Fields
You can manhandle field codes in a few handy ways:  You can show or hide them; you can browse through a document for them; and you can convert them into real text items.

Reveal Fields
Text which you type and text which you insert with fields look the same but act differently.  Word offers 2 ways to display fields so you can deal with them.  You can show or hide them temporarily, or you can make them stay visible all the time.  Most of the time, they can stay hidden and out of the way, but, when you need to find them, these concealed items are easily revealed for inspection.

You can, when necessary, toggle (show or hide) the inserted fields with a tap of the Alt+F9 key.  This magical key reveals fields; it works just like the Show/Hide key which reveals format characters.

You can permanently show fields if you like.  This is handy when you receive documents written by others and need to edit them.  This is accomplished via the View tab page under the Options item located in the Tools menu.  Here are the details:

1. Launch the Word program.

2. Pop up the Tools menu.

3. Pick its Options item.

4. Activate the View tab page.

5. Check the Field Codes check box.

6. Activate the OK button to accept this change.

Now, fields are visible and readable.  They appear as text placed between pairs of braces.

Browse Field Codes

You can scan an entire document for field codes easily and quickly with a couple of handy keys.  Here are the details:

1. Launch the Word program and retrieve a document.
2. Tap the F11 key to move forward onto the next field code; tap the Shift+F11 key to move backward onto the prior field code.

Convert Field Codes

You may wish to convert a field code to real text or delete it entirely.  You can accomplish this easily and quickly with a couple of handy keys:

1. Launch the Word program and retrieve a document.
2. Tap the F11 key to move forward onto the next field code; tap the Shift+F11 key to move backward onto the prior field code.

3. Tap the Ctrl+Shift+F9 key to convert to text.

4. Delete the text as usual if desired.

Chapter Summary
Field Codes are briefly mentioned in this chapter.  You need them to carry out 2 common tasks:  add page numbers to documents and date documents.  Word does neither automatically.

CHAPTER 21:  FIND AND REPLACE
It is tedious and often impractical to navigate through a document in search of a word or phrase.  The ability to find a bit of text quickly throughout a document is a marvel of word processor technology.  The ability to search for and then replace a bit of text is even more wonderful.  You can quickly fix many errors throughout a document with a search and replace operation.  There are ways for you to find pieces of text, text breaks, or text format.  There are also ways for you to find and then replace this stuff with other stuff.

Find And Replace Commands

Often, you need to locate a particular piece of text or text formatted in a particular way.  This is simple to do when a document is short — just browse through the entire document till you reach the text of interest.  But, this approach is tedious and usually impractical when a document is long.

You can ask Word to find items of various kinds for you.  Word can search the entire document or a highlighted piece of the document.

Word has 3 commands that are related.  They are assigned sequential letters, and they pop up a dialog box with 3 tab pages:  Ctrl+F activates the Find tab page; Ctrl+G activates the GoTo tab page; and Ctrl+H activates the Replace tab page.  This dialog box is labeled Find and Replace.

Remark:  You move through a document with the GoTo command and the GoTo tab page.  This command is unrelated to Find and replace tasks.  This topic is, therefore, presented in the Navigate and Browse chapter.  The title of the dialog box, Find and Replace, indicates the GoTo command and its tab page belong elsewhere; so, they are mentioned no further in this chapter.

The 2 tab pages, find and Replace, have 2 forms:  condensed — few dialog controls are displayed and expanded — many dialog controls are displayed.  These 2 forms are described, then you perform Find and Replace tasks with them.

Find And Replace Pages Condensed

These 2 tab pages are cousins; all the controls on the Find page are also on the Replace page.  You use the Find page just to find text; you use the Replace page to find text and replace that text.  These 2 cousins are discussed together.  Now, take a tour of the Replace page:

Activate the Replace command.  A tab page with all the Find controls and all the Replace controls pops up.  Its title — Find and Replace — is at the top of the dialog window.

There are 2 text boxes.  The text box labeled Find What is where you type the word or phrase you wish to search for.  The text box labeled Replace With is where you type the word or phrase you wish to substitute.  Use the Tab key or the Shift+Tab key to reach these text boxes.

The button labeled Find Next (with access key Alt+F) searches for the next occurrence of the search text.  You can repeatedly activate this button to step through the document search text by search text till you reach the desired place.  You are warned with a message when you reach the last occurrence of the search text.  Acknowledge this message with a tap of the Enter key or a click of the OK button.  You return to the Find and Replace dialog box.

The button labeled Cancel (with access key Esc) halts the search process and closes the dialog box.

The button labeled Replace (with access key Alt+R) replaces the just found search text with the replacement text.  You can repeatedly activate this button to replace more text.
The button labeled Replace All (with access key Alt+A) replaces the search text with the replacement text throughout the document.

The button labeled More (with access key Alt+M) expands the dialog box — reveals more controls.  With them, you can more precisely specify a search or a replace operation.

Find Text

It is tedious to wander through a long document to find a particular topic to read or edit.  You may, however, recall a specific phrase that occurs in that topic.  You can, in that case, have Word find that phrase for you and place the text cursor there.

Search for a word or a phrase that is unusual so you limit the number of items found.  It is best to search for a title or subtitle whenever practical.

Just type some text to search for; don't worry for the moment about its capitalization or its format.  Follow these steps to perform a basic text search:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Find command.

A dialog tab page pops up.

3. Type in the Find What text box the text you want to locate.

You can type a single word, a phrase, or even more.

4. Activate the Find Next button.

The next occurrence of the text is located and highlighted, and the mouse pointer is placed there.

5. Dismiss the dialog box and return to the document.

Now, you can read nearby text with the standard navigation keys.

6. Tap an Arrow key to deselect the text and place the text cursor at the beginning or at the end of the found text.

You can manually edit the found search text or nearby text and then move onto the next occurrence of the search text if you wish.

7. Repeat the search if you wish to locate the next occurrence of the text.

Just tap the Repeat Find key, the Shift+F4 key.  This key lets you step through the document search text by search text till you reach the desired occurrence.

Remark:  Recall the Ctrl+Page keys described in the Navigate and Browse chapter.  Perform a search and dismiss the dialog box.  Then, the Ctrl+Page keys move upward or downward through search items.  These 2 keys let you move in either direction; the Repeat Find key moves in a single direction, toward the end of the document.

Replace Text

You may use a proper name or some phrase throughout a document that turns out to be inappropriate or slightly out of context.  It would be quite a chore to browse for that item throughout the document and manually change every occurrence.  There ought to be a better way, and there is.

You rely on the search technique you learned about in the prior topic.  But, now you must use 2 text boxes; that is, specify Search text and specify Replace text.  Follow these steps to swap an unwanted word or phrase:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Replace command.

3. Type the unwanted text in the Find What text box; type its replacement in the Replace With text box.

You can type a single word, a phrase, or even more in either text box.

4. Activate the Find Next button.

The next occurrence of the unwanted text is located and highlighted, and the mouse pointer is placed there.

5.  Activate the Replace button.

A single replacement is made.  The highlighted occurrence of the unwanted text is replaced, and the next occurrence of the unwanted text is highlighted.  Now, you can do another replacement or dismiss the dialog box.

6.  Or activate the Replace All button.

Every occurrence of the unwanted text is found and replaced; the number of replacements is counted; and a message box pops up with this data.  Activate the OK button to acknowledge this message and close this message box.

7. Dismiss the Replace dialog box and return to the document.  The text cursor remains at its start position.

Find And Replace Pages Expanded

So far, you type a piece of text, and Word searches for that text regardless of its capitalization, its format, and no matter whether it is just part of a word or whether it is a complete word.  This non-exactness means that Word finds lots of irrelevant matches.  Example:  Type the text "dog" in the Find What text box.  Word stops at "dog", "Dog", "DOG", "dogma", "dogs", or "doggerel" if it appears in the document.

You can make a search more exact with the More button.  Activate this button, then more dialog box controls appear, and the More button becomes the Less button; activate the Less button to bring back the simpler dialog box.  Here is a tour of the controls that let you refine a text search:

The button labeled Less (with access key Alt+L) condenses the dialog box — hides advanced controls.  This button redisplays the simpler Find and Replace dialog box.

There is a combo box that lets you specify the direction and extent of a text search.  Use the Up option to search from the text cursor toward the top of a document; use the Down option to search from the text cursor toward the bottom of a document; and use the All option to search the entire document.

Remark:  Ignore this combo box; instead, rely on the Ctrl+Page keys to move backward and forward after a single search is completed.

Match Case makes upper- and lower-case letters important.  Only text with the exact capitalization of the search text is searched for.  Check this check box (with a tap of its access key Alt+H) when you want to make case an important search criterion.  Example:  Check this check box when you wish to distinguish between "dog" and "Dog".

Find Whole Words Only makes complete words important.  Only entire words are searched for.  Check this check box (with a tap of its access key Alt+Y) when you want to skip over word fragments.  Example:  Check this check box when you wish to ignore "dog" and search for "doghouse".

Use Wildcards lets advanced users search for approximate text matches.  Check this check box (with a tap of its access key Alt+U) when you need to search for a text pattern.  The other check boxes are disabled when this check box is used.

Sounds Like searches for words that sound alike.  This option makes word pronunciation important.  Check this check box (with a tap of its access key Alt+K) when you need to locate homonyms like "Mary" and "merry", "bear" and "bare", "night" and "knight", and so on.

Find All Word Forms makes the form of a word important.  Check this check box (with a tap of its access key Alt+W) when you need to locate different verb forms or noun forms.  Example:  Check this check box when you wish to search for a verb like "run" and also its various forms like "runs" and "running".

There are 2 Menu buttons.  The button Format (with access key Alt+O) displays the Format menu.  Use this menu to pick a text attribute or a text style to search for.  The button Special (with access key Alt+E) displays the Special menu.  Use this menu to pick a text character or a text break to search for.

The button labeled No Format (with access key Alt+T) is disabled until you search for or replace a format — character attribute or paragraph style.  A format can appear below either text box.  Activate this button to clear (erase) format specifications.  Always clear them before you commence a new Find task or a new Replace task.

The button Highlight All Items is available on the Find page in Word 2002 and in Word 2003.  Check this check box (with a tap of its access key Alt+T) when you want to display the Find All button.  Then activate the Find All button to highlight the search text throughout the document.  Next, close the Find dialog box.  Now, you can modify all the highlighted items.  Example:  you can bold them all.
Find Format 

A document really has 2 parts:  its text and its format.  Word treats these 2 aspects separately; that is, you can work with text and its format independently.

You can search for a text attribute or a text style.  Example:  You may wish to check which text is bolded; so, you search for the Bold attribute.  You may wish to check which text is blocked; so, you search for the Block Style.  Follow these steps to locate all occurrences of a format:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Find command; leave the Find What text box empty and leave the text cursor there.

You are about to search for a format instead of text.

3. Expand the dialog box if condensed; display the Format menu.

4. Activate a menu; pick a menu option.

5. Pick a format attribute or format style.

The attribute or style is listed below the Find What text box.  You must rely on mouse hot keys to read them.

6. Activate the Find Next button.

The next occurrence of the specified format is found and highlighted, and the mouse pointer is placed there.

7. Dismiss the dialog box and return to the document.

8. Tap an Arrow key to deselect the text and place the text cursor at the beginning or at the end of the found text.

9. Repeat the search if you wish to locate the next occurrence of the format.

You can use this kind of search to check where an attribute or style occurs throughout a document.  This is a handy technique to confirm whether you have the proper attribute or style applied at various places throughout a document.

Replace Format

You can replace text with an attribute or style with different text with a different attribute or style.  Examples:  You can replace an italicized word with that word bolded.  You can replace a paragraph style with a different paragraph style.  Follow these steps to replace an unwanted format with a different format:

Part 1:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Replace command.

3. Expand the dialog box if condensed.

Part 2:

1. Leave the Find What text box empty and place the text cursor there.

You are about to specify a search format.

2. Display the Format menu.

3. Activate a menu; pick a menu option.

4. Pick a format attribute or format style.

The attribute or style is listed below the Find What text box.  You must rely on mouse hot keys to read them.

Part 3:

1. Leave the Replace With text box empty and place the text cursor there.

You are about to specify a replace format.

2. Display the Format menu.

3. Activate a menu; pick a menu option.

4. Pick a format attribute or format style.

The attribute or style is listed below the Replace With text box.  You must rely on mouse hot keys to read them.

Part 4:

1. Activate the Find Next button.

The next occurrence of the unwanted format is located and highlighted, and the mouse pointer is placed there.

2.  Activate the Replace button.

A single replacement is made.  The highlighted occurrence of the unwanted format is replaced, and the next occurrence of the unwanted format is highlighted.  Now, you can do another replacement or dismiss the dialog box.

3.  Or activate the Replace All button.

Every occurrence of the unwanted format is found and replaced; the number of replacements is counted; and a message box pops up with this data.  Activate the OK button to acknowledge this message and close this message box.

4. Dismiss the Replace dialog box and return to the document.  The text cursor remains at its start position.

Text And Format

You are able to find text and format separately.  You can find both concurrently.  That is, you can search for formatted text.

Combine the 2 Find procedures to accomplish this:

1. Type text in the Find What text box.

2. Specify a format below this text box.

3. Commence the search.

This formatted text is found.  Example:  You can search for the phrase "Hello There" in bold.

You are able to replace text and format separately.  You can replace both concurrently.  That is, you can replace formatted text with different formatted text.

Combine the 2 replace procedures to accomplish this:

1. Type text in both text boxes.

2. Specify formats below both text boxes.

3. Commence the replacement.

The formatted text is replaced by the other formatted text.  Example:  You can replace the phrase "Hello There" in bold with the phrase "So Long" in red.

Characters And Marks

Often, it is necessary to find and replace items other than text or format.  Here are 2 concrete situations:

A document may have 2 paragraph marks between paragraphs.  You may prefer to use a single paragraph mark between paragraphs and let Word add extra space after paragraphs for you.  You could trudge through the entire document and delete the extra paragraph marks, but what a chore.  It's a lot easier to have Word find a pair of paragraph marks and replace it with a single paragraph mark.

A document may have 2 spaces between sentences and extra spaces between words.  You could trudge through the entire document and delete the extra spaces, or run a grammar check.  But either approach is tedious or even impractical when the document is long.  It's a lot easier to have Word find a stretch of white space and replace it with a single space.

It's best to find or replace concealed characters when in Normal view.  Screen updates are faster and more efficient when in this view.

There are 2 ways to place an odd character or text break into the Find What text box or into the Replace With text box:  Type a key combination that represents the character or mark; pick the character or mark from a special list.

Find Character or Break

A document really has 2 parts:  its ordinary text and its odd characters and text breaks.  Word treats these 2 aspects separately; that is, you can work with ordinary text and its concealed items independently.  You can search for an odd character or a text break:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Find command; leave the Find What text box empty and leave the text cursor there.

You are about to search for an odd character or text break instead of ordinary text.

3. Expand the dialog box if condensed.

4. Pop up the Special menu.

It shows a list of characters and marks.

5. Pick a character or break.

Navigate to the character or mark and tap the Enter key.

6. Activate the Find Next button.

The next occurrence of the specified item is found and highlighted, and the mouse pointer is placed there.

7. Dismiss the dialog box and return to the document.

8. Tap an Arrow key to deselect the item and place the text cursor at the item.

9. Repeat the search if you wish to locate the next occurrence of the item.

You can use this kind of search to check where a page break occurs throughout a document.  This is a handy technique to confirm whether you have a page break at proper places throughout a document.

Replace Character or Break

A document really has 2 parts:  its ordinary text and its odd characters and text breaks.  Word treats these 2 aspects separately; that is, you can work with ordinary text and its concealed items independently.  You can replace an odd character or a text break.  Here are the steps.

Part 1:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Replace command.

3. Expand the dialog box if condensed.

Part 2:

1. Leave the Find What text box empty and place the text cursor there.

You are about to search for an odd character or text break instead of ordinary text.

2. Display the Special menu.

It shows a list of characters and marks.

3. Pick a character or break.

Navigate to the character or mark and then tap the Enter key.

Part 3:

1. Leave the Replace With text box empty and place the text cursor there.

You are about to search for an odd character or text break instead of ordinary text.

2. Display the Special menu.

It shows a list of characters and marks.

3. Pick a character or break.

Navigate to the character or mark and then tap the Enter key.

Part 4:

1. Activate the Find Next button.

The next occurrence of the specified item is found and highlighted, and the mouse pointer is placed there.

2.  Activate the Replace button.

A single replacement is made.  The highlighted occurrence of the unwanted item is replaced, and the next occurrence of the unwanted item is highlighted.  Now, you can do another replacement or dismiss the dialog box.

3.  Or activate the Replace All button.

Every occurrence of the unwanted item is found and replaced; the number of replacements is counted; and a message box pops up with this data.  Activate the OK button to acknowledge this message and close this message box.

4. Dismiss the Replace dialog box and return to the document.  The text cursor remains at its start position.

A character or a mark placed into either text box is represented as a pair of print characters.  The left character is the caret symbol, Shift+6 on the Main keyboard.  The right character is either a letter or a symbol on the Main keyboard.  You can type this pair of print characters into either text box and ignore the Special button.  Just enter an item twice in either text box to search for a pair of consecutive characters or breaks. 

Text Breaks

b = section; l = line; k = page; p = paragraph; u = column

Text Characters

r = caret; t = tab

Wild Cards

c = any character; g = any digit; y = any letter; w = white space

Count Words And Phrases

Word can count the total number of words and characters in a document for you.  You can pop up the Tools menu and pick the Word Count item to get these document statistics.  (This feature is discussed in the Select and Play chapter.)

Occasionally, however, you may wish to count just the occurrences of a word or phrase to determine whether you used that word or phrase too often in a document.  You can make this count with the Find and Replace dialog box.  Follow these steps:

1. Position the text cursor.

A search starts at the location of the text cursor and proceeds forward.

2. Activate the Replace command.

3. Type the word or phrase in both text boxes.

You replace the text with itself.

4. Use the Replace All command.

A message box pops up with the item count.

5. Close but don't save the document.

Take this precaution in case text was changed accidentally.

Chapter Summary
It is tedious and often impractical to navigate through a document in search of a word or phrase.  The ability to find a bit of text quickly throughout a document is a marvel of word processor technology.  The ability to search for and then replace a bit of text is even more wonderful.  You can quickly fix many errors throughout a document with a search and replace operation.  This chapter presents ways for you to find pieces of text, text breaks, or text format.  It also presents ways for you to find and then replace this stuff with other stuff.
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A writer creates a document paragraph by paragraph.  A paragraph is either a topic paragraph or a document paragraph.  A topic paragraph is distinguished by a topic style; a document paragraph is distinguished by a body style or another style.  The topic paragraphs form the document outline; the other paragraphs form the bulk of the document.

This chapter helps you with a document outline.  You can check document organization easily and quickly; you can move entire topics around till you have all the document pieces in the proper order.

Topics And Styles

You apply styles to make document paragraphs into topic paragraphs.  The 9 Heading Styles (Heading 1 through Heading 9) in the Style List form topic paragraphs at 9 outline levels; the Title Style and the Subtitle Style form topic paragraphs at 2 outline levels.

A document outline is merely a list of topic paragraphs placed in a vertical list.  Level 1 topics are placed at the left margin; level 2 topics are indented 1 tab stop; level 3 topics are indented 2 tab stops; and so forth.  A document outline may show up to 9 outline levels.

Create Topic Paragraphs

A document outline is automatically created when you apply topic styles.  A topic paragraph is placed in the document outline at the level of its style.  Use the Title Style and the Subtitle Style for the chapter title and for the chapter subtitle; use Heading Styles for all other topics.

Here are the 3 steps to make a document paragraph into a topic paragraph:

1. Place the text cursor within the paragraph.

2. Display the Style List.

3. Apply a topic style (Heading 1 through Heading 9, Title, Subtitle).
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Write a document with topic paragraphs.  Now, you have a document with a document outline.  The topic paragraphs make up the document outline — just as your English teacher taught you.  The document paragraphs make up the bulk of the document.  You can hide them or leave them visible.  Hide them so your screen reader reads just the topic paragraphs.  There are 2 steps to show just topic paragraphs:  enter Outline view and hide document paragraphs.

Enter Outline View
You must activate the Outline view to handle topic paragraphs.  There are 3 ways to accomplish this:  keyboard — tap the Ctrl+Alt+O key; mouse — Click the Outline View button in the row of buttons just left of the horizontal scroll bar; menu — check the Outline item in the View menu.

Word displays the entire document.  Its paragraphs are marked with graphic characters; you can ignore them.  A toolbar appears below the standard toolbar that lets you perform various outline tasks.  (This toolbar replaces the Ruler bar.)

PRIVATE 
You can move or edit topic paragraphs while in Outline view, but you can't move or edit document paragraphs while in this view.

Enter Normal View
You must activate the Normal view to handle document paragraphs.  There are 3 ways to accomplish this:  keyboard — tap the Ctrl+Alt+N key; mouse — Click the Normal View button in the row of buttons just left of the horizontal scroll bar; menu — check the Normal item in the View menu.

Enter the Outline view to navigate conveniently to a topic.  Return to the Normal view to read or edit text near that topic.

You can play with an outline in 3 ways:  click buttons on the Outline toolbar; tap shortcut keys that perform the same tasks as the toolbar buttons; and drag the graphics beside paragraphs.  Shortcut keys are emphasized in the rest of this chapter.

Hide Document Paragraphs

Usually, you want to hide the document paragraphs so you can deal just with the topic paragraphs.  You can accomplish this in 2 ways:  show all topic levels; show just a few topic levels.

Toggle Document Paragraphs
A document outline displays both the topic paragraphs and the document paragraphs; that is, it displays the entire document.  It is possible to show or hide the document paragraphs with 2 key taps.  Activate the Outline view with a tap of the Alt+Ctrl+O key.  Toggle (show or hide) the document paragraphs with a tap of the Alt+Shift+A key or the Alt+Shift+NumPad Star PRIVATE 
key.

Now, only the topic paragraphs are displayed.  You can get to work — browse through them; move them around.

Restrict Topic Levels
A complete document outline shows the document at all topic levels.  Often, this is way too much detail.  You may wish to display just level 1 topics so you can check the overall organization of the document.  It is possible to pick the topic levels with 2 key taps.  Activate the Outline view with a tap of the Alt+Ctrl+O key.  Pick the outline level with a tap of the Alt+Shift+Number (1 through 9) key.

Now, only a few topic levels and no document paragraphs are displayed.  You can get to work — browse through them; move them around.

Topics And Taskstc  \l 2 "Use Word Functions"
Use navigation keys to browse a document outline; use modified navigation keys to alter a document outline.  Here are a few useful tasks.

View Topics

You may display a document outline at a topic level and wish to view its topics with more or less detail.  You can expand and collapse topic views.  Here are the steps:

1. Enter the Outline view.

2. Pick a topic level.

3. Move to a topic.

4. Alter its topic view:  Expand the topic with a tap of the Alt+Shift+NumPad Plus key; collapse the topic with a tap of the Alt+Shift+NumPad Minus key.

A topic when expanded shows all the topics within that topic.  A topic when collapsed hides all the topics within that topic.

Move Topics

You can rely on the Cut and Paste operations to move blocks of text around.  But, this process is a major chore when the blocks of text are big.  

A document outline lets you easily and quickly move entire topics (small or big) around.  You can shuffle topics till you have all of them in the proper order.  Topics moved in the document outline are also moved in the actual document.  Here are the steps:

1. Enter the Outline view.

2. Pick a topic level.

3. Highlight a topic:  Hold the Alt+Shift modifier.

4. Move to the desired place:  Use the Arrow keys, Up and Down.

5. Drop the topic there:  Release the Alt+Shift modifier.

Now, the document outline and the document are rearranged.

6. Enter the Normal view and continue to write and edit.

Alter Topics

You may have a topic at the wrong level because it was moved or because an incorrect topic style was initially applied.  You can increase or decrease its level.  Here are the steps:

1. Enter the Outline view.

2. Pick that topic level.

3. Move to the errant topic.

Use the Arrow keys, Up and Down.

4. Alter its topic level:  Increase its level with a tap of the Alt+Shift+Left key; decrease its level with a tap of the Alt+Shift+Right key.

Topic levels within this topic are adjusted:  increased or decreased to maintain the total outline.  How convenient.

PRIVATE 
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You can remove no longer needed topics.  Here are the steps:

1. Enter the Outline view.

2. Pick a topic level.

3. Highlight the doomed topic:  tap the Home key; tap the Shift+End key.

4. Delete the topic:  tap the Del key.

Topic levels within this topic are also deleted to maintain the total outline.  How convenient.

Please carefully decide what to delete.  A topic may take up several paragraphs or even several pages.  All of it is removed from the document.  Immediately invoke the Undo command if too much or the wrong stuff is deleted to get it all back.

Outline Tricks
A document's outline lets you:  view the order of topics; rearrange topics; alter topic levels; and delete unwanted topics.  A document's outline is fun to work with if a few tricks are kept in mind.

Simplify the Outline

Enter the Outline view and immediately pick a topic level to hide the document paragraphs.  Topic level 1 shows the shortest outline; topic level 2 shows the next shortest outline; and so forth.  Use the smallest possible topic level; you can expand any topic if you need to check out its lower topic levels.  Now, the outline is much shorter and far more readable.

Navigate the Outline

Rely on Navigation keys to move through a document outline.  Use the Arrow keys Up and Down to move through the outline.  Use the Extreme keys Ctrl+Home and Ctrl+End to reach the top and bottom.

Navigate to a topic of interest, then enter the Normal view to read or edit this topic in the actual document.  This is the quickest way to jump to a topic within a document.

Read the Outline

A typical screen reader works well in the Outline view.  Occasionally, a problem may occur:  it fails to read a topic label; it fails to recognize a change in outline level; and the like.  Try this:  Switch to Normal view and switch back to outline view; usually, this fixes the problem.  Use a screen reader's hot key to refresh the display; usually, unreadable stuff becomes readable.

Chapter Summary
A document outline guides a writer.  This chapter helps you with a document outline.  It lets a writer:  view the order of topics; rearrange topics; alter topic levels; and delete unwanted topics.  That is, you can navigate and review a long document easily and quickly; you can rearrange topics and thus correct document organization.  This Word tool is a must for a writer of long documents.

CHAPTER 23:  CHECK YOUR DOCUMENT
So far, Word helps you write documents in 2 ways:  It helps you type and edit paragraphs; it helps you format paragraphs with styles.  But, until now, you are on your own when it comes to the choice of the right word or phrase, the proper spelling of a word, or the correct grammar for a sentence.

This chapter offers a writer a toolkit to check for common errors.  Use the Thesaurus to check the meaning of a word; use the Spell checker to verify the spelling of a word; use the Grammar checker to verify sentence structure; and use the Settings button to check the number of spaces between sentences.

The Thesaurus
Every writer occasionally suffers from the dreaded Writer's Block — the inability to pick a word or phrase to give a sentence the desired meaning or mood.  The next pair of sentences exemplifies my block for just the "right" word.

Often, I struggle to find just the right word, the word with the right meaning or the word with the right mood, and the right word is often downright impossible to think of.

Often, I struggle to find just the exact word, the word with the correct meaning or the word with the precise mood, and the appropriate word is often completely impossible to think of.

I used Word's thesaurus to convert the repetitive sentence into the more interesting sentence; I replaced the word "right" with other more meaningful words.

You can use Word's thesaurus to write more precisely or to show off and sprinkle a document with esoteric and arcane locutions — as I just did.

A thesaurus is a list of meanings for words and phrases.  It also contains synonyms and antonyms for words.  Synonyms for a word are other words with similar meanings.  Examples:  Enormous, Immense and Huge mean about the same thing.  Antonyms for a word are words with opposite meanings.  Examples:  Cold versus Hot; Tall versus Short.  Word's thesaurus lets you check the meaning of a word and its part of speech (adjective, adverb, noun, pronoun, etc.) and look up synonyms and antonyms for a word.

Remark:  Microsoft wants to make you say only nice things about folks as you write.  Microsoft has removed all offensive words from the Word thesaurus.  Look up the word "fool" and you won't find any nouns that could be used to call people names.  You must rely on a third-party add-on for Word to gain a full complement of synonyms and to gain complete definitions of words.  You can download a free thesaurus and dictionary at:

http://www.x-word.com/thesaurus/

Thesaurus Operation

You look up synonyms and antonyms for a word or a phrase with the Thesaurus dialog box.  Follow these steps to check the meaning of a word or phrase:

1.  Place the text cursor within a word or select a phrase.

2. Activate the Thesaurus command.

Perform 1 of these steps:

(1) Tap the Shift+F7 key.

(2) Pop up the Tools menu, pop up the Language menu and finally pick the Thesaurus item.

(3) Pop up the context menu; pick the Synonyms item; and finally activate the Thesaurus item.

A dialog box pops up with 6 controls.

Thesaurus Dialog Box

Here is a tour of the Thesaurus dialog box.

Meanings List Box Alt+M
This box lists meanings for the word or selected phrase.  The word with the closest meaning is highlighted, and its part of speech is indicated.

Many words — very common words and weird words — aren't listed in the Thesaurus.  Examples:  the words Locution and Pulcratude are omitted and, therefore, have no meanings to be listed.  The label for the Meanings list box becomes Alphabetical List when Word can't look up the word or phrase.  This happens when the word or phrase is absent from the Thesaurus or when it is misspelled by you.  This alternate list shows words that are near in spelling to the word or selected phrase.

Lots of words show single meanings.  Examples:  The words Esoteric and Convoluted have single meanings listed in the Thesaurus.  However, most words have several meanings listed.  Examples:  Check out the words "fancy" and "Careful".  You can, when a word has several meanings, navigate through the Meanings list and select the meaning you think is most appropriate for the current context.  (You don't have to agree with the Word program's choice.)

This list box may also contain either a Related Words option or an Antonyms option.

Replace With Combo Box
This list box contains the synonyms, antonyms or related words for the highlighted item in the Meanings list box.  Its label is Replace with Synonyms when the Meanings list shows synonyms; its label is Replace with Antonyms when the Meanings list shows antonyms.  Its label is Insert when the text cursor is in a blank area of the document, and you can insert a word.  (A seemingly silly option.)

Replace Button Alt+R
Activate this button to replace the word or phrase in the document with the word or phrase displayed in the Replace With text box.

Usually a bit of clean up is necessary after a replacement.  Check for noun-verb agreement, verb tense and the like.

Looked Up Combo Box Alt+K
The word or selected phrase in the document appears in the Looked Up combo box along with other items you previously looked up in the current Thesaurus session.  The label for the Looked Up combo box becomes Not Found when Word can't look up the word or phrase.  This happens when the word or phrase is absent from the Thesaurus or when it is misspelled by you.  Example:  Try to look up the word "locution".

Look Up Alt+L
Word lets you ignore the document and play.  Type a word or phrase in the Replace With text box and activate the Look Up button.  A list of meanings for this word or phrase appears in the Meanings list box.  (Use this option to check the meaning or find synonyms for a word you aren't sure of.)

Previous Alt+P
This button returns you to the previous word you looked up.  (This button appears after a word is looked up.)

Cancel Button Esc Key
You can browse the Meanings list and activate this button to leave the document text unaltered.

Thesaurus Exercises

Look up a synonym for a particular word.  Follow these steps:

Example 1
1. Type the word "careful" in a blank document and place the text cursor within this word.

2. Tap the Shift+F7 key to pop up the Thesaurus dialog box.

The word "cautious (adj.)" appears in the Meanings box.  The word "cautious" appears in the Replace With Synonym box.  The word "careful" appears in the Looked Up box.

3. Activate the Replace button to substitute "cautious" for "careful" in the document.

Example 2
1. Type the word "locution" in a blank document and place the text cursor within this word.

2. Tap the Shift+F7 key to pop up the Thesaurus dialog box.

The word "locution" appears in the Not Found box because it is omitted from the Thesaurus.  Near matches to the word "locution" are listed in the Alphabetical List that replaces the Meanings list.

3. Navigate the Alphabetical List to highlight a word.  This word appears in the Replace With box.  You can activate the Replace button to substitute the highlighted word for "locution" in the document.  This is a silly thing to do in this situation, but it may be useful when the word in the document is misspelled and the correct word is found in the list.

Thesaurus Summary

A thesaurus lets you perform various tasks:

Look Up Synonyms
Highlight a word in the Meanings box to display synonyms in the Replace With Synonyms box, or highlight a word in the Replace With Synonyms box and activate the Look Up button.

Replace A Word With A Synonym
Highlight a word in the Meanings box or in the Replace With Synonyms box and activate the Replace button.

Look Up Antonyms
Highlight the Antonyms item in the Meanings box.

Replace A Word With An Antonym
Highlight the Antonyms item in the Meanings box; highlight a word in the Replace With Antonym box; and activate the replace button.

Look Up Additional Synonyms
Type a word or phrase in the Replace With Synonym box, and activate the Look Up button.

The Error Checkers
An insecure writer, a poor writer or a novice writer corrects errors and writes simultaneously.  This combined effort inhibits the creative process but gives a would-be author a sense of accomplishment.

Microsoft likes a new Word user to feel good so Word flags errors while a user writes.  A potential error in spelling is flagged with a wavy red underline, and a potential error in grammar is flagged with a wavy green underline.  A user can ignore a wavy underline till later or address the potential error right then and there; a right click on the underlined word pops up a list of possible corrections.  A savvy writer turns this on-the-fly error notification off, concentrates on ideas and their organization and makes any necessary corrections after the text is well-written.  Word, by default, continuously checks for errors as a writer works.  The presence of an animated book icon with turning pages on the Status bar indicates that the Spell checker is active.  The pages stop turning when the writer stops typing and either a red X or a red check mark is displayed.  The presence of a red X means that an error is unresolved, and the presence of a red check mark means that all errors are addressed.

A blind writer should turn off these personally useless automatic checks and make corrections when the document is finished.  This process is definitely more convenient and avoids the introduction of new errors if text is frequently edited.  The best time to check for errors is just before you print out the final version of a document.  It is remarkable how many blunders are caught then.  The steps to disable this immediate error correction are presented in The Word Configuration chapter.

The Spell Checker

Word can't really spell words; it only compares words.  You type a word; then, Word compares what you typed with all the words in a long list of properly spelled words — its main dictionary.  There are 2 possible outcomes:  The typed word matches some word in the list, and it is deemed to be correct.  The typed word matches no word in the list, and it is considered to be a potential error.  Word instantly skips over a correct word, and Word stops at a potential error and offers suggestions.

Word's main dictionary contains commonly-used words, often misspelled words and lots of words which most of us have never used.  There are about 120,000 words included in Word's main dictionary.

Word doesn't call a flagged word misspelled; it only claims that this word is not in its main dictionary.  Example:  Most names of people and places aren't in the main dictionary.  Word stops at them, and you must decide whether you spelled them correctly.  Word gives you the opportunity to add them to a supplemental custom dictionary so they are considered correctly spelled and so they aren't flagged the next time you type them.  Common words that are flagged as not in the main dictionary are likely to be truly misspelled so confirm their correctness before you place them in a custom dictionary.  A misspelled word placed in a custom dictionary is considered legit and skipped over during an error check; that is, Word can't detect it!

You may spell a word correctly but use it in such a way to cause a different kind of error.  Example:  You must check the correct use of a homonym — a word that sounds just like another word — with the Thesaurus.  The phrases "Deer Mr. Smith" and "Too Whom It May Concern" are spelled correctly but won't win you admirers.  Some typos spell real words so are skipped over.  Example:  Did you mean to type "from" or "form"?  You must proofread the text to catch these kinds of mistakes.

Make sure the check boxes on the Spelling & Grammar tab page are properly checked before you start a Spell check.  The recommended settings are presented in the Word configuration chapter.

The Grammar Checker

The basic unit of expression in English is the sentence.  The rules that govern proper sentence structure are called Grammar which most of us supposedly learned while in grammar school.  These rules are too numerous and downright too complicated to remember.  Word's Grammar checker includes hundreds of rules to help you catch common grammar errors.

Word flags sentences that may contain possible capitalization, grammatical, or stylistic errors and suggests improvements.  Example:  Word would question the grammar of the sentence "This book were completed by me." and would flag 2 likely errors.  Word would ask about subject-verb agreement and about passive voice.  The nature of the material determines the appropriate style for a document.  Example:  A letter sent to a friend has a much different style than a letter sent to a business.  You can tell Word the style you want a particular document to possess.  Then Word applies grammar rules appropriate for that style.

Also, the words used in sentences and the structure of sentences within a document should match the reader's expected level of ability.  A child's book contains mostly simple words and short sentences; a college textbook, on the other hand, usually contains polysyllabic words and sentences with sophisticated structure.  Word can, after a grammar check, assess the reading level of a document.

You must perform a Spell check before Word can perform a successful Grammar check.  Often, it is easier to perform a Spell check by itself and then perform a Grammar check although you can perform these 2 tasks concurrently.  Make sure the check boxes on the Spelling & Grammar tab page are properly checked before you start a Grammar check.  The recommended settings are presented in the Word Configuration chapter.

A grammar check is often imperfect.  Word may flag a sentence that is correct or miss a sentence with several errors.  Only use a grammar check for advice.  Rely on a standard style guide and your judgment.

Check For Common Errors

Word checks for all kinds of errors.  You may spell a word incorrectly; you may capitalize a word improperly; or you may use a word inappropriately.  You may fail to capitalize a sentence; you may mismatch subject and verb within a sentence; or you may place words in the wrong order within a sentence.  Word searches for these and many other kinds of errors.  That is, Word performs a Spell check and a Grammar check at the same time.

The error check starts at the text cursor location and proceeds forward through the rest of the document.  So, place the text cursor at the start of a document when you wish to check the entire document.  You can also select a block of text and check just that text for errors; the block can contain just a word, phrase, paragraph, page, etc.

Error Check Procedure
You can check an entire document or just a portion of a document.  Follow these steps to start the error check process:

1. Position the text cursor within the document or select a block of text.

Nothing really happens when the document is blank.  Place the text cursor at the top of a document when you must check the entire document.  Select a block when you need to check newly typed text and when the rest of the document has already been checked.  This trick can save you lots of time and repeated effort.

2. Pop up the Spelling & Grammar dialog box.

Keyboard — tap the F7 key; mouse — click the Spelling & Grammar button on the Standard tool bar; menu — activate the Spelling & Grammar item in the Tools menu.

The error check commences at the text cursor or at the start of the block and a dialog box pops up.

3. Word stops if it encounters a suspected error and indicates the kind of error.

4. Uncheck the Check Grammar check box if you wish to perform just a Spell check.

5. You can manually fix the error, or you can pick a suggested remedy.

6. Word continues through the document or the block till it finds the next error or till the error check is completed.

7. Correct found errors till they are all vanquished.

Error Check Dialog Box
The dialog box that pops up when an error check is started adjusts its controls to match the error.  Example:  The label of the text box, that shows the potential error, changes to match the current error.  Other controls are replaced or disabled to meet current needs better.  So, you are advised to read the entire dialog box before you proceed.

Error Text Box

The sentence with the error — misspelled word, improperly capitalized word, and so forth — is placed in a text box.  The text cursor is placed after the suspected error.  The label of this text box describes the error.  Examples:  Not In Dictionary signals a misspelled word; Capitalization indicates an improperly capitalized word; and Subject-Verb Agreement flags a verb mismatch.  Also, the suspected error is highlighted in the document.

There are 4 ways to correct the error:

Manually edit the text in the Error text box, and then activate the Change button.

Highlight a suggested correction in the Suggestions list box, and then activate the Change button.

Tap the Esc key to cancel the error check.  The text cursor is placed at the error in the document.  Correct the error, and then restart the error check.

Click in the document.  Correct the error, and then click the Resume button.

Not in Dictionary

This indicates a truly misspelled word or a word omitted from the master dictionary.

Suggestions Alt+N

This list box contains possible corrections for the error presented in the Error text box.

This list box is unavailable (grayed out) when the Always Suggest check box is unchecked in the Spelling & Grammar tab page under Options in the Tools menu.

Ignore Alt+I

Activate this button to skip over this occurrence of this error in the document; that is, leave this particular error unchanged.

Ignore All Alt+G

Activate this button to skip over this and any other occurrence of this error in the document; that is, leave this particular error unchanged throughout the document.  (Use this feature when the error is really an unrecognized proper name, acronym, and so forth.)

Resume

This is a control that appears when the user clicks in the document and manually edits the error there.

Change Alt+C

Activate this button to change the item in the error text box with either your manual correction or your highlighted suggestion.

Change All Alt+L

Activate this button to change the item in the Error text box and any other occurrence of this item in the document with either your manual correction or your highlighted suggestion.

Add Alt+A

Activate this button to place a correctly spelled word absent from the Main dictionary into a custom dictionary.  Thereafter, this word is considered to be spelled correctly.

This button is unavailable (grayed out) when no custom dictionary is set up.  Follow these steps to set up a custom dictionary:

1. Activate the Options button.

2. Activate the Dictionaries button.

3. Check the Custom Dic check box if it is unchecked.

A custom dictionary is a Word document with 1 word per line.  You can manually edit this document to add new words or to delete misspelled or unwanted words.

4. Activate the OK button.

Delete Alt+D

You may unintentionally type the same word twice in a row.  The Change button becomes the Delete button when a double word is encountered.  Activate this button to remove the second occurrence of the word.

AutoCorrect Alt+R

A writer may often make the same typo or misspell the same word.  This error is caught when an error check is performed, but it is tiresome to correct the same mistake when it occurs in new documents.  There is a nifty solution:  tell Word the error, tell Word the correction and let Word automatically make the correction for you from then on.  Activate the AutoCorrect button to place an error with its correction into the AutoCorrect list.  Then, this error is automatically corrected the next time you type that error.  Only use this option when the error is a mistake which you frequently make and which you are likely to make in other documents.

You must give Word permission to AutoCorrect errors.  Follow these steps to give Word the go ahead:

1. Pop up the Tools menu.

2. Pick the AutoCorrect item.

3. Make sure the check box Replace Text As You Type is checked.

4. Activate the OK button.

Undo Edit Alt+U

This button lets you change your mind.  It undoes the last change you made.

Check Grammar Alt+K

Leave this check box unchecked when you only wish to perform a Spell check.

Options Alt+O

Activate this button to pop up the Spelling & Grammar dialog box that lets you set error check options.  At the top of this dialog box are the Spell check options.  At the bottom of this dialog box are the Grammar check options.

Grammar options include document style and readability statistics.  Word recognizes a document with a casual, standard, formal, or technical style and applies appropriate rules of grammar.  Word even lets you design a personal style.  Word gauges the document's complexity and suggests the educational level needed by a typical reader to understand the document's content fully.  This data — readability statistics — is presented when a grammar check finishes if this check box is checked.

Grammar options also include a Settings button that pops up a dialog box when activated.  In this dialog box is an option that checks the number of spaces between sentences.

Undo

Activate this button to reverse the last correction you made.

Cancel Esc Key

Activate this button to dismiss the dialog box.

Next Sentence Alt+N

Activate this button to ignore some or all of the problems in the current sentence and continue the grammar check with the next sentence.  Use this option when you wish to ignore the offered advice.

Close

Correct an error, then the Cancel button becomes the Close button.  Activate this button to stop the error check and to dismiss the Spelling & Grammar dialog box.

Error Check Suspend
You can stop an error check at any time to rewrite a bit of text or to take a rest.  The keyboard user taps the Esc key to stop an error check and taps the F7 key to resume an error check.  The mouse user clicks the document text to stop an error check and clicks the Resume button in the open Error Check dialog box to resume the error check.

Error Check Exercise
Correct the errors in a sample sentence.  Follow these steps:

1. Type the sentence "these dogg went  home." in a blank document and place the text cursor within this sentence.

This sentence contains 4 errors:  There is a misspelled word; the sentence is not capitalized; there are 2 spaces after a word; and there is a mismatched number agreement.

2. Tap the F7 key to pop up the Spelling & Grammar dialog box.

3. The misspelled word is found, and the correct word is suggested.  Activate the Change button to make the correction.

4. The miscapitalized word is found, and the correct capitalization is suggested.  Activate the Change button to make the correction.

5. The extra space is found.  Activate the Change button to remove this extra space.

6. The grammar error is found, and the correct number agreement is suggested.  Activate the Change button to make the correction.

7. The Readability Statistics message box pops up if its check box is checked.  Read the data about the educational level and then activate the OK button to dismiss this message box.

8. You are returned to the active document.

The corrected sentence "This dog went home." replaced the original sentence "these dogg went home."

Check Skipped Text
Word may fail to spell check certain text because the error checkers were turned off for this text.  Follow these steps to spell check this text:

1. Select the skipped text.

2. Pick the Language item in the Tools menu.

This displays the Language menu.

3. Pick the Set Language item

This displays the Language dialog box.

4. Pick the English Us item in the Mark Selected Text As list box.

5. Make sure the Do Not Check Spelling and Grammar check box is unchecked and activate the Ok button.

6. Run the spell check.

Word doesn't spell check text formatted with a decorative or symbol font.  Follow these steps to spell check this text:

1. Select this text.

2. Apply a different font to this text.

3. Run the spell check.

4. Reapply the original font to this text.

Word doesn't spell check hidden text.  Follow these steps to spell check this text:
1. Unhide this text.

Use the Show/Hide command:  keyboard — tap the Ctrl+Shift+8 key; mouse — click the Show/Hide button on the Tool bar.

2. Select this text.

3. Run the spell check.

4. Hide this text again.

Check For Spaces

The rules are:  Type 1 space between words.  Type 1 space between sentences when a proportional font like Arial is used.  Type 2 spaces between sentences when a non-proportional font like Courier is used.

It is easy to type too few or too many spaces.  It is very difficult, however, to find these kinds of errors — especially when a screen reader is used; so, let Word count the spaces.  Word counts the spaces between words when a Grammar check is performed, and you are notified when 2 or more spaces are found.  You can make Word also count the spaces between sentences when a Grammar check is performed.  Follow these steps to turn this option on:

1. Type a sentence in a blank document and place the text cursor within that sentence.

Some text is needed so the proper dialog box pops up.

2. Pop up the Spelling & Grammar dialog box:  keyboard — tap the F7 key; menu — pick this item in the Tools menu.

3. Pop up the Options dialog box.

4. Activate the Settings button and pop up the Settings dialog box.

Access Note:  This dialog box lacks shortcut keys to move to dialog items, and the Tab and Shift+Tab keys don't move the text cursor to all the items.  You are forced to rely on your screen reader's mouse hot keys to navigate this dialog box and to activate certain items.

Position the mouse pointer at the top of the dialog box and move right a word at a time with the mouse hot keys.  There are 3 "required" items listed.  Place the mouse pointer on the "Spaces required between sentences:  Don't check" item and left click.  This pops up a 3-item menu.  Rely on the Up/Dn keys in the Column of keys to navigate this menu and tap the Enter key to pick the desired setting.

5. Activate the OK button to close the Settings dialog box.  Now, when a grammar check is performed, Word counts the spaces between words and also between sentences.

Chapter Summary
This chapter offers a writer a proofreader's toolkit.  Use the Thesaurus to check the meaning of a word; use the Spell checker to verify the spelling of a word; use the Grammar checker to verify sentence structure; and use the Settings button to check the number of spaces between sentences.  This proofreader's toolkit lets a writer prepare a professional document an editor can enjoy and perhaps publish.  This chapter is a must read for a professional writer.

CHAPTER 24:  COMPUTER KEYBOARD LAYOUT
You interact with your PC via its keyboard and its mouse.  The keyboard lets you type text and commands.  The mouse, on the other hand, lets you aim at an item on the computer display and do something with it or have it cause something to happen.

The keyboard is your primary input device as a blind user.  Keys are classified by their location on the keyboard or by their assigned tasks.  This chapter describes the layout of the standard 101-keyboard and its extension, the 104-keyboard, and how its keys can mimic the actions of the computer mouse.

Remark:  There are keyboards that possess the proper complement of keys, but reposition some of them to be contrary.  The 2 most common keyboard layouts are described in this chapter.

The 101-Keyboard
Your typewriter or braillewriter, if you still own that kind of device, has something in common with your PC; namely, both possess a keyboard.  The standard computer keyboard is just a fancy typewriter keyboard with a lot more keys, 101 keys in all.  Here is a guided tour of the standard desktop keyboard.

The computer keyboard has a Key Repeat feature.  Press and hold any key, then the key is typed repeatedly until you release it.  This feature is sometimes an advantage; for instance, press and hold the Dash key to make a dashed line.  Other times, it is an annoyance because you can type an accidental sequence of repetitive characters by merely resting your finger on a key too long.

Access Note:  The accessibility options in Windows XP let you set the Delay Time between key tap and key action and let you set the Repetition Rate after a key begins to repeat.  Typists with physical problems may find it helpful to set a long delay and a low repetition rate.

Computer Keyboard Layout
The standard 101-keyboard is divided into 5 distinct groups of keys.  There is a Main keyboard with 58 keys that occupies the left 2 thirds of the keyboard.  There is a Column of keys with 10 keys, and there is a Block of keys with 17 keys.  Together, they occupy the right 1 third of the keyboard.  The Long row of keys with 13 keys lies directly over the Main keyboard.  The Short row of keys with 3 keys lies directly over the Column of keys.  Nothing lies over the Block of keys.

Access Note:  (1) A screen reader can indicate a key as you tap it.  Pay attention to this key echo.  Use this feature to familiarize yourself with the keys and their placement on your keyboard.  (2) There are cut-and-paste keyboards that let you rearrange the various key blocks.  These keyboards are of benefit to left-handed users and to persons with single-hand impairment.  (3) The Natural Keyboard, manufactured by Microsoft, has an ergonomic design that speedy typists love and that motor-impaired users may find more accessible.

The Main Keyboard

This part of the keyboard extends about 11 inches from left to right and about 5 inches from front to back.  It contains 5 rows of keys, 58 keys in all.

The front row of the 101-keyboard contains 5 keys, the SpaceBar key with 2 keys to its left and 2 keys to its right.  It is laid out like this:

Ctrl Alt SpaceBar Alt Ctrl

Ctrl and Alt denote the Control and Alternate keys.

The row behind the front row contains 12 keys, 10 typewriter keys flanked by a pair of extra wide Shift keys.  It is laid out like this:

Shift 10 keys Shift

The middle row contains 13 keys, 11 typewriter keys with the extra wide CapsLock key to their left and the extra wide Enter key to their right.  It is laid out like this:

CapsLock 11 keys Enter

There is a tiny light under the CapsLock key that lights up when this key is locked.  The other big key, the Enter key, is labeled with the word "Enter" or sometimes with a curved arrow.

Remark:  This key is called the Enter key because it descended from a machine on which an operator entered numbers.  Whereas, a typewriter sported a Return key so a typist could return to the left side of the page.  This key does both functions and a lot more.

The middle row is called the Home Row because that's where your fingers should rest when you type.  Place your left index finger on the F key and your right index finger on the J key.  Usually, the Home row keys F and J possess a raised dot or mark so that you can feel them as different.

Access Note:  You can place peel-and-stick locator dots on specific keys to aid in their location by touch.  Also, braille and large print keytop stickers are available for the entire Main keyboard.

The row behind the Home row contains 14 keys, 10 typewriter keys with the extra wide Tab key to their left and the 2 Bracket keys and the BackSlash key to their right.  It is laid out like this:

Tab 10 keys 2 Brackets BackSlash

This row is usually called the QWERTY Row because it has the letters q w e r t y within it.

The last row, the back row, contains 14 keys, 10 digit keys with the Accent key to their left and the Dash, Equal and BackSpace keys to their right.  It is laid out like this:

Accent 10 digits Dash Equal BackSpace
This row is usually called the Number Row because it contains the 10 digits.

Remark:  There are 2 possible layouts for the 101-keyboard.  The newer layout with the Enter key as a double-wide key is the most convenient.  But, there is another older layout with a double-wide Enter key with an upward piece to the right of the QWERTY row.  A newer keyboard has QWERTY and Number rows with 14 keys.  But, an older keyboard has a QWERTY row with 13 keys and a Number row with 15 keys.

The computer keyboard lacks a Carriage Return key, for it is not needed.  Your PC and its printer work in a somewhat different fashion than your typewriter or braillewriter.  The Enter key to the right of the Home row, its replacement, is something quite different.  It lets you enter all kinds of commands into your PC, and it lets you break the flow of text in a document.

The 3 Pair of Modifier Keys

Here is a surprise.  The computer keyboard has 3 pairs of Modifier keys instead of 1 pair:  2 Alternate keys, 2 Control keys, and 2 Shift keys (3 pairs of keys for the price of 1).  Use the left key of a pair with the left hand, and use the right key of a pair with the right hand; both keys in a pair usually do the same thing.

Access Note:  (1) The keyboard in a laptop PC most often has the left Modifier keys but lacks the right Modifier keys because the keyboard is usually rearranged so other keys occur where the right Modifier keys would normally occur.  This rearrangement of keys is nonstandard and is usually very awkward.  (2) Programs that provide access for the disabled often distinguish between the left and right Modifier keys.  Example:  You must press, at the very same time, the Left Alt key, the Left Shift key, and the Print Screen key to switch high display contrast on and off — an access feature in Windows XP often appreciated by the low-vision user.

The Alternate keys (labeled Alt for short) flank the SpaceBar key, and the Control keys (labeled Ctrl for short) in turn flank these keys.  In other words, you have the row of keys:

Ctrl Alt SpaceBar Alt Ctrl

in the very front of the Main keyboard.

The Shift keys are extra wide keys that flank the row of 10 typewriter keys located behind the front row.  They occupy the same places as on a typewriter.

Sometimes, you need to press and then quickly release a key; that is, you must tap a Key.  A tap of a key on a nice keyboard makes a click.  This sound lets you know that you really tapped the key.  (You don't need to tap hard; a gentle tap works just as well as brute force.)

Often, just a tap of a key does some worthwhile task.  Examples:  You tap a Letter key to type that letter.  You tap the Alt key, while in a program, to jump to the menu bar of that program.  (The phrase Press a Key in most Windows XP documentation means Tap a Key.)

Other times, you need to press and hold a key and then tap another key.  Example:  You press and hold the Shift key and then tap a Letter key to type its uppercase form.

Typically, you use a single Modifier key with another key to make a new key.  In this situation, you use a Modifier key in 3 steps:

1. First, press and hold a Modifier key.

2. Next, tap the other key.

3. Finally, release the Modifier key.

This 3-step process — press and hold a key, then tap another key, and finally release the first — is expressed, in this book and in other Windows XP documentation, via a plus sign (+) between the designations for the 2 keys.  Example:  Ctrl+Esc means press and hold the Control key, then tap the Escape key, and finally release the Control key.  (This key combination opens the Start window in Windows XP as discussed later.)

Sometimes, you need to press and hold 2 modifier keys, then tap another key, and finally release the modifier keys.  Example:  You press and hold the Alt and Ctrl keys and then tap the Del key to restart Windows XP.

Sometimes, you need to tap 2 keys in succession.  This is indicated via a comma (,) in this book and in other Windows XP documentation.  Example:  Alt, F means tap the Alt key, and then tap the F key.  (This 2-key sequence pops up, when a program is active, the File menu for that program.)

The CapsLock key, an extra wide key, left of the Home row is a convenience if you understand its purpose.  It lets you type long sequences of upper-case letters without the need to hold down the Shift key while you type.  Suppose that you wish to type the sentence:

THE LAZY DOG JUMPED OVER THE QUICK BROWN FOX.

entirely in capital letters.  You must switch left and right Shift keys several times to accomplish this feat of finger dexterity.  Instead, tap the CapsLock key, located to the left of the Home row, to lock it.  You are then in upper-case mode.  Now, just type the letters in the sentence.  Then tap the CapsLock key to unlock it — to return to lower-case mode.

The CapsLock key is a great annoyance if you misuse it.  Example:  Forget to release the CapsLock key, then you continue to type capital letters.  The CapsLock key is quite handy if you properly use it.  Example:  Press and hold the Shift key, when the CapsLock key is on, to get a lower-case letter — the CapsLock state is turned off for that — a very convenient feature if you need to type most everything capitalized except for an occasional letter.

The CapsLock key only affects letters; it neither changes digits into symbols nor punctuation marks into other characters.  You must bring these characters into existence with the Shift keys!

Access Note:  A screen reader may indicate the new state of the CapsLock key as you tap it.  Pay attention to the state message.  It may assert, when tapped, either Caps On or Caps Off.

The Long Row of Keys

There is a row of 13 keys over the Main keyboard.  It contains the Escape key (Esc for short) to the far left and the 12 so-called Function Keys, divided into 3 groups of 4 keys, to the right.  It is laid out like this:

Esc F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

You can tap any of these keys by itself or in conjunction with a Modifier key.  The Alternate keys are written as Alt+Esc and Alt+F1 through Alt+F12; the Control keys are written as Ctrl+Esc and Ctrl+F1 through Ctrl+F12; and the Shift keys are written as Shift+Esc and Shift+F1 through Shift+F12.  These notations mean:  (1) First press and hold the required Modifier key (Alt, Ctrl, or Shift); (2) then tap the Esc key or the desired Function key; and (3) finally release the Modifier key.

The Esc key lets you change your mind — leave a menu, halt a task in progress, and so forth — hence the name Escape key.  Example:  A tap of the Ctrl+Esc or either Win key opens the Start window, then a tap of the Esc key closes that window.

Windows XP assigns common functions (tasks, commands, and so forth) to the F1 through the F12 keys and their modified counterparts — hence the name Function key.  Examples:  A tap of the F1 key pops up help; a tap of the Alt+F4 key exits a program.

These 52 key combinations give you access to a vast array of common and exotic features from which you may choose at will.  You will recall with ease your favorites after awhile; you can look up others when they are needed.

Remark:  The tasks and commands assigned to Function keys by Windows XP are the same tasks and commands assigned to Function keys by other programs.  This consistency of key chores is a major benefit of Windows XP.  In the old days, different programs used Function keys for dissimilar actions which frustrated users and taxed their memories.

The Column of Keys

The Column of keys is located to the right of the Main keyboard and is 3-keys wide and about 5 inches from front to back.  It contains 2 clusters of keys, 10 keys in all.

The top cluster of keys contains 6 keys arranged in 3 columns.  It is laid out like this:

Column 1:  Ins key over Del key

Column 2:  Home key over End key

Column 3:  PgUp key over PgDn key

Ins is short for Insert; Del is short for Delete; PgUp is short for Page Up; and PgDn is short for Page Down.

The bottom cluster of keys contains 4 keys arranged in 3 columns.  It is laid out like this:

Column 1:  Left arrow

Column 2:  Up arrow over Down arrow

Column 3:  Right arrow

The Down arrow is located between the Left arrow and the right arrow, and the Up arrow is over the Down arrow.

The 2 keys Ins and Del let you alter text and are called, therefore, Edit Keys.  The other 8 keys let you move through text and are called, therefore, Navigation Keys.

Access Note:  A screen reader may indicate an Edit key or Navigation key as you tap it.  Pay attention to this key echo.  Use this feature to familiarize yourself with these keys and their placement on your keyboard.  But, turn off the key echo when you really intend to use these keys, for you get both the key echoes and the text — quite annoying and confusing.

The Short Row of Keys

There is a row of 3 keys over the Column of keys.  It is laid out like this:

PrtScrn Scroll Lock Break

The Print Screen Key
A tap of the PrtScrn key captures the contents of the entire computer display and places them onto the Clipboard.  It provides a simple and quick way to save a display full of text and images.  You can paste the saved display contents into any graphics program.  (A tap of the Alt+PrtScrn key captures just the contents of the active window.)

The Scroll Lock Key
The middle key lacks a useful function in Windows XP.  So, just ignore this key.

Access Note:  A screen reader may indicate the new state of the ScrollLock key as you tap it.  Pay attention to the state message.  It may assert, when tapped, either Scroll On or Scroll Off.  Make sure that the ScrollLock key is off for normal display activity.

The Break Key
The right key is rarely used by itself, but has a function when teamed up with either Win key.  A tap of a Win+Break key displays the System Properties dialog box.  (You can safely ignore this technical tidbit.)

The Block of Keys

The Block of keys is located to the right of the Column of keys.  It is 4-keys wide; it contains 5 rows of keys; and it is about 5 inches from front to back.  There are 17 keys in all; 3 keys are doublewide keys.  This Block of keys duplicates the 10 keys in the Column of keys in a different and sometimes more convenient layout and includes 7 more keys to aid in math.

Recall that the Long row of keys is located over the Main keyboard, and the Short row of keys is located over the Column of keys.  Over the Block of keys is empty space where more keys may someday reside.

The Block of keys can act as a Number pad or as a Navigation pad.  The key in its upper-left corner, called the NumLock Key, lets you switch between Number pad and Navigation pad operation.  The Block of keys works as a Number pad when the NumLock key is on and works as a Navigation pad when the NumLock key is off.  There is a tiny light under the NumLock key that lights up when this key is locked.

There is a key within the Block of keys that serves as a Center key.  Sometimes the Center key possesses a raised dot or mark so that you can feel it as different.

The Center key is at the center of a square of 9 keys that has a dual role; the square of keys may operate as a Number pad or as a Navigation pad (alias Cursor pad).

The Number pad resembles a telephone keypad but inverted; that is, the 1‑2‑3 row is at the bottom rather than at the top.  The Center key is the 5-key at the center of the middle row.

Access Note:  A screen reader may indicate the new state of the NumLock key as you tap it.  Pay attention to the state message.  It may assert, when tapped, either NumLock On or NumLock Off.

Windows XP at start up sets the Block of keys to Navigation pad operation.  You can tap, however, the NumLock key at the upper-left corner of the Block of keys to set the keys to Number pad operation instead.  Now, you can tap the number keys.  Tap the NumLock key again when you want to navigate.

You can ask an advanced user to make Windows XP turn NumLock on for any user account or for all user accounts.  Here are the steps:

1. Launch the Notepad program.

2. Type the next 2 lines:

set WshShell = CreateObject("WScript.Shell")

WshShell.SendKeys "{NUMLOCK}"

3. Save the file as "numlock.vbs" (including the quotes).

This properly creates the file with the .vbs extension.  The icon changes from a Notepad icon to a script icon.

4. Copy the Numlock.vbs file to the user's Startup folder which is normally found in the user's profile path.

5. Or, copy the Numlock.vbs file to the Startup folder in the All Users profile so NumLock is turned on for all users.  The default path for this folder is:

Documents and Settings\All Users\Start Menu\Programs\Startup

Remark:  An antivirus utility like Norton 2002 may object to this script.  Just let that program authorize this script.

The NumLock key is a great annoyance if it is set opposite to your preference.  Example:  You continue to type numbers if it is set to Number pad operation, when you really mean to move the cursor.  However, the NumLock key is quite handy if you properly use it.  Example:  Press and hold the Shift key when the NumLock key is on when you want to move the cursor — the NumLock state is turned off for that — a very convenient feature if you need to mostly type numbers except for an occasional cursor movement.

Number Pad Operation
The Number pad is the Block of keys with the NumLock key on.  Use the Number pad when you need to enter lots of numbers into a spreadsheet or accounting program.  Here it is:

The front row of the Number pad contains 3 keys, the 0 key with 2 keys to its right.  It is laid out like this:

Zero Decimal Enter

They denote the digit 0, the decimal point and the Enter key.

The row behind the front row contains 4 keys, 3 number keys and the Enter key.  It is laid out like this:

One Two Three Enter

They denote the digits 1, 2, 3 and the Enter key.

The middle row contains 4 keys, 3 number keys and the Plus key.  It is laid out like this:

Four Five Six Plus

They denote the digits 4, 5, 6 and the Addition key.

The row behind the middle row contains 4 keys, 3 number keys and the Plus key.  It is laid out like this:

Seven Eight Nine Plus

They denote the digits 7, 8, 9 and the Addition key.

The last row, the back row, contains 4 keys, the NumLock key and 3 math keys to its right.  It is laid out like this:

NumLock Slash Star Minus

They denote the NumLock key, the Division key, the Multiplication key and the Subtraction key.

Graphic Pad Operation
The Main Keyboard lets you type exactly 94 print characters; its keytops are imprinted with these characters.  But, the 101-keyboard actually lets you type a total of 254 print characters — the 94 print characters located on the Main keyboard and another 160 graphic characters.  The Block of keys lets you type all of these 254 characters via the Alt key.  Here are the steps:

1. Make sure that NumLock is on.

2. Press and hold either Alt key.

3. Type a number from 1 to 254 on the Block of keys.

4. Release the Alt key.

The standard 94 print characters are entered with the Alt‑33 through Alt‑126 keys.  Often useful, but unusual, print characters are entered with the other Alt+Numbers.  Examples:  Alt‑1 through Alt‑10 display, respectively, a Smiling Face, Inverted Smiling Face, Heart, Diamond, Club, Spade, Dot, Inverted Dot, Circle, and an Inverted Circle.

Navigation Pad Operation
The Navigation pad (alias Cursor pad) is the Block of keys with the NumLock key off.  Use the Navigation pad when you need to browse text in a word processor or database program.  Here it is:

The front row of the Navigation pad contains 3 keys, the Insert key with 2 keys to its right.  It is laid out like this:

Ins Del Enter

They denote the Insert, Delete and Enter key.

The row behind the front row contains 4 keys, 3 Navigation keys and the Enter key.  It is laid out like this:

End Dn PgDn Enter

They denote the End key, the Down Arrow key, the Page Down key and the Enter key.

The middle row contains 4 keys, 3 Navigation keys and the Plus key.  It is laid out like this:

Left Center Right Plus

They denote the Left 'Arrow key, the middle key that is inactive, the Right Arrow key and the Addition key.

The row behind the middle row contains 4 keys, 3 Navigation keys and the Plus key.  It is laid out like this:

Home Up PgUp Plus

They denote the Home key, the Up Arrow key, the Page Up key and the Addition key.

The last row, the back row, contains 4 keys, the NumLock key and 3 math keys to its right.  It is laid out like this:

NumLock Slash Star Minus

They denote the NumLock key, the Division key, the Multiplication key and the Subtraction key.

The Special Keys

The 4 Keyboard Toggle Keys
You may have noticed the similarity between the CapsLock key and the NumLock key.  A tap of either key switches its feature (capital letters or numbers) on and off.

A key or key combination that changes something with a single tap and changes it back with another tap or turns a feature on and off is called a Toggle Key.  Your keyboard has 4 toggle keys:  CapsLock key, the ScrollLock key, the NumLock key, and the Insert key (labeled Ins for short).  The CapsLock key, an extra wide key, is left of the Home row; the ScrollLock key is the left key in the Short row of keys; the NumLock key is in the upper-left corner of the Block of keys; and the Ins key, a double wide key, is in the lower-left corner of the Block of keys.  The Ins key is the same key as the 0-key but with the Navigation pad activated; that is, with NumLock off.

Access Note:  A screen reader may indicate the new state of a toggle key as you tap it.  Pay attention to this state message.

Windows XP and other programs have dozens of keys and key sequences that act as toggles.  Examples:  In Windows XP, tap the key combination Left Alt+Left Shift+PrtScr to turn high display contrast on and off.  In a word processor, tap the Ctrl+B key to switch between normal and bold text.

The New Keys
Keyboards especially designed for Windows XP have 104 keys instead of 101 keys.  The 3 additional keys are conveniences for the Windows XP user.  (You can still use the 101-keyboard if you like.)

The front row of the 104-keyboard contains 8 keys, the SpaceBar key with 3 keys to its left and 4 keys to its right.  It is laid out like this:

Ctrl Win Alt SpaceBar Alt Win Ctxt Ctrl

Win denotes the Windows key; its keytop looks like the Microsoft logo (a little flag).  Ctxt denotes the ConText key (also called the Application Key); its keytop looks like a menu.

A tap of the Windows key opens the Start window; the Ctrl+Esc key does the same on the 101-keyboard.  A tap of the ConText key pops up the context Menu (alias Shortcut Menu) for the item with the keyboard focus in the Display Area; the Shift+F10 key does the same on the 101-keyboard.  (these menus are described in The 3 Menus chapter.)

The Windows key is another Modifier key.  You can press and hold it and then tap another key to make something happen.

The Hot Keys
A screen reader can automatically announce keys as you tap them and can automatically read text and graphic elements as they are displayed.  But, you also need, as a blind user, a way to review or reread material already on the computer display.  A screen reader must provide you with special keystrokes, called Hot Keys, that let you browse displayed text and graphic elements.  Examples:  A screen reader may use the Ctrl+W key to read the current word and the Ctrl+S key to read the current sentence.

Windows XP and other programs lay claim to lots of the available keystrokes.  Examples:  The Alt+Letter keys are used to pop up menus, and the Ctrl+Letter keys are assigned tasks by Windows XP and other programs.  Most of the 48 Function keys also have jobs.  Examples:  The F1 key pops up help for a program, and the Alt+F4 key exits a program.

There are 3 ways to assign a hot key:  let a key do double duty, pick a weird key, or make up a new key.  Here are the details in brief.

You can assign, for example, the Ctrl+C key to read the character at the cursor even though Windows XP lays claim to it as the Copy command.  The trick is:  Tap the Ctrl+C key when you want to read the current character, but tap a special Pass key and then tap the Ctrl+C key when you want to have Windows XP copy something.  The special Pass key passes the keystroke along to Windows XP.  This approach lets you pick any key that you like as a hot key.  But, its disadvantage is that you must often type 2 keys instead of a single key to make Windows XP or a program do something.

It is best to select a key as a hot key that Windows XP and other programs never need, but these keys are rare indeed.  Example:  Windows XP lays claim even to the Ctrl+Alt+Letter keys as shortcut keys for Desktop shortcuts as described in the Customize the Desktop chapter.  These keys let you start programs with single key taps.

A screen reader may use a key as a new Modifier key.  The Ins key in the Block of keys is usually chosen for this purpose.  You press and hold this Ins key, tap another key, and finally release the Ins key.  You may use, for example, the Ins+Center key to read the current word.  This approach is often best for 2 reasons.  You avoid key conflicts with Windows XP and other programs and avoid the need to type a Pass key.

The Mouse Keys
The computer mouse requires that you possess a great deal of hand-eye coordination.  That is you must push the mouse around while you watch its pointer traverse the computer display and stop it when the pointer is precisely over a specific item or spot.  This is very difficult or impossible to do if you are motor impaired or visually impaired.  The Accessibility Options in Windows XP let the motor-impaired user tap hot keys in the Block of keys to move the mouse pointer and click or double click the mouse.  Hot keys in A screen reader let you, as a blind user, move the mouse pointer to a specific item (like the next icon or next button) and click or double click the mouse.  So, you can still perform mouse functions even though you are unable to manipulate the physical mouse.

Keyboard Focus
Windows XP and other programs present multiple items at the same time on the computer display.  These various items (the primary subject of this tutorial) can respond to keyboard activity.  However, only a single item at a time can respond to keyboard activity.  The item that is currently able to respond to keyboard activity is said to possess the Keyboard Focus — often called the Input Focus or the System Focus.

The visual form of the keyboard focus moves and changes with the current context.  That is, the item with the keyboard focus is made to look different — has a different color, has a dotted outline, has a darker border, etc. — so a sighted user can immediately see which item and what kind of item possesses the keyboard focus.  Examples:  In a text box, it appears as a text cursor or insertion point that marks the place where text is about to be typed.  In a dialog box, it appears as a dotted outline that surrounds the control about to be activated.

Keyboard Navigation

Some of the keys on the computer keyboard let you move the keyboard focus from item to item.  The keys that let you move the keyboard focus depend on the current context.  Examples:  You rely on the Up/Dn keys to move the keyboard focus through items in a vertical list and on the Left/Right keys to move the keyboard focus through items in a horizontal list.  You rely on the Tab key and the Shift+Tab key to move the keyboard focus through parts of the Desktop or through controls in a dialog box — a form-like window.  The keys that let you move the keyboard focus are called Navigation Keys.

Keyboard Cursors

The mechanical critter that you tap on looks and feels like a typewriter; it maintains its mechanical physique no matter how fast or often you tap keys.  But, the keyboard when at work, wears different attire (cursor types) to indicate its various jobs.  Windows XP is ready to perform a different task when the keyboard cursor assumes a new visual form.  The visual appearance of the keyboard cursor is determined by its position on the computer display and by the task to be performed.  That is, the cursor lets a sighted user see where the keyboard focus is located on the computer display and see what activity is in progress.  Next, the names of some important cursor types, how they look, and what they mean are presented.

The Text Cursor — this cursor looks like a short vertical bar that blinks.  It marks the spot in a document or in a text box where text is about to be typed.

The Highlight Cursor — this cursor looks like a colored patch, rectangular in shape.  In a menu or list, it overlays the selected item.

The Dotted Cursor — this cursor looks like a dotted outline, rectangular in shape.  In a dialog box, it surrounds the item to be activated.

Access Note:  A screen reader may possess a hot key that announces the current item — the item that possesses the keyboard focus.  Frequently use this hot key to verify which item currently has the keyboard focus.

You don't really need to pay much attention to the visual form of the current cursor.  Its appearance is discussed so you can communicate effectively with sighted peers.  A sighted friend might ask you, for example, to move the dotted rectangle to the next item in a dialog box.  You just tap the Tab key in response.

The Default Item

Windows XP and other programs give some predetermined item in the current context the keyboard focus.  This predetermined item is called the Default Item, and it is usually the item most frequently accessed by the typical user in that context.  Examples:  The default item, when you go to stop your PC, is the Standby item instead of the Turn Off item.  The default item, when you jump to the menu bar of a program, is the File item, for you most frequently wish to do something with a file — document, picture, or whatever the program handles.

Chapter Summary
Keyboard Basics

The keyboard possesses 101 or 104 distinct keys.  You can press and hold a key to type that key repeatedly.

The keyboard is physically divided into 5 distinct sections.  The Main keyboard has 5 rows of keys with 58 or 61 keys and resembles a typewriter keyboard.  Over it is the Long row of 13 keys that includes the Escape key and the 12 Function keys.  Right of the Main keyboard is the Column of 10 keys that includes the Edit keys and the Navigation keys.  Over it is the Short row of 3 keys that includes the ScrollLock and Print Screen keys.  Right of the Column of keys is the Block of 17 keys that includes the Edit keys, the Navigation keys and 7 Math keys.  Over it is empty space where more keys may someday reside.

There are 3 standard uses for the Block of keys:  it acts as a navigation pad when the NumLock key is off; it becomes a number pad when the NumLock key is on; and it serves as a Symbol pad when the NumLock key is on and when the Alt key is depressed.

The middle row of the Main keyboard is called the Home Row because that's where you rest your fingers when you type.  The F and J keys are the Home keys; that's where you place your index fingers.  Peal-and-stick locator dots, braille labels and large print stickers are available to aid the blind or low-vision typist.

The Enter key, located at the far right of the middle row of the Main keyboard, replaces the classic Carriage Return key found on typewriters.  The Enter key lets you execute commands and lets you break the flow of text in a document.

The front row of the Main keyboard contains 5 or 8 keys:  the SpaceBar key; the 2 Alternate keys and the 2 Control keys; perhaps, the 2 Windows keys and the ConText key.

The Modifier Keys

You tap a key when you press and then quickly release it.  Example:  Tap a Letter key to type that letter.

The keyboard possesses 3 or 4 distinct pairs of Modifier keys.  Tap a Modifier key (Alt, Ctrl, Shift, or Win) to perform its associated task, if any.  Examples:  In any program, tap the Alt key to jump to its menu bar.  In a screen reader, tap the Control key or the Shift key to silence the voice synthesizer or the sound card.  In Windows XP, tap the Windows key to open the Start window.

A Modifier key used with a second key makes a third key.  In this instance, you use a Modifier key in 3 steps:  (1) First press and hold a Modifier key; (2) then tap the other key; and (3) finally release the Modifier key.  Examples:  Press and hold the Shift key and tap a Letter key to type its uppercase form.  Also, press and hold the Shift key and insert a compact disk into its drive to bypass auto-play.  Press and hold the Control key and tap the Escape key to open the Start window from anywhere within Windows XP.

The action, press and hold a key, then tap another key, and finally release the initial key, is written, in this book and in other Windows XP documentation, via a plus sign (+) between the key designations.  Example:  Tap the Alt+F key combination to pull down the File menu for any program.  The taps of 2 keys in succession are written as their key designations separated by a comma (,).  Example:  tap the Alt key, then tap the F key to pull down the File menu for any program.

The 4 Keyboard Toggle Keys

A key or key combination that does something with a single tap and undoes that thing with another tap is called a Toggle Key.  The keyboard has 4 toggle keys:  the CapsLock key, the ScrollLock key, the NumLock key, and the pair of Insert keys (labeled Ins for short).  Windows XP and other programs have dozens of keys and key sequences that act as toggles.  Examples:  In Windows XP, tap the Left Alt+Left Shift+Print Screen key combination to turn High display Contrast on and off.  In a word processor, tap the Ctrl+I key to switch between normal and italic text.

The Hot Keys and the Mouse Keys

A screen reader lets you use keys that allow you to reread units of text (characters, words, lines, and more) and lets you move the mouse pointer and click the mouse.  These assigned keys are called Hot Keys.  There are 3 ways to assign a hot key:  let a key do double duty; use a weird key; make up a new key.  You must pick hot keys with care to avoid conflicts with Windows XP and other programs.

Keyboard Focus

Multiple items are presented on the computer display.  But, only a single item at a time can respond to keyboard activity.  This item is said to possess the Keyboard Focus.

Keyboard Navigation

Some of the keys on the computer keyboard move the keyboard focus from item to item.  Which keys move the keyboard focus depend on the current context and on the type of items currently displayed.  The keys that move the keyboard focus in various situations are carefully presented in this book.

Keyboard Cursors

A cursor is nothing more than a visual cue that marks the spot where the keyboard focus is currently located.  The visual appearance of the keyboard cursor is determined by its position on the computer display and by the task about to be performed.

The Default Item

Windows XP and other programs give some predetermined item in the current context the keyboard focus.  This predetermined item is called the Default Item, and it is usually the item most frequently accessed by the typical user in that context.

Keyboard Tasks

You can do 5 things with the keyboard.  You can tap any key to enter it.  You can hold a Modifier key and tap a second key to make a third key.  You can repeat any Text key to create a sequence of identical characters.  You can tap a Navigation key to move the keyboard focus.  You can tap a Shift+Navigation key to pass the keyboard focus over text to highlight it.  This process selects it.  Then, you can do something with it (like copy it) or to it (like make it appear bold).

CHAPTER 25:  COMPUTER KEYBOARD FUNCTIONS
The keyboard can serve as your primary input device.  Its keys are classified by their location on the keyboard or by their assigned tasks.  This chapter describes the tasks that you can accomplish with the keyboard.

Key Labels
In this book certain keys are given designations.  Here is a list of these designations.

Modifier Keys:

Alt key — either Alternate key

Ctrl key — either Control key

Shift key — either Momentary shift key

Win key — either Windows key

Arrow Keys:

Left key — either left Arrow key

Right key — either right Arrow key

Up key — either up Arrow key

Dn key — either down Arrow key

Extreme Keys:

Home key — either Home key

End key — either End key

Page Keys:

PgUp key — either Page Up key

PgDn key — either Page Down key

Tab Keys:

Tab key — the forward Tab key

Shift+Tab key — the reverse Tab key

Edit Keys:

BS key — the BackSpace key

Del key — either Delete key

Ins key — either Insert key

Toggle Keys:

CapsLock key — the Capital Letter lock key

Ins key — either Insert key

NumLock key — the Numeric Lock key

ScrollLock key — the Scroll Lock key

New Keys:

Context key — the Context Menu key

Win key — either Windows key

Other Keys:

BackSlash key — the BackSlash character

Enter key — either Enter key.

Esc key — the Escape key

Prt Scr key — the Print Screen key.

SpaceBar key — the Space key

Keyboard Tasks
You can do 5 things with the keyboard, and there are 5 terms that describe what you can do.  Here are the key terms, tasks, and some useful details.

Tap — press and quickly release a key.  The key is entered on the down stroke.

Hold — press and don't release a Modifier key.  You hold a Modifier key (like the Alt, Ctrl, Shift, or Win key) and then tap a second key to make a third key.

Repeat — hold a Text key.  You repeat a Text key (like the Hyphen or Underscore key) to make a sequence of identical characters.

Navigate — tap a Navigation key.  You tap a Navigation key (like a Tab, Arrow, Page, or Extreme key) to reposition the keyboard focus.

Select — tap a Shift+Navigation key.  You can tap a Shift+Navigation key (like the Shift+Home key) to move the keyboard focus over text to highlight it.  This process selects the text.  Then, you can do something with the selected text (like copy it) or something to it (like make it appear bold).

Text Keys

The keys located on the Main keyboard are called Text Keys because they let you type text.  Taps of Text keys enter the corresponding characters and typically show them on the computer display.  However, the characters produced by the SpaceBar, Tab and Enter keys aren't usually displayed as characters.  Instead, they usually cause White Space to appear on the computer display.  In some contexts, Text keys are used for navigation or for activation of commands.

Access Keys

Access keys, also called Mnemonic Keys, are the underlined characters in menu titles, menu items and in dialog controls.  Typically, they are the letter and digit keys located on the Main keyboard.  Usually, access letters are case insensitive; that is, you can tap either low- or upper-case letters.  Access keys, or their Alt-combinations, navigate to and activate menu items or controls in dialog boxes.

Mode Keys

Mode keys alter the actions of other keys or of other input devices like the computer mouse.  There are 2 kinds of mode keys:  Modifier Keys and Toggle Keys.

Modifier keys, while they are pressed, alter the actions of other keys.  The standard Modifier keys (Alt, Ctrl, and Shift) are located on the Main keyboard.  The Win key, only found on the 104-keyboard, also acts like a Modifier key.  Modifier keys let you quickly and easily switch modes or states — just press or release the Modifier key or keys.

Access Note:  A screen reader may rely on a distinctive key as a new Modifier key.  The Ins key in the Block of keys is usually chosen.  It converts other keys into screen reader keys.

Toggle keys, when tapped, switch modes on or off or switch between states.  Examples:  A tap of the CapsLock key switches between lower- and upper-case letters.  A tap of the NumLock key switches between number keys and Navigation keys in the Block of keys.

Shortcut Keys

These keys, also called Accelerator Keys, are single keys or key combinations that give quick access to frequently used menu items or often performed tasks or activities.  The Ctrl+Letter keys and Function keys and their modified forms are usually picked for shortcut keys by Windows XP and other programs.

Often, modified shortcut keys are used for actions that extend or complement the actions of the shortcut keys.  Examples:  The F10 key is used to activate command menus, and the Shift+F10 key is used to activate context menus.  Often, the Tab key, repeatedly tapped, moves the keyboard focus forward through certain items, and the Shift+Tab key, repeatedly tapped, moves the keyboard focus in reverse order through these items.

There are a few standard shortcut keys.  Examples:  The Esc key halts a task in progress or cancels a task about to be performed.  The Esc key also represents the Cancel button in a dialog box.  The F1 key displays general program help, and the Shift+F1 key displays specific help for the item with the keyboard focus.

New Keys

The 104-keyboard has 3 extra keys, the Application key and the 2 Windows keys.  The Application key (often called the ConText key) replaces the more cumbersome Shift+F10 key that pops up context menus.  The Windows keys (Win keys for short) replace the more cumbersome Ctrl+Esc key that opens the Start window.

Navigation Keys

Navigation keys let you move the keyboard focus in a particular direction to a specific item or place on the computer display.  Navigation is the easiest way to identify or access a displayed item.  There is 1 Navigation key found in the Main keyboard and 8 Navigation keys found in the Column of keys and in the Block of keys.

Movement of the text cursor doesn't change any text; it lets you browse through the text.

The current context determines the behavior of Navigation keys.  These keys are described here in the context of text navigation within a Microsoft Word document because this is the most intuitive and common situation.

Arrow Keys:

Left key — move left a character; Ctrl+Left key — move left a word.

Right key — move right a character; Ctrl+Right key — move right a word.

Up key — move up a line; Ctrl+Up key — move to the top of the current paragraph; Ctrl+Up key, Ctrl+Up key — move to the top of the prior paragraph.

Dn key — move down a line; Ctrl+Dn key — move to the top of the next paragraph; Ctrl+Dn key, Left key — Move to the end of the current paragraph.

Page Keys:

PgUp key — move up a screen; Ctrl+PgUp key — move to the top of the current screen.

PgDn key — move down a screen; Ctrl+PgDn key — move to the bottom of the current screen.

Extreme Keys:

Home key — move to the far left on a line; Ctrl+Home key — move to the top of a document.

End key — move to the far right on a line; Ctrl+End key — move to the bottom of a document.

Tab Keys:

Tab key — move to the next tab stop; Shift+Tab key — move to the prior tab stop.

Navigation Remarks

1. Arrow keys move the keyboard focus by characters or lines in the directions of the Arrow keys.  Ctrl+Arrow keys move the keyboard focus by words or paragraphs in the directions of the Arrow keys.

2. Page keys move the keyboard focus by full screens in the directions of the Page keys.  Ctrl+Page keys move the keyboard focus by pages in the directions of the Page keys.

3. Extreme keys move the keyboard focus to the extremes of a line.  Ctrl+Extreme keys move the keyboard focus to the extremes of a document.  Tap the Ctrl+End key, then the page number on the Status line is the number of the last page in the document; this page number tells you the size of the document.

4. The Tab key moves the keyboard focus from item to item in a specific order.  The Shift+Tab key moves the keyboard focus in reverse order as established by the Tab key.

Text Selection Keys

Selection keys let you mark items to be acted upon by some command.  The 8 Navigation keys found in the Column of keys and in the Block of keys modified with the Shift key are the standard Sequential Selection keys.  These 8 selection keys let you pass the keyboard focus over items — words in a document; file names in a list — and sequentially tag them (highlight them) so you can work with them.

There is another selection key.  The Ctrl+A key is a global selection key; that is, it lets you select all the items in the current context.  Examples:  The Ctrl+A key selects All the text when you are in a document and selects All the file names in a list view when you are in the My Computer Program.

A piece of consecutive text is called a Block of Text.  It may contain a single character, word, line, or paragraph.  But, a block can extend as far as you like.

Here is the general procedure to select a block of text of any size with the keyboard.  (The general procedure to select a block of text with the mouse is presented in the Computer Mouse and Pointer chapter.  Often, it is easier to select a block of text — a word, sentence, or paragraph — with the mouse — even for a blind user; so, please check this out when you read the Computer Mouse and Pointer chapter.)

1. Navigate to the character or place where you want to start the selection.

Employ the Arrow keys or whatever Navigation keys suit your mood.  Where the selection starts is called the Anchor Point.

2. Hold the Shift key.

You are about to create the selection.

3. Navigate to the character or place where you want to stop the selection.

All text passed over is selected.  Where the selection stops is called the End Point.

4. Release the Shift key.

The selection stops here.

5. Invoke the action to be applied to the selected text.

Examples:  You can tap either Del key to erase all the selected text, or you can immediately begin to type new text that replaces all the selected text.

6. Or, tap any unmodified Navigation key to deselect the just selected text.  (A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.)

Access Note:  The selected text is highlighted — displayed in a distinctive color.  A screen reader has a hot key that announces all the selected text.  You are strongly urged to read the selected text before you perform some action on it.  (Check for stray space characters and punctuation marks after a delete command.)

Text selection acts as a toggle in the sense:  Pass over some text to select it; pass back over it to deselect it.

Text Selection Tasks

Here are common text selection tasks that you can try out after you read the WordPad Documents chapter.  They teach you how to select and deselect text in several concrete situations.

Task 1:  Select A Character

1. Navigate to the desired character.

Employ the Arrow keys or whatever Navigation keys suit your mood.

2. Hold the Shift key.

You are about to create the selection.

3. Tap the Right key.

The character is selected — passed over and highlighted.

4. Release the Shift key.

The selection stops here.

5. Invoke the action to be applied to the selected character.

You can:  tap the Del key to erase the selected character; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Task 2:  Select A Word

1. Navigate to the leftmost letter of the desired word.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Hold the Shift key.

You are about to create the selection.

3. Tap the Ctrl+Right key.

The word is selected — passed over and highlighted.

4. Release the Shift key.

The selection stops here.

5. Invoke the action to be applied to the selected word.

You can:  tap the Del key to erase the selected word; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Task 3:  Select A Line

1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys suit your mood.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the End key.

The entire line is selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the selected line.

You can:  tap the Del key to erase the selected line; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Task 4:  Select A Paragraph

1. Navigate to the top line of a paragraph.

Employ the Ctrl+Up/Dn keys or whatever Navigation keys are most convenient.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the Ctrl+Dn key.

The entire paragraph is selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the selected paragraph.

You can:  tap the Del key to erase the selected paragraph; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Task 5:  Select 2 Words
1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys you prefer.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the Ctrl+Right key twice.

The 2 words at the far left of the line are selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the 2 selected words.

You can:  tap the Del key to erase the 2 selected words; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Task 6:  Select All But 2 Words
1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys you like.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create a selection.

4. Tap the End key.

The entire line is selected — passed over and highlighted.

5. Tap the Ctrl+Left key twice.

The 2 words at the far right of the line are deselected — passed over in reverse direction and returned to normal color.

6. Release the Shift key.

The selection stops here.

7. Invoke the action to be applied to all the selected words.

You can:  tap the Del key to erase all the selected words; tap the Ctrl+C key to copy it to the Windows XP Clipboard; or type text that immediately replaces it.

Chapter Summary
You can do 5 things with the keyboard.  You can tap any key to type it.  You can hold a Modifier key and tap a second key to make a third key.  You can repeat any Text key to create a sequence of identical characters.  You can tap a Navigation key to move the keyboard focus.  You can tap a Shift+Navigation key to pass the keyboard focus over text to highlight it.  This process selects it.  Then, you can do something with it (like copy it) or to it (like make it appear bold).

CHAPTER 26:  SHORTCUT KEYS
View Layout Keys
Word lets a writer display a document in 5 different ways with 5 view layouts.  Normal Layout displays just the document essentials.  In this view, a writer can most efficiently write, navigate and edit a document.  Web Layout view displays a document as a web page.  In this view, a writer can prepare a document for Internet publication.  Print Layout view displays a document as it would appear when printed.  In this view, a writer can examine page layout in detail and can also edit a document.  (Word starts up in the Print Layout view by default.)  Outline Layout view displays a document as an outline.  In this view, a writer can display a document at various outline levels and quickly rearrange its parts.  Print Preview displays a document as it would appear when printed.  You can edit while in the Print Preview view.

Access Note:  A screen reader may fail to read any text while in Print Preview.
There are shortcut keys for 4 of these views.

View Menu

Alt+Ctrl+N key — enter the Normal Layout view.

Alt+Ctrl+P key — enter the Print Layout view.

Alt+Ctrl+O key — enter the Outline Layout view.

File Menu

Alt+Ctrl+I key — enter the Print Preview view.

 Text Break Keys
Launch Word, then you are presented with the empty work area in its program window.  Begin to type.  The text cursor moves with every tap of a text key.  It starts in the upper-left corner of the work area and moves left to right as you type.

Text Breaks

There are several types of text breaks that may occur in a document.  They are described below.

Words And Word Breaks

A document consists mostly of words.  They are the blocks out of which you write a grocery list or a novel.  You are taught in school that a word is a noun, verb, and so forth.  But, the Word program uses a far simpler notion of a word.  A word is any connected text, short or long, followed by a text break.  You type text with the keys located on the Main keyboard, and you type a word break with:  

SpaceBar key — put a blank space between words.

Tab key — move over a tab stop.

Enter key — finish a paragraph.

Shift+Enter key — finish a line prematurely.

Ctrl+Enter key — finish a page prematurely.

Lines And Line Breaks

You write a document a line at a time.  Word fills up the current line and then moves onto the next line as you write.

You can prematurely finish a line within a paragraph with a tap of the Shift+Enter key.  Then, additional text is placed on the next line.  You use the Shift+Enter key when you want to type short lines within a paragraph.

Paragraphs And Paragraph Breaks

A document, like a letter or a novel, consists mainly of paragraphs.  You are taught in school that a paragraph has a topic sentence followed by other sentences.  But, the Word program uses a far simpler notion of a paragraph.  A paragraph is any amount of text — a blank line, a single line or multiple lines of text — followed by a paragraph break.  A single tap of the Enter key causes a paragraph break.

Type a few lines of text and then tap the Enter key.  This whack of the Enter key finishes the paragraph.  Type a few more lines of text and then Tap the Enter key again.  This whack of the Enter key finishes this paragraph.  Continue to type paragraphs this way.

You can tap the Enter key an extra time to leave a blank line after a paragraph — this is the hard way.  You can have Word automatically leave a blank line after a paragraph for you — this is the easy way.

Pages And Page Breaks

Continue to type lines of text.  The text cursor moves down the page as the page fills up.  Something marvelous happens when the next line you type can't fit on the current page.  Word pushes the line onto the next page, and the text cursor is placed just after the last typed word.

You can prematurely finish a page with a tap of the Ctrl+Enter key.  Then, additional typed text is placed on the next page.  You use the Ctrl+Enter key when you want to break a document into pieces like sections of a term paper or chapters of a book.

Text and Text Breaks Summarized

You should think of a document as a continuous stream of text.  You tap the SpaceBar key to finish words; you tap the Enter key to finish paragraphs; you tap the Shift+Enter key to finish lines within a paragraph; and you tap the Ctrl+Enter key to finish pages.  Remember, Word finishes whole words, whole lines and whole pages for you.

A paragraph can contain any amount of text — just a few words like a salutation or closing in a letter.  Also, a page can contain any amount of text — just a few lines like a title page or copyright page in a book.

The breaks you place in a document with the Enter key, the Shift+Enter key and the Ctrl+Enter key are called Hard Breaks because they keep their relative positions within a document as you insert new text and delete old text.  The breaks you place in a document to finish words and the breaks Word places in a document to finish lines and pages are called Soft Breaks because they move around within a document as you insert new text and delete old text.

Optional Breaks And Unbreaks

These breaks are optional and so is this topic.  You can skip it for now.  It is included here because this is a good place to mention them and this is a good time for another break.

The Break Word Key

Sometimes, you may need to use a very long word.  This word can land anywhere on a line as Word formats the text.  Word shoves the word onto the next line when it doesn't fit.  This may leave a big blank space at the end of the prior line.  What to do?

You can tell Word to break the word at an optional hyphen that you place within the word.  The word is only broken at this optional hyphen when it doesn't fit on a line.  Tap the Ctrl+Hyphen key between the syllables in the word where you want Word to place an optional hyphen when it doesn't fit on a line.  You can place several optional hyphens so Word can fit as much of the word as possible on the line.

The Remove Menu Item Key — the Ctrl+Alt+Hyphen key — is a terrible key that you should never tap.  It is only mentioned here in case you tap it by accident.  Tap the Ctrl+Alt+Hyphen key, then the mouse pointer becomes a thick horizontal line.  This is the Menu Item Removal pointer.  Pick any menu item from a menu, then it is removed from the menu forever.  There is no way to get it back!  Immediately tap the Esc key if you tap this crazy key.  Then, Word returns to sanity, and its menu items are safe.

The 2 Unbreak Keys

You type away in a word processor oblivious to where you are on a line or on a page.  This is the best way to write efficiently.  There are occasions, however, when you can embarrass yourself with inappropriate text splits.  It is considered bad form to split a book title, a person's name or a phone number across lines.  This is no problem when these items occur at the left margin, but may cause you a problem when you are near the right margin.

There are 2 keys that cause soft breaks when you tap them.  You tap the SpaceBar key to separate the words in a book title and in a writer's name.  You tap the Hyphen key to separate the words in a compound word and in a telephone number.

Word takes the liberty to split titles, names, compound words, and telephone numbers when it wraps text onto the next line.  But, you may want these items to stay unbroken and entirely on the same line.  You can tap the Ctrl+Shift+SpaceBar key instead of the SpaceBar key in titles and in names to keep the words tied together.  You can tap the Ctrl+Shift+Hyphen key instead of the Hyphen key in compound words and in telephone numbers to keep the digits glued together.  These 2 keys are the Unbreak keys.  They forbid Word to split items when it goes to wrap text onto a new line or onto a new page.

Visual Breaks

Most keys on the Main keyboard, as you tap them, show up as readable characters on the computer display.  A few keys, however, cause text breaks and show up as empty space on the computer display.  All of this empty space looks alike, and there is no way to tell how this space got there without a little help.

The Show/Hide Key
The keys located on the Main keyboard are called Text Keys because they let you type text.  Taps of Text keys enter the corresponding characters and typically show them on the computer display.  However, the characters produced by the SpaceBar, Tab and Enter keys aren't displayed as characters.  Instead, they appear as empty space on the computer display.

Tap the Ctrl+Shift+8 key, then these and other characters appear as visible and readable marks on the computer display.  Examples:  A tap of the SpaceBar key appears as a Space mark; a tap of the Enter key appears as a Paragraph mark.  Just tap the Show/Hide key again to hide all of these marks.

Page Breaks

A break that Word places in a document to finish a page and start another is called a Soft page Break.  Word places a row of dots (like a row of ants going to a picnic or pearls in a necklace) across the computer display to visually mark a soft page break.  Text over the row of dots is printed on the prior page, and text under the row of dots is printed on the next page.

A break that you place in a document with a tap of the Ctrl+Enter key to finish a page and start another is called a hard page Break.  Word places a tight row of dots across the computer display to visually mark a hard page break and also places the words Page Break right in the middle of this row of dots.  Text over the row of dots is printed on the prior page, and text under the row of dots is printed on the next page.

You can't switch these visual cues for page breaks on or off; they are always there.  They let a sighted user see some of the text on adjacent print pages as the document is worked on.

There are no page marks listed in the Nonprinting Characters box because these visual page markers are always present.

Location Keys
Navigation keys let you skip and hop around a document near the text cursor location.  Sometimes, you need to move farther away — to a different page; to a different section, and so on.  The next bunch of keys let you move in great leaps and bounds to distant places within a document or to specified document items within a document.

The Go Back Key

You learn ways to edit text in the Insert and Delete chapter.  Word remembers the locations where you made the 3 most recent edits as you write.  You can repeatedly tap the Go Back key — the Shift+F5 key — to return to these places.  This is a nifty way to quickly move to a spot where a recent document edit occurred.

Here is a secret way to move to where you left off the next time you work on a document.  Make an edit; place the text cursor anywhere within the document; next save the document; and exit Word to end the current work session.  Launch Word to commence the next work session, and retrieve the document.  The text cursor is located at the very top of the document.  Tap the Shift+F5 key.  The text cursor leaps to its location at the end of the previous work session.  Now, go to work.

Go To Key

Navigation keys let you roam a document in short skips and hops.  But, often you need a quick way to move through a large document by leaps and bounds.  This feat is accomplished with the Go To box.

A document may have headings scattered throughout, have tables placed here and there, and so on.  Word 2002 and Word 2003 let you browse through specified items with the keyboard.  This feat is accomplished with the GoTo key which pops up the GoTo dialog box.

You can immediately go to a specific place or to a specific type of item in a document.  Or, you can jump around and browse for a while.

Tap the Go To key — the F5 key or the Ctrl+G key to pop up the GoTo dialog box.  Specify the item you wish to locate.  Close the dialog box when finished.

Here is another cherished Word Secret:  Perform a GoTo command and close the GoTo dialog box.  Then, the Ctrl Page keys are assigned the GoTo item you used.  A tap of the Ctrl+PgUp key moves the text cursor to the GoTo item in the backward direction; a tap of the Ctrl+PgDn key moves the text cursor to the GoTo item in the forward direction.

Bookmark Key

You can mark your place in a document and go back there at any time.  You can place a bookmark there just as you might in a real book.

Position the text cursor where you want the bookmark.  Tap the Bookmark key — the Ctrl+Shift+F5 key; the Bookmark dialog box pops up.  Name the bookmark and activate the Add button.

You can quickly jump to any bookmark.  Tap the Go To key — the F5 key or the Ctrl+G key; the Go To dialog box pops up.  Highlight the Bookmark item in the GoTo What list box.  Activate the GoTo button, and close the GoTo box so you can continue to work.

Find Key

You may want to browse an entire document for a particular word or phrase.  You could guess the page that it is on, move to that page and then navigate around.  But, this is often a futile way to proceed, especially in a long document.  So, let Word find the word or phrase for you.

Tap the Find key — the Ctrl+F key to pop up the Find dialog box.  Specify the text you wish to locate.  Activate the Find Next button.  Close the dialog box when finished.

Here is another cherished Word Secret:  Perform a search and close the Find dialog box.  Then, the Ctrl Page keys are assigned the search item.  A tap of the Ctrl+PgUp key moves the text cursor to the search item in the backward direction; a tap of the Ctrl+PgDn key moves the text cursor to the search item in the forward direction.

Show And Hide Key

Most keys on the Main keyboard, as you tap them, show up as readable characters on the computer display, and they show up as readable characters when the document is printed.  A few keys as you tap them, however, cause text breaks and show up as empty space on the computer display, and they also show up as empty space when the document is printed.  All of this empty space — on the computer display and in the printed document — looks alike, and there is no way to tell how this space got there without a little help.  You can, when necessary, toggle (show or hide) all the concealed characters with a tap of the Ctrl+Shift+8 key.

Selection Keys
Often, a writer types a great phrase, a perfect title, or a poignant paragraph, but it has a problem:  miscapitalized, misspelled, misplaced, or perhaps poorly formatted.  A writer would like to point at the problem text and tell Word to make the proper correction.  Well, a writer can do just that:  select that text, and then work with that text.

A piece of consecutive text is called a Block of Text.  It may contain just a few characters, words, lines, or a few paragraphs, or it may contain a complete page or the entire document.  A block can include as much text as you like!  You can trace out (select) and highlight (change the color) of text with the keyboard.

Text selection acts as a toggle in the sense:  Pass over some text to select it; pass back over it to deselect it.

Select with the Shift Key

The navigation keys let you browse through text.  They move the text cursor through the text as you read.  You can consider the text cursor a fingertip that traces over the text.  The navigation keys don't, however, select the text.  But, you can make them select the text they pass over with a press of the Shift key.

Use this method when you wish to select text as you browse.  This method works well when you need to select small to medium blocks of text.

1. Navigate to the place where you want to begin.

2. Hold either Shift key down.

This starts the selection process.

3. Navigate through the text.

All the text passed over is selected and highlighted.

4. Release the Shift key.

The selection process stops.

5. Invoke the action to be applied to the selected and highlighted text.*

Select with the Extend Key

You can hold the Shift key and navigate around to select text.  This is convenient for small chunks of text on a page.  But, often it is difficult to hold the Shift key and repeatedly tap Ctrl+Navigation keys to trace out big chunks of text, especially over multiple pages.  Also, with this method, it is awkward to quickly select odd chunks of text.

You can, instead, tell Word to drop anchor in a document and turn select mode on.  Then, you can select a precise text unit at the anchor point or browse and concurrently select text with taps of the normal Navigation keys and also with taps of text keys.

Highlight Text Units
Use this method when you wish to quickly select a single word, sentence or paragraph.

1. Position the text cursor within the word, sentence or paragraph.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key, or double click the EXT indicator on the Status bar.

This drops anchor within the word, sentence or paragraph; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Tap the F8 key 1, 2, 3, or 4 times.

This selects the current word, sentence, paragraph, or the entire document.

4. Invoke the action to be applied to the selected and highlighted word, sentence, paragraph, or document.

Then, you immediately exit the Extend Select mode.

5. Or, tap the Esc key and tap any Navigation key, or double click the EXT indicator on the Status bar, to deselect the just selected text.

This pulls up anchor; turns Extend Select off; and returns the EXT indicator on the Status bar to normal.

A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.

Access Note:  A typical screen reader has a hot key to read highlighted text.  It is prudent to read the highlighted text to be sure you selected the correct text before you proceed.  Also, a screen reader may fail to read text as Navigation and Text keys are tapped; then, definitely rely on the highlight hot key.

Highlight Phrases And Sentences

Often, it would be useful to drop anchor and immediately select just a phrase or a complete sentence.  A tap of the appropriate text key can accomplish this for you.

Use this method when you wish to roam around a lot — across multiple screens of text — or when you need to select part of a sentence or multiple sentences.

1. Navigate to the place where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key, or double click the EXT indicator on the Status bar.

This drops anchor; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Select text.

Tap any punctuation mark; the text up to the next occurrence of that punctuation mark is selected and highlighted.

4. Invoke the action to be applied to the selected and highlighted text.

Then, you immediately exit the Extend Select mode.

5. Or, tap the Esc key and tap any Navigation key, or double click the EXT indicator on the Status bar, to deselect the just selected text.

This pulls up anchor; turns Extend Select off; and returns the EXT indicator on the Status bar to normal.

A tap of the Left/Right key deselects the text and places the keyboard focus at the start/end of the deselected text.

Access Note:  A typical screen reader has a hot key to read highlighted text.  It is prudent to read the highlighted text to be sure you selected the correct text before you proceed.  Also, a screen reader may fail to read text as Navigation and Text keys are tapped; then, definitely rely on the highlight hot key.

It is easy with the F8 key to select successive sentences:  drop anchor at the start of the first sentence; tap the punctuation mark that ends this sentence; tap the punctuation mark that ends the second sentence; and so forth.

Select the Entire Document

There are occasions when you need to select the whole document.  You can rely on a standard selection method, but this is very tedious when the document is lengthy.  There are a few better ways to accomplish this task:  tap the Ctrl+A key; tap the Ctrl+NumPad 5 key; or tap the F8 key 5 times.

Text Selection Tasks with the Shift Key

Here are common text selection tasks that you can try out.  They teach you how to select and deselect text with the Shift key in several concrete situations.

Task 1:  Select A Character

1. Navigate to the desired character.

Employ the arrow keys or whatever Navigation keys suit your mood.

2. Hold the Shift key.

You are about to create the selection.

3. Tap the Right key.

The character is selected — passed over and highlighted.

4. Release the Shift key.

The selection stops here.

5. Invoke the action to be applied to the selected character.

Task 2:  Select A Word

1. Navigate to the leftmost letter of the desired word.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Hold the Shift key.

You are about to create the selection.

3. Tap the Ctrl+Right key.

The word is selected — passed over and highlighted.

4. Release the Shift key.

The selection stops here.

5. Invoke the action to be applied to the selected word.

Task 3:  Select A Line

1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys suit your mood.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the End key.

The entire line is selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the selected line.

Task 4:  Select A Paragraph

1. Navigate to the top line of a paragraph.

Employ the Ctrl+Up/Dn keys or whatever Navigation keys are most convenient.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the Ctrl+Dn key.

The entire paragraph is selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the selected paragraph.

Task 5:  Select 2 Words
1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys you prefer.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create the selection.

4. Tap the Ctrl+Right key twice.

The 2 words at the far left of the line are selected — passed over and highlighted.

5. Release the Shift key.

The selection stops here.

6. Invoke the action to be applied to the 2 selected words.

Task 6:  Select All But 2 Words
1. Navigate to a line that has some text in it.

Employ the Up/Dn keys or whatever Navigation keys you like.

2. Navigate to the leftmost character on the line.

Tap the Home key, for this key moves the keyboard focus to the far left of a line.

3. Hold the Shift key.

You are about to create a selection.

4. Tap the End key.

The entire line is selected — passed over and highlighted.

5. Tap the Ctrl+Left key twice.

The 2 words at the far right of the line are deselected — passed over in reverse direction and returned to normal color.

6. Release the Shift key.

The selection stops here.

7. Invoke the action to be applied to all the selected words.

Text Selection Tasks with the Extend Key

Here are common text selection tasks that you can try out.  They teach you how to select and deselect grammatical units of text with the Extend key.  That is, they let you select words, sentences and paragraphs.

Task 1:  Select A Word

1. Navigate to the desired word.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Tap the F8 key 2 times.

The entire word is selected — passed over and highlighted, and the selection stops here.  The abbreviation EXT on the status bar becomes highlighted to indicate that Extended Selection is on.

3. Invoke the action to be applied to the selected word.

Task 2:  Select A Sentence

1. Navigate to the desired sentence.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Tap the F8 key 3 times.

The entire sentence is selected — passed over and highlighted, and the selection stops here.  The abbreviation EXT on the status bar becomes highlighted to indicate that Extended Selection is on.

3. Invoke the action to be applied to the selected sentence.

Task 3:  Select 2 Sentences
1. Navigate to the start of the first sentence.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Tap the F8 key 1 time.

Select mode is now on.  The abbreviation EXT on the status bar becomes highlighted to indicate that Extended Selection is on.

3. Tap the sentence punctuation mark.

The entire sentence is selected — passed over and highlighted.

4. Tap the next sentence punctuation mark.

The entire next sentence is also selected — passed over and highlighted.

5. Invoke the action to be applied to the selected sentences.

Task 4:  Select A Paragraph

1. Navigate to the desired paragraph.

Employ the Ctrl+Arrow keys or whatever Navigation keys that suit the occasion.

2. Tap the F8 key 4 times.

The entire paragraph is selected — passed over and highlighted, and the selection stops here.  The abbreviation EXT on the status bar becomes highlighted to indicate that Extended Selection is on.

3. Invoke the action to be applied to the selected paragraph.

Task 5:  Select A Document

1. Tap the Ctrl+A key; tap the F8 key 5 times; or tap the Ctrl+5 key on the number pad.

The entire document is selected — passed over and highlighted.  The abbreviation EXT on the status bar becomes highlighted to indicate that Extended Selection is on.

2. Invoke the action to be applied to the selected document.

Select With The Find Key

So far, you drop anchor and then navigate to where the selected text stops.  This means that you must manually find the text at the end of the selection.  But, you can let Word scurry through the document and find this text for you.

This is an advanced topic because you must employ the Find dialog box.  But, this method is ideal when you need to select text far from the anchor.

1. Navigate to the place where you want to begin.

Employ the Navigation keys that suit the occasion.

2. Tap the Extend key — the F8 key.

This drops anchor; turns Extend Select on; and highlights the EXT indicator on the Status bar.

3. Tap the Find key — the Ctrl+F key — to pop up the Find box.

4. Type text in the Find box and commence the search.

The selection stops just after this text.

5. Now, proceed as usual.

The Change Capitalization Keys
You don't need to retype text to alter its capitalization.  You can select it and then change its capitalization with a tap of a Case key.

The Switch All Case Key

You can quickly capitalize text in various ways.

1. Select the text to be capitalized.

2. Tap the Shift+F3 key

3. Continue to tap this key till the desired capitalization is achieved.

4. Deselect the text when finished.

What happens depends on the current capitalization of the selected text and the checked AutoCorrect items in the Tools menu.

1. Initial letter lowercase; It is capitalized

2. Initial letter uppercase; All the text is capitalized

3. All text uppercase; It is made all lowercase

4. Text is a single word; No need to select it

The Switch Upper-Case Key

Use this key to convert text into all upper- or lower-case text.

1. Select the text to be capitalized or uncapitalized.

2. Tap the Ctrl+Shift+A key

This converts text into all lower- or upper-case text.

Character Format Keys
The keys located on the Main keyboard are called Text Keys because they let you type text.  Taps of Text keys enter the corresponding characters and show them on the computer display.

The overall look of a document depends on the appearance of its text and on the layout of its text.  Character format determines the "appearance" of the text.  Paragraph format determines the "layout" of the text.

Text has a Normal character format that is preset by Word.  Character format consists of appearance attributes and font attributes.  Appearance attributes include bold, italic, underline, and so on.  Font attributes include text style and text size.

Font Types and Font Styles

Font Types
A font is a collection of characters with a particular form.  Typically, braille has 2 fonts, 6 dot and 8 dot, but print has thousands of fonts.  Word has a Font list box in its Font dialog box which lists all the fonts that you can pick.

The font size measures the tallness of the characters.  Font size is measured in points; there are 72 points in an inch.  Example:  a font which has characters 36 points high is half an inch high.

The font pitch measures the width of the characters in a font when all its characters are the same width.  Impact printers like braillewriters and "daisy wheel" printers are like this.  Pitch is the number of characters that fit, side by side, in 1 inch of space left to right; that is, pitch is the number of characters per inch.  A braille typewriter has pitch = 4 cpi; a typewriter has pitch = 10 cpi.

Fonts are the sole responsibility of Windows.  Additional fonts are installed with the Control Panel.  All fonts work in Word and in all other Windows programs as well.

Font Styles
Most fonts listed in the Font list in the Format menu are naked; that is, they are unadorned characters.  You can dress them up with character formats like bold or italic.  These fonts look pretty good when dressed up.  Other fonts come already dressed up with tailored garb and lots of style; that is, some fonts are designed already bold or italic.  These fonts look gorgeous.  It is recommended that you use the Bold and Italic keys to dress up document text, but use bolded and italicized fonts for the text in titles and in headings.

Font Changes

Most documents are produced with the Times New Roman, Helvetica, or Arial font and with a twelve point font size.  But, you can choose a different font type or font size to make your documents stand out.

Font Type Change
You can switch the font type in a few steps.

1. Pop up the Font Type box in the Format menu.

Tap the Ctrl+Shift+F key.

2. Pick the desired font type.

You can type the font name in the text box or pick it from the list.

Font types are listed by name in alphabetic order.  Recently used font types are placed at the top of the list, and a double bar separates them from the rest of the font types in the list.

3. Tap the Enter key to activate the font type.

All text you type thereafter is displayed and printed in this font type.

You can also change the font type of already typed text.  Select all of it, and then pick the desired font type as just described.

Font Size Change
You can switch the font size in a few steps.

1. Pop up the Point Size box in the Format menu.

Tap the Ctrl+Shift+P key.

2. Pick the desired font size.

You can type the point size in the text box or pick it from the list.

3. Tap the Enter key to activate the point size.

All text you type thereafter is displayed and printed in this point size.

You can also change the point size of already typed text.  Select all of it, and then pick a point size as just described.

Character Formats

You can mix and match character formats; text can be bold and underlined or bold and italicized.  Most writers choose italic (slanted) text as the preferred text‑emphasis format.

You dress up in different clothes for different occasions.  You wear a suit to a business event; you wear funky clothes to a party.  You and your clothes are 2 separate things.  Similarly, Word considers text and the formats that it wears to be 2 separate things.  Word can remove, put on or switch text formats just as if they were clothes worn by text.  Here are the details.

Embellish Previously Typed Text

You can apply character formats to previously typed text.

1. Select the text to be enhanced.

Tap the F8 key 2, 3 or 4 times within a word, sentence or paragraph to select it.

2. Tap the shortcut keys for the character formats or pick them from the Font box in the Format menu.

3. Deselect the text when finished.

Now, the text has the character formats you just selected.

Embellish Text as you Type It

Text that you type keeps the character formats of the previous text.  However, you can continue to type with different character formats instead.

1. Position the text cursor.

2. Tap the shortcut keys for the desired character formats or pick them from the Font box in the Format menu.

This turns these character formats on.

3. Type all the new text.

This text acquires these character formats.

4. Tap the shortcut keys for these character formats again or pick them again from the Font box in the Format menu.

Do this when you want to turn these character formats off.

Simplify Typed Text

You can remove character formats that were applied to text.

1. Select the text to be simplified.

Tap the F8 key 2, 3 or 4 times within a word, sentence or paragraph to select it.

2. Tap the shortcut keys for the character formats to be removed or pick them from the Font box in the Format menu.

3. Deselect the text when finished.

Now, the text lacks these character formats, but may still possess others.

Restore The Normal Format To Typed Text

You can take off all the applied character formats and return text to its Normal format.

1. Select the text to be restored.

Tap the F8 key 2, 3 or 4 times within a word, sentence or paragraph to select it.

2. Tap the Ctrl+Shift+Z key or the Ctrl+SpaceBar key.

This turns all appearance attributes off; that is, resets the text to normal.  Also, font type and font size are returned to normal as well.

3. Deselect the text when finished.

Remark:  The shortcut key Ctrl+Z undoes commands, and the shortcut key Ctrl+Shift+Z undoes text formats.

Redefine The Normal Character Format

You can have Word use different appearance attributes, font type and font size in the Normal format.  You can change the Normal text format in the Format menu.

1. Pick the Format menu.

2. Pick the Font command.

3. Choose the items that are to make up the Normal format in the current document and in all new documents.

4. Press the Default button to create the Normal format.

Character Shortcut Keys

You can apply or remove most character formats with their shortcut keys.  Most shortcut keys that apply a particular format also remove that format when used again.

Appearance Attribute; Shortcut Key

Bold Text; Ctrl+B

Italic Text; Ctrl+I

Underline Text; Ctrl+U

Double Underline Text; Ctrl+Shift+D

Just Underline Words; Ctrl+Shift+W

Subscript Text; Ctrl+Equal Sign

Superscript Text; Ctrl+Shift+Equal Sign

small Caps; Ctrl+Shift+K

All Caps; Ctrl+Shift+A

Change Letter Case; Shift+F3

Show/Hide Text; Ctrl+Shift+H

Copy Character Formats; Ctrl+Shift+C

Paste Character Formats; Ctrl+Shift+V

Remove character formats not applied by a style; Ctrl+Shift+Z or Ctrl+SpaceBar

Font Attribute; Shortcut Key

Font Type; Ctrl+Shift+F

Symbol Font; Ctrl+Shift+Q

Point Size; Ctrl+Shift+P

Next Good Point Size; Ctrl+Greater Than Sign

Prior Good Point Size; Ctrl+Less Than Sign

Increase Point Size by one Point; Ctrl+Right Bracket

Decrease Point Size by one Point; Ctrl+Left Bracket

Word selects the current font name or font size in the Font box or Font Size box on the Formatting toolbar.  Type or use the arrow keys to select, a font or font size, and then tap the Enter key.

Reveal Character Formats

Word doesn't use reveal codes to indicate character formats.  Instead, Word displays formatted text as it will appear when printed.  However, you can indirectly reveal which character formats are applied to specific text.

Method 1
1. Select the text.

Tap the F8 key 2, 3 or 4 times within a word, sentence or paragraph to select it.

2. Then, examine the Font box in the Format menu.

3. Deselect the text when finished.

Method 2
1. Tap the Shift+F1 key.

The pointer becomes a question mark.

2. Click the text to be checked.

It is best to place the text cursor within the text; route the mouse pointer there; and then click.

3. review the format items that are displayed.

4. Tap the Esc key to return to the document.

Repeat Character Formats

You can repeat the last character format that you used.

1. Select the text to be formatted.

Tap the F8 key 2, 3 or 4 times within a word, sentence or paragraph to select it.

2. Tap the Repeat key — the Ctrl+Y key or the F4 key.

The name of the Repeat command in the Edit menu reflects the last action taken.

Or, apply the character format with the Font command in the Format menu.

Word repeats all of the formats picked in the Font dialog box.

Paragraph Format Keys
Paragraph Formats

The overall look of a document depends on the appearance of its text and on the layout of its text.  Character format determines the "appearance" of the text.  Paragraph format determines the "layout" of the text.

The Paragraph Mark

Word considers a paragraph to be any amount of text that is followed by a paragraph mark.  Word inserts a paragraph mark every time you tap the Enter key.

A paragraph mark stores the format information for the paragraph.  You must include its paragraph mark when you move or copy a paragraph to keep its current format.

Accidentally delete a paragraph mark, then immediately tap the Ctrl+Z key to get it back.

New paragraphs keep the paragraph format of the preceding paragraph.  Tap the Enter key to start a new paragraph, then Word carries over the preceding paragraph's formatting to the new paragraph.

Embellish a Single Typed Paragraph

You can quickly apply paragraph formats to a single typed paragraph.

1. Place the text cursor within the paragraph.

2. Tap the shortcut keys for the additional paragraph formats or pick them from the Paragraph box in the Format menu.

Now, the typed text has these paragraph formats.

Embellish Typed Paragraphs

You can apply paragraph formats to multiple typed paragraphs.

1. Select the paragraphs to be enhanced.

2. Tap the shortcut keys for the additional paragraph formats or pick them from the Paragraph box in the Format menu.

3. Deselect the paragraphs when finished.

Now, the typed text has these paragraph formats.

Embellish Paragraphs as You Type Them

A new paragraph keeps the paragraph format of the prior paragraph.  However, you can continue to type with different paragraph formats instead.

1. Position the text cursor.

2. Tap the Enter key to begin a new paragraph.

3. Tap the shortcut keys for the desired paragraph formats or pick them from the Paragraph box in the Format menu.

This turns these paragraph formats on.

4. Type all the new paragraphs.

The typed paragraphs acquires these paragraph formats.

5. Tap the shortcut keys for these paragraph formats again or pick them again from the Paragraph box in the Format menu.

Do this when you want to turn these paragraph formats off.

Simplify Typed Paragraphs

You can remove paragraph formats that were applied to paragraphs.

1. Select the paragraphs to be simplified.

2. Tap the shortcut keys for the paragraph formats to be removed or pick them from the Paragraph box in the Format menu.

3. Deselect the paragraphs when finished.

Now, the paragraphs lack these paragraph formats, but may still possess others.

Restore The Normal Style To Typed Paragraphs

You can remove all the applied paragraph formats and return text to the Normal style.

1. Select the paragraphs to be restored.

2. Tap the Ctrl+Shift+N key.

This turns all paragraph formats off, and gives the paragraphs the Normal style.

3. Deselect the paragraphs when finished.

Remove All Applied Paragraph Formats
You can remove all the applied paragraph formats and keep the current paragraph style.

1. Select the paragraphs to be altered.

2. Tap the Ctrl+Q key.

This turns all paragraph formats off; that is, resets the paragraph to the normal style.

3. Deselect the paragraph when finished.

The Paragraph Keys

You can apply most paragraph formats with their shortcut keys.  Most shortcut keys that apply a paragraph format simultaneously remove contradictory paragraph formats.  Example:  Center a line, then it is no longer left aligned.

Left‑align; CTRL+L

Center; CTRL+E

Right‑align; CTRL+R

Justify; CTRL+J

Indent from left margin CTRL+M

Decrease indent; CTRL+SHIFT+M

Create a hanging indent; CTRL+T

Decrease a hanging indent; CTRL+SHIFT+T

Single‑space lines; CTRL+1

1.5‑line spacing; CTRL+5

Double‑space lines; CTRL+2

Add or remove 12 points of space before a paragraph; CTRL+0

Remove paragraph formats not applied by a style; CTRL+Q

Return to the Normal style; CTRL+SHIFT+N

Display or hide nonprinting characters; CTRL+Shift+8

Remark:  The numbers in these commands are on the Number row of the Main keyboard.  Don't use the number pad!

The Paragraph Shortcut Menu

You can apply common paragraph formats with the paragraph shortcut menu.

1. Place the text cursor within the paragraph.

2. Tap the SHIFT+F10 key.

This pops up the paragraph shortcut menu.

3. Pick the formats you wish to apply.

Blank Space Between Paragraphs
There is no need to insert blank lines before or after a paragraph with taps of the Enter key.  Word can do this for you.  You can use the Paragraph command in the Format menu to specify space before and after a paragraph.  Automatic space insertion has the following 2 benefits:

Move or delete a paragraph, then its spacing goes with it.  The paragraph doesn't leave behind extra blank lines.

Word ignores the extra space before a paragraph when a paragraph falls at the top of a page.  But, Word keeps the space before a paragraph when the paragraph starts a document or a section of a document.  Word also keeps the space before a paragraph that follows a hard page break — a tap of the Ctrl+Enter key.

Here's how to adjust paragraph space.

1. Select the paragraph, paragraphs or the entire document.

2. Pick the Paragraph command from the Format menu.

3. Pick the Indents And Spacing tab page.

4. Type or select the desired measurements In the Before and After boxes under Spacing.

Reveal Paragraph Formats
Word doesn't use reveal codes to indicate paragraph formats.  Instead, Word displays formatted text as it will appear when printed.  However, you can indirectly reveal which paragraph formats are applied to a specific paragraph.

1. Select the paragraph or paragraphs.

2. Then, examine the Paragraph box in the Format menu.

3. Deselect the paragraph when finished.

Remark:  Word can't show the formats for multiple paragraphs when they possess different formats.  Items in the dialog box are blank or dimmed to indicate this.

Cut And Copy Keys

Often, a writer creates a great piece of text — a nifty phrase, a perfect title or a poignant paragraph — but types that piece of text in the wrong place.  This chapter presents the most useful ways for you to move and duplicate pieces of text.

A piece of consecutive text is called a block.  It may contain just a few characters, words, lines, or a few paragraphs, or it may contain a complete page or the entire document.  A block can include as much text as you like!

Cut and Paste:  You can, after you select a block, cut it out of the document and paste it elsewhere in the document.  This ability lets you rearrange sentences, paragraphs, and so forth.

Copy & Paste:  You can, after you select a block, make a duplicate of it and paste it elsewhere in the document.  This is rather convenient when you need to repeat a piece of text at various places in the document.

The 2 commands Cut and Copy move the text and the format together, but you can move just the format.  Use the Ctrl+Shift+C key to copy format; use the Ctrl+Shift+V key to paste format.

Windows sets aside a portion of temporary memory, called the Windows Clipboard, to hold a block.  This temporary storage container is totally supported by Word.  You can stick any block from a Word document onto the Windows Clipboard.  It stays stuck there till you power off your PC system or till you replace it with a different block.

You stick a block onto the Windows Clipboard so you can place it elsewhere in the document.  Here are the sticky details.

Cut and Paste

You can move a block with 2 keys.  Highlight the block.  Cut the block with a tap of the Ctrl+X key.  Reposition the text cursor.  Paste the block with a tap of the Ctrl+V key.

Copy and Paste

You can duplicate a block with 2 keys.  Highlight the block.  Copy the block with a tap of the Ctrl+C key.  Reposition the text cursor.  Paste the block with a tap of the Ctrl+V key.

File Menu Keys
You can rely on the File menu to perform common document tasks.  You can, however, rely on shortcut keys to accomplish many of the needed document tasks.

Ctrl+N key — displays the New dialog box.

Ctrl+O key, Ctrl+F12 key — displays the Open dialog box.

Ctrl+P key — displays the Print dialog box.

F12 key — displays the Save As dialog box.

Ctrl+W key, Ctrl+F4 key — closes the document; Word remains active.

Esc key — removes the dialog box.

Edit Menu Keys

You can rely on the Edit menu to perform common edit tasks.  You can, however, rely on shortcut keys to accomplish many of the needed edit tasks.

Ctrl+X key — cuts the selected item(s) to the clipboard.

Ctrl+C key, Ctrl+Ins key — copies the selected item(s) to the clipboard.

Ctrl+V key, Shift+Ins key — pastes the copied item(s) from the clipboard.

Ctrl+A key — selects all items

Ctrl+F key — displays the Find dialog box; Shift+F4  — finds the next occurrence of the search text.

Ctrl+G key — displays the GoTo dialog box.

Ctrl+H key — displays the Replace dialog box.

Ctrl+Y key — reverses the effect of the Undo key, Ctrl+Z

Ctrl+Z key — undoes the last edit.

Esc key — removes a dialog box.

Control Document Keys
You can rely on the Control menu to perform the common document window tasks.  You can, however, rely on shortcut keys to accomplish many of the needed tasks.

Ctrl+F4, Ctrl+W — close document window; stay in Word.

Ctrl+F5 — restore document window.

Ctrl+F6 — activate next document window.

Ctrl+F7 — move document window.

Ctrl+F8 — resize document window.

Ctrl+F10 — maximize document window.

Control Window Keys
You can rely on the Control menu to perform the common program window tasks.  You can, however, rely on shortcut keys to accomplish many of the needed tasks.

Alt+F4 — close program window; exit Word.

Alt+F5 — restore program window.

Alt+F10 — maximize program window.

Style Keys
A few commonly used styles have preassigned keys.  Here are the details.

Place the text cursor within a paragraph.  Tap the Ctrl+Alt+1 key to apply the Heading 1 style; tap the Ctrl+Alt+2 key to apply the Heading 2 style; and tap the Ctrl+Alt+3 key to apply the Heading 3 style.

Place the text cursor within a paragraph.  Tap the Ctrl+Shift+N key to apply the Normal style.
Highlight a bunch of consecutive paragraphs.  Tap the Ctrl+Shift+L key to apply the List Bullet style.

Autotext Keys

Often, you must type the same block of text over and over — perhaps in the same document or in different documents.  Word can retype this text for you.  This is called AutoText.  Word lets you type a label that you assigned to the text, and Word then replaces this label with the entire piece of text.  What a great time and effort saver!

Create AutoText:  Highlight a block of text.  Tap the Alt+F3 key to pop up the Create AutoText dialog box.  Label the text.  Insert AutoText:  Type an AutoText label surrounded by white space or surrounded by punctuation marks.  Tap the F3 key to replace the label with the block of actual text.

Field Keys
A field is a placeholder for changeable data.  That is, a field holds data which is frequently updated.  Use a field when you want Word to figure out the needed data and to put that data into the document for you.  Examples:  Never manually number pages.  Have Word perform this task for you, then page numbers are updated as you write and as you edit; pages are never misnumbered this way!  Never date a document by hand.  Have Word perform this task for you, then the date matches the computer's date.  Use fields to save you work and to avoid mistakes — a wrong page number on a page, an incorrect date in a form letter, and so forth.

A few commonly used fields have preassigned keys.  Here are the details.  

Tap the Alt+Shift+D key to place a date field into the document.  It shows the current date.

Tap the Alt+Shift+T key to place a time field into the document.  It shows the current time.

Tap the Alt+Shift+P key to place a page number field into the document.  It shows the current page number.

Document Check Keys
Word offers a writer a toolkit to check for common errors.  Use the Spell checker to verify the spelling of a word; use the Thesaurus to check the meaning of a word; and use the Grammar checker to verify sentence structure.

Commence a spell check with a tap of the F7 key.  The entire document is checked word by word.  Highlight a block and tap the F7 key to spell check words just in that block.

A tap of the Alt+F7 key just finds the next misspelled word.  Tap the Esc key to exit the dialog box.  The text cursor is left at the misspelled word.

There are 2 ways to look up a synonym for a word.  Place the text cursor within the word.  Tap the Shift+F10 key to pop up the shortcut menu for the word.  Then, activate the Synonym option and pick the desired synonym in the list.  You can also tap the Shift+F7 key to pop up the Thesaurus dialog box which lists synonyms, related words, and antonyms.

There are no shortcut keys for the Grammar checker.  Use the Spelling and Grammar command at the top of the Tools menu.

Window Management Keys
The 4 Window Operations

You employ a program window to view and interact with Windows XP and other programs.  There are a few common window operations that are routinely used.

Activate A Program

At any instant, only a single program can respond to keyboard and mouse activity.  This program is called the Active Program, and its window is called the Active Window — they are said to possess the Input Focus or the System Focus.  A program and its window become active when you launch the program.

Launch a program, then 5 distinct things happen.  They are:  (1) It is placed into temporary memory; (2) Its program window is placed on the Desktop; (3) its program window moves to the front and its title bar color is made different; (4) Its button is placed in the Switch Area of the Taskbar and looks depressed; and (5) it possesses the input focus.

Inactivate A Program

This means switch to another program.  You make the currently active program inactive when you want to use another program for the moment but may wish to use this program again.  An inactive program can't respond to input, but it is often still busy hard at work.

Reactivate A Program

This means switch back to a program.  You can switch to a program and its window with the keyboard or the mouse.  Keyboard — repeatedly tap the Alt+Tab key till the window's button in the Switch Area of the Taskbar is reached.  Mouse — click on any part of the window when the window is visible and click the window's button in the Switch Area of the Taskbar when the window is minimized.

Quit A Program

This means leave the program — exit the program and close its window.  You quit a program (active or inactive) only when you are completely finished with it.  There are 5 ways to quit a program and close its window.

There are 5 ways to quit a program and close its window.  Keyboard — choose the Close item in the Control menu or choose the Exit item in the File menu or just tap the Alt+F4 key; mouse — click its Close button or double click the title icon.

Quit and minimize a program window are very different actions.  You quit a program when you are entirely finished with it.  You minimize its window when you want to temporarily clear off a piece of Desktop real estate but wish to keep the program around for later use.

Program Window Keys

Alt+F4 key — exits the active program and closes he active window.

Alt+F5 key — restores the active window.

Alt+F10 key — maximizes the active window.

Alt+Tab key — switches to the most recently used program window.  Hold the Alt key, then additional taps of the Tab key activate consecutive program windows that are listed in the Switch Area of the Taskbar.

Alt+SpaceBar key — pops up the Control menu for the Active window.  This menu is linked to the title icon of the active window.

Alt+Prt Scr key — puts a copy of the active window onto the clipboard.

Document Window Keys

Ctrl+F4 key — closes the active document window in the active program window.

Ctrl+F6 key — switches to the next document window in the active program window.

Alt+Hyphen key — pops up the Control menu for the active document in the program window.  This menu is linked to the title icon of the document window.

Menu Keys
There are 3 types of menus:  context menus, control menus, and command menus.  Activation and exit keys for these menus are summarized separately.  Also, Navigation keys for menu items are presented separately.

Start Window Keys

Ctrl+Esc key; either Win key — opens the Start window and displays it at the left edge of the Display Area over the Taskbar.

Either Alt key — closes the Start window from any level.  The keyboard focus stays over the Start button.

Esc key — closes the current submenu and moves up a menu level or exits the Start window.

Context Menu Keys

Shift+F10 key; ConText key — pops up the context menu for the item with the keyboard focus.

Either Alt key — closes the context menu from any level.

Esc key — closes the current submenu and moves up a menu level or exits the context menu.

Control Menu Keys

Alt+SpaceBar key — pops up the Control menu for the active program window.

Alt+Hyphen key — pops up the Control menu for the active document window.

Either Alt key; Esc key — closes the Control menu for the active window.  The keyboard focus is placed at its prior location within the window.

Command Menu Keys

Either Alt key; F10 key — activates the menu bar of the active program.  The keyboard focus is placed over the far left command menu.

Left/Right key — moves the keyboard focus left/right to the next command menu on the menu bar.  The command menu with the keyboard focus becomes selected — highlighted; that is, it is displayed in a different color.

Dn key — pulls down the selected command menu.

Alt + Letter key — immediately pulls down the command menu with that access letter.

Either Alt key; F10 key — closes the current command menu from any level, and the menu bar is deactivated.  The keyboard focus is placed at its prior location.

Esc key — closes the current command submenu and moves up a menu level or deactivates the menu bar.

Menu Item Keys

Up/Dn key — moves the keyboard focus Up/Dn to the next menu item in the active menu.  The menu item with the keyboard focus becomes selected, highlighted; that is, it is displayed in a different color.

Enter key — activates the selected menu item.

Letter key — immediately activates the menu item with that access letter.

Basic Box Keys
A box is a window which is fixed in size, content and position that temporarily appears on the computer display.  It may display a message that you must read and/or respond to (a message box), or it may expect you to provide data (a dialog box).  A box may close by itself — usually a message box that displays legal notices or progress statistics.  Typically, you must close a box with a press of a push button.

A box contains a title — usually the box's name or a brief description of what the box does — located within the box just beneath its top edge.

Sometimes, a box has Help and/or Close buttons located just to the right of its title text.

A box contains communication — usually a message, an alert or warning, information or instructions.  It also contains push buttons — OK and Cancel are 2 examples.  They are little rectangles that contain text and/or graphic labels.  A particular push button is singled out as the Default button — the push button that is activated with a tap of the Enter key.

A box that contains other controls is a dialog box — text boxes and exclusive choice lists are 2 examples of other controls.  You may consider the typical message box a dialog box without other controls.  Both types of boxes act the same way in all other respects.

The Active Keys

Place the keyboard focus over a certain type of element, then only specific keys apply to that element.  These keys are summarized when that type of element is discussed in this book.

There are 2 keys that move the keyboard focus through a dialog box, and there are keys that let you cancel or activate the box.

Tap the Tab key to move the keyboard focus from box element to box element in a clockwise direction — left to right and top to bottom; tap the Shift+Tab key to move the keyboard focus in the reverse direction.  Repeated taps of either key eventually move the keyboard focus back to the box element that initially possessed it.

Both of these Navigation keys skip over elements that are currently inactive.  Which elements are inactive, if any, depends on the particular dialog box and current circumstances.  Inactive elements (also called Disabled Elements) have gray-colored labels.

Tap the Esc key to press the Cancel button.  Any changes made in the box are ignored, and the box disappears.  Tap the Enter key to press the Default button or the push button that currently has the keyboard focus.  Press the Default button, then any changes made in the box take effect, and the box disappears.

The Access Letters

Text labels for dialog elements often possess underlined letters.  These letters are called Access Letters, for you can tap them and have something immediately happen.  Some access letters merely move the keyboard focus to their respective elements, and others immediately activate their respective elements — so care is advised.

Box Navigation Keys

Tab key — moves the keyboard focus from box element to box element and highlights that element; Shift+Tab key — moves the keyboard focus in the reverse direction.  Both of these Navigation keys skip over elements that are currently inactive.  Repeated taps of either key eventually move the keyboard focus back to the element that initially possessed it.

Push Button Keys

Esc key — immediately activates the Cancel button.  Tap it, then any changes made in the box are ignored, and the box disappears.

Enter key — immediately activates the Default button or the push button that currently has the keyboard focus.  Press the Default button, then any changes made in the box take effect, and the box disappears.

Access letter — immediately activates the push button with that access letter.

Tab Page Keys

Ctrl+Tab key — moves the keyboard focus from tab label to tab label and displays its tab page; Shift+Ctrl+Tab key — moves the keyboard focus in the reverse direction.  Repeated taps of the Ctrl+Tab key eventually move the keyboard focus back to the initial tab label and its tab page.  The active tab page fills the dialog box.

Access letter — immediately activates the tab page with that access letter.  Its tab page is displayed.

Help Keys

F1 key — pops up a help window for the dialog box or for the item with the keyboard focus.

Esc key — dismisses a help window.

More Box Keys
Box Navigation Keys

Tab key — moves the keyboard focus from box element to box element and selects that element; Shift+Tab key — moves the keyboard focus in the reverse direction.  Both of these Navigation keys skip over elements that are currently inactive.  Repeated taps of the Tab key eventually moves the keyboard focus back to the element that initially possessed it.

Push Button Activation

Esc key — immediately activates the Cancel button.  Tap it, then any changes in the box are ignored, and the box disappears.

Enter key — immediately activates the Default button or the push button that currently has the keyboard focus.  Press the Default button, then any changes in the box take effect, and the box disappears.

SpaceBar key — immediately activates a push button when it has the keyboard focus.

Access letter — immediately activates the push button with that access letter.

Option Button Selection

Up/Dn key — highlights the next option in an option button when the option button has the keyboard focus.

Access letter — immediately selects the option in the option button with that access letter.

Check Box Selection

SpaceBar key — highlights (changes) the state of a check box when it has the keyboard focus.

Access letter — immediately selects (changes) the state of the check box with that access letter.

Text Box Keys
Text Box Navigation Keys

Navigation keys let you move the keyboard focus in a particular direction and to a specific character or item.

Edit Box Keys
Left key — moves left a character; Ctrl+Left key — moves left a word.

Right key — moves right a character; Ctrl+Right key — moves right a word.

Home key — moves to the far left.

End key — moves to the far right.

Spin Box Keys
Home key — displays the highest value.

Up key — displays the prior value.
PgUp key — moves up several values.

Dn key — displays the next value.
PgDn key — moves down several values.

End key — displays the lowest value.

Text Box Edit Keys

The basic Edit keys let you erase the character near the insertion point.

BS key — erases the character left of the insertion point.

Either Del key — erases the character at the insertion point.

List Box Keys
Dialog Box Keys

Tab key — moves the keyboard focus from box element to box element and selects that element; this Navigation key skips over elements that are currently inactive.  Repeated taps of this key eventually move the keyboard focus back to the element that initially possessed it.

Shift+Tab key — moves the keyboard focus in the reverse direction; this Navigation key skips over elements that are currently inactive.  Repeated taps of this key eventually move the keyboard focus back to the element that initially possessed it.

Access letter — immediately selects the list box with that access letter.

Single Selection Box Keys

Only a single item can be selected.  A navigation or Text key navigates and immediately selects.

Up/Dn key — selects the prior/next item.

PgUp/PgDn key — selects the prior/next item Up/Dn a screen.

Home/End key — selects the top/bottom item.

Letter key — selects the next item that begins with that letter.

Alt+Up/Alt+Dn key — closes up or drops down a drop-down list.

Extended Selection Box Keys

No item is initially selected.  You can select a single item.

Ctrl+SpaceBar key — toggles the selection of the item with the focus.

Navigation key or Text key — navigates and immediately selects an item.

Up/Dn key — selects the prior/next item.

PgUp/PgDn key — selects the prior/next item Up/Dn a screen.

Home/End key — selects the top/bottom item.

Letter key — selects the next item that begins with that letter.

Ctrl + Navigation key — navigates and makes no selection; current selections are unaffected.

You can select a single block of items.

Shift + Navigation key — selects the items passed over.

Multiple Selection Box Keys

You can freely navigate through a real multiple selection box.  No item is initially selected, and no item is auto-selected or deselected as you navigate through the box.

Up/Dn key — navigates to the prior/next item.

PgUp/PgDn key — navigates to the prior/next item Up/Dn a screen.

Home/End key — navigates to the top/bottom item.

Letter key — navigates to the next item that begins with that letter.

You must actively select or deselect an item.

SpaceBar key — selects the item with the keyboard focus.

Ctrl+SpaceBar key — deselects the item with the keyboard focus.

You must actively select or deselect a block of items.

Shift + Navigation key — selects the items passed over.

Shift+SpaceBar key — extends the selection from the last selected item to the item with the keyboard focus.

Navigation Keys
Navigation keys (alias movement keys) let you move the keyboard focus in a particular direction to a specific place in the text.  There is 1 Navigation key found in the Main keyboard and 8 Navigation keys found in the Column of keys and in the Block of keys.

Left key — move left a character; Ctrl+Left key — move left a word.

Right key — move right a character; Ctrl+Right key — move right a word.

Up key — move up a line; Ctrl+Up key — move up a paragraph.

Dn key — move down a line; Ctrl+Dn key — move down a paragraph.

Home key — move to the far left on a line; Ctrl+Home key — move to the top of a document.

End key — move to the far right on a line; Ctrl+End key — move to the bottom of a document.

PgUp key — move up a screen; Ctrl+PgUp key — move left a screen.

PgDn key — move down a screen; Ctrl+PgDn key — move right a screen.

Tab key — move to the next tab stop; Shift+Tab key — move to the prior tab stop.

Edit Keys
Edit keys let you correct errors and erase unwanted text.

The 2 erase keys, BS and Del, let you delete a character or a selected block of text.

BS key — deletes the character left of the text cursor.

Either Del key — deletes the character at the text cursor.

BS key or Del key — deletes the selected block of text.

The 2 control erase keys, Ctrl+BS and Ctrl+Del, let you delete a word.  Use the Arrow keys or the Ctrl+Arrow keys to move onto the first character of a word.

Ctrl+BS key — deletes the word left of the current word.

Either Ctrl+Del key — deletes the current word.

The Insert key lets you switch between Insert mode and Typeover mode.  In the Insert mode, typed text begins at the text cursor and pushes any text to its right farther to the right.  In the Typeover mode, typed text begins at the text cursor and writes over any text to its right.

Either Ins key — toggles between Insert mode and Typeover mode.

Outline Keys
A document outline lets you review and organize the topics that make up a document.  Use this view to rearrange big parts of a document and navigate to them easily and quickly.

Layout View Keys

Alt+Ctrl+O key — enter the Outline Layout view.

Alt+Ctrl+N key — return to the Normal Layout view.

Topic Level Keys

You must place the text cursor on the topic, not on topic text, for these keys to work.

Alt+Shift+Up key — move a topic up in the outline

Alt+Shift+Dn key — move a topic down in the outline

Alt+Shift+Left key — increase topic level by 1 — promote topic

Alt+Shift+Right key — decrease topic level by 1 — demote topic

Alt+Shift+Equal key, Alt+Shift+NumPad Plus key — expand a topic — show its sublevels

Alt+Shift+Minus key, Alt+Shift+NumPad Minus key — collapse a topic — hide its sublevels

Outline Keys

Alt+Shift+A key, Alt+Shift+NumPad Star key — toggle (show or hide) document paragraphs

Alt+Shift+Number key — show just Number (1 through 9) topic levels

Chapter Summary
This chapter lists the common key commands used in Word  and can serve as a Key Guide.  Keys are classified by topic for quick reference.
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