
To Check Spelling and Grammar = Review Tab > Spelling and Grammar Icon on Ribbon


To Move Curser = Using the left mouse clicker > Double Click where you want the curser


Clipart or Graphics = Right Click on the picture or graphic > Copy then Paste

To Insert Clip Art = Insert Tab > Clip Art Icon on Ribbon
To Save Picture = Right Click > Save Picture as… > To My Pictures Folder
Inserting saved picture = Insert Tab> Picture Icon on Ribbon


Insert Menu > Icon on Ribbon
· Blue A is Word art

· Shapes Icon
· Textbox Icon
Make changes to them=Click on them>Drawing Tools Format Menu

· Shape Fill, Shape Outline, Shape Effects, Text Fill, Text Outline, and Text Effects


Page Border = Page Layout Menu > Page Border Icon > Page Border > Art-pick one
Margins= Page Layout Tab>Margins Icon>Custom Margins


To make changes to a picture =Click on picture>Picture Tools Format Menu
 Wrap Text Icon> Pick wrapping of choice 
If a picture won’t move = Right Click it > Select Wrap Text (Dog with line through it) > Select one of the Options


If when you click on a picture and it takes you to the website from which it came you should:

Right click on the picture > Hyperlink > Remove Hyper Link



