
Lesson-29 
 

MS Word-V 
 

Learning Objectives 
 

• To understand the process of page formatting and page numbering 
• To understand how to create headers and footers  
• To understand how to work with macros 
• To understand how to create Web pages 
• To understand the keyboard shortcuts 

 
Page Formatting 

Page Margins 

The page margins of a document can be changed using the rulers on the page and the Page Setup 
window. The ruler method is as follows: 

• Move the mouse over an area where the white ruler changes to gray (Refer to figure 30.1) 

 

Figure 30.1 

• When the cursor becomes a double-ended arrow, click it with the mouse and drag the margin 
indicator to the desired location 

• Release the mouse when the margin is set 
 
The margins can also be changed using the Page Setup dialog box as follows: 

• Select File and Page Setup 
• Choose the Margins tab in the dialog box (refer to figure 30.2) 



 

Figure 30.2-- Page Setup dialog box 

• Enter margin values in the Top, Bottom, Left and Right boxes 
• The Preview window will reflect the changes 
• If the document has Headers and/or Footers, the text distance from the edge of the page can be 

changed 
• Click OK when finished 

 
Page Size and Orientation 
 
Change the orientation page within the Page Setup dialog box with the help of the following steps: 

• Select File and Page Setup 
• Choose the Paper Size tab (Refer to figure 30.3) 

 



Figure 30.3-- Page Setup dialog box 

• Select the proper paper size from the drop-down menu 
• Change the orientation from Portrait or Landscape by checking the corresponding radio button 

 
Headers and Footers 
 
A header is the text added to the top margin of every page, such as a document title or page number 
and a footer is the text added to the bottom margin.  Follow the following steps to add or edit headers 
and footers in a document: 

• Select View and Header and Footer from the menu bar 
• The Header and Footer toolbar will appear and the top of the page will be highlighted as shown 

in figure 30.4 

 

Figure 30.4-- Header and Footer toolbar 

• Type the heading in the Header box 
• You may use many of the standard text formatting options such as font face, size, bold, italics 

etc.  
• Click the Insert AutoText button to view a list of quick options available 
• Use the other options on the toolbar to add page numbers, the current date and time  
• To edit the footer, click on the Switch Between Header and Footer button on the toolbar  
• When you are finished adding headers and footers, click on the Close button on the toolbar  

 
Page Numbers 
 
Follow the following steps to add page numbers to a document: 

• Select Insert and Page Numbers from the menu bar  
• Following dialog box (figure 30.5) will appear 



 

Figure 30.5-- Page Numbers dialog box 

• Select the position of the page numbers by choosing “Top of page” or “Bottom of page” from 
the Position drop-down menu 

• Select the alignment of the page numbers in the Alignment drop-down menu 
• If you do not want the page number to show on the first page (if it is a title page, for example), 

uncheck the Show number of first page box  
• Click OK when finished 

 
Print Preview and Printing 
 
Preview your document by clicking on the Print Preview button on the standard toolbar or by selecting 
File and Print Preview. When the document is ready to print, click on the Print button from the Print 
Preview screen or select File and Print. 
 
Macros 

Macros are advanced features that can speed up editing or formatting you may perform often in a 
Word document. They record sequences of menu selections that you choose, so that a series of actions 
can be completed in one step.  

Recording a Macro 

To record a macro, follow the following steps:  

• Click Tools, Macro and Record New Macro on the menu bar (Refer to figure 30.6) 



 

Figure 30.6-- Record Macro dialog box 

• Name the macro in the Macro name field 
• This name cannot contain spaces and or begin with a number 
• From the Store macro in drop-down box, select the document you would like the macro to be 

associated with or choose All Documents to be able to use the macro in any document  
• Enter a description of the macro in the Description field 
• This is for your reference only, so that you remember what the macro does  
• Click OK to begin recording 
• Select options from the drop-down menu and Word will record the options you choose from 

the dialog boxes, such as changing the margins on the Page Setup window 
• Select those options only that modify a document 
• Word will not record toggle actions such as View and Toolbars that have no effect on the 

document itself 
• The recording toolbar will allow you to stop, pause and resume recording 

 

Figure 30.7-- Stop button 

• Click on the Stop button of the recording toolbar (Refer to figure 30.7) 
• The macro is now saved 

Running a Macro 
 
To run an existing macro, follow the following steps: 
 

• Select Tools, Macro and Macros from the menu bar 
• From the Macros window, highlight the Macro name in the list and click Run (Refer to figure 

30.8) 



 

Figure 30.8-- Macros dialog box 

• If the macro is long and you want to stop it while it is running, press Break (hold Ctrl and press 
Pause) 

 
Web Wizard 

Word’s Web Page Wizard helps in creating web pages for the Internet with preset layouts and 
graphics. Follow the following steps to create a web page using the wizard: 

• Select File and New from the menu bar 
• Click the Web Pages tab on the New dialog box (Refer to figure 30.9) 



 

Figure 30.9-- New dialog box 

• Highlight the Web Page Wizard icon and click OK 
• Click the Next button on the first Web Page Wizard box  
• Title and Location-- Enter a title for your Web site and select the location on your computer 

where the files will be saved (Refer to figure 30.10) 
• Click Next when finished 

 

 

Figure 30.10-- Web Page Wizard 



• Navigation-- Select a navigation type for the web page (Separate page is usually the best 
choice as it is easier to use) (Refer to figure 30.11) 

 

Figure 30.11-- Web Page Wizard 

• Add pages-- The next screen will list the pages currently in the Web site 
 

o Click on the Add New Blank Page button to add a new page and highlight a page in the 
list 

o Click on Remove Page to delete pages from the Web site 
o To add a page that you have already created, click on the Add Existing File button and 

select the page you want to add (Refer to figure 30.12) 

 

Figure 30.12-- Web Page Wizard 



o Click on the Add Template Page to insert a page with a layout 
o Highlight the choices in the Web Page Templates window to preview the template in 

the main window (Refer to figure 30.13) 
o Click OK to select a template 

 

Figure 30.13-- Web Page Templates window 

• Organize pages-- It reorder the pages of the Web site 
 

o Highlight the name of the page that will be moved and click on the Move Up and Move 
Down buttons (Refer to figure 30.14) 

o Click Rename to rename a page 

 



 

Figure 30.14-- Web Page Wizard 

• Visual theme-- Select No visual theme for a blank page or select Add a visual theme and click 
on Browse Themes to select a graphical theme (Refer to figure 30.15) 

 

Figure 30.15-- Web Page Wizard 

o From the Theme window, highlight the themes in the list to preview them (Refer to 
figure 30.16) 

o Check the Vivid Colors and Active Graphics boxes to apply those options 



o Uncheck the Background Image box to remove the graphic from the background of the 
page 

o Click OK when finished 

 

Figure 30.16-- Theme window 

• Click Finish to create the Web site 

Creating Web Pages 

Now, we will learn how to create a Web page from scratch and adding elements to a page from the 
wizard. When working on a Web format document, view the page in Web layout by selecting View 
and Web Layout from the menu bar. Enter text and insert graphics just as you would in a normal Word 
document.  

Hyperlink  

A hyperlink is a connection between two Web pages on the Internet. Hyperlinks can be produced from 
text or graphics. Follow the following steps to create links to other Web sites and pages within your 
site: 

• Type the text you want to appear on the page as a link or add the graphic that will be a link 
• Highlight the text or graphic and click the Insert Hyperlink button on the standard toolbar or 

press CTRL+K 
• From the Insert Hyperlink dialog box, change the Text to display if necessary (Refer to figure 

30.17) 



 

Figure 30.17-- Insert Hyperlink dialog box 

• Type the file or name of Web page in the appropriate box or select from list  
• Click OK to create the link 

 
Saving Web Pages 
 
Pages on the Web should be saved in a format called HTML (Hyper Text Markup Language) that is 
readable by Web browsers. Word will convert your document to HTML using the Save as Web page 
feature. 
 

• Select File and Save as Web page from the menu bar  
• Click the Change Title button to add a title to the Web page (Refer to figure 30.18) 



 

Figure 30.18-- Save As dialog box 

• Type the File name in the box provided 
• Be sure the Save as type is set to Web Page  
• Click Save 
 

Creating a Web Page from a Template 
 
Word features several layout templates that you can add your own content to. To create a Web page 
from a template, follow the following procedure: 
 

• Select File and New from the menu bar  
• Click the Web Pages tab on the New dialog box 
• Highlight one of the templates listed 
• Click on OK (Refer to figure 30.19) 



 

Figure 30.19-- New dialog box 

• The template will now appear in the main window 
• Replace the place holding text with your own text by highlighting it and typing 
• Replace photos and images by deleting them and adding new images (refer to figure 30.20) 

 

Figure 30.20-- Left-aligned template 

• Save the page by selecting File and Save as Web Page from the menu bar  

Web Page Themes 
 
The Visual Theme feature from the Web Page Wizard can be accessed for any Web page. To add a 
theme to a blank page or existing page, follow the following procedure: 
 

• Select Format and Theme from the menu bar 
• Choose a theme from the list 
• Click on OK 



 
The page content will remain blank unless a background image is part of the theme that was selected. 
The style listings, default font and bullet images will change to reflect the new theme.  
 
To change the theme of the page, follow the following procedure: 
 

• Select Format and Theme from the menu bar  
• Choose a different theme 
• Click on OK 

 
Preview the Web Page 
 
The page may look slightly different when converted to HTML and viewed on the Web. Before 
publishing a Web page, use Word’s Web preview feature. Select File and Web Page Preview to open 
the page in a Web browser. 
 
Keyboard Shortcuts 

Keyboard shortcuts save time and the effort of switching from the keyboard to the mouse to execute 
simple commands. Following is the list of Word keyboard shortcuts: 

Note 

A plus sign indicates that the keys need to be pressed at the same time 

Action Keystroke 
 

Document actions 
Open a file CTRL+O 
New file CTRL+N 
Close a file CTRL+W 
Save As F12 

Save CTRL+S or 
SHIFT+F12 

Print Preview CTRL+F2 
Print CTRL+P 
Show/Hide paragraph symbols CTRL+* 
Spelling and grammar F7 
Help F1 
Find CTRL+F 
Replace CTRL+H 
Go To CTRL+G 
 

Cursor movement 
Select all - entire document CTRL+A 
Select from cursor to beginning SHIFT+Home

Action Keystroke 
 

Text Style 
Font face CTRL+SHIFT+F 
Font size CTRL+SHIFT+P 
Bold CTRL+B 
Italics CTRL+I 
Underline CTRL+U 
Double underline CTRL+SHIFT+D
Word underline CTRL+SHIFT+W
All caps CTRL+SHIFT+A
Change case SHIFT+F3 
Subscript CTRL+= 
Superscript CTRL+SHIFT+= 
Make web hyperlink CTRL+K 
 

Tables 
Go to next cell Tab 
Go to previous cell SHIFT+Tab 
Go to beginning of 
column ALT+PageUp 



of line 
Select from cursor to end of 
line SHIFT+END 

Go to beginning of line HOME 
Go to end of line END 
Go to beginning of document CTRL+Home 
Go to end of document CTRL+End 
 

Formatting 
Cut CTRL+X 
Copy CTRL+C 
Paste CTRL+V 
Undo CTRL+Z 
Redo CTRL+Y 
Format painter CTRL+SHIFT+C
Left alignment CTRL+L 
Center alignment CTRL+E 
Right alignment CTRL+R 
Justified CTRL+J 
Delete previous word CTRL+Backspace
Apply bulleted list CTRL+SHIFT+L
Indent CTRL+M  
Page break CTRL+Enter  

Highlight to beginning 
of column ALT+SHIFT+PageUp 

Go to end of column ALT+PageDown 
Highlight to end of 
column ALT+SHIFT+PageDown

Go to beginning of 
row ALT+Home 

Highlight to beginning 
of row ALT+SHIFT+Home 

Go to end of row ALT+End 
Highlight to end of 
row ALT+SHIFT+End 

Column break CTRL+SHIFT+Enter 
 

Miscellaneous 
Copyright symbol - © ALT+CTRL+C 
Date field ALT+SHIFT+D 
Go to footnotes ALT+CTRL+F 
Show/Hide ¶ CTRL+SHIFT+8
Thesaurus SHIFT+F7  

 
Notes 
 

1. Macros are advanced features that can speed up editing or formatting you may perform often in 
a Word document.  

 
2. Word’s Web Page Wizard helps in creating web pages for the Internet with preset layouts and 

graphics. 
 

3. Keyboard shortcuts save time and the effort of switching from the keyboard to the mouse to 
execute simple commands. 

 
 
Note 
 
Questions for this lesson will be provided by the instructor. 


