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  Tools and Commands in Microsoft Word : 

Microsoft Word is an essential tool for students in high school and university. Its features and 

commands help students efficiently create, edit, and format documents for assignments, projects, 

and presentations. Below is an overview of the most commonly used tools and commands. 

 

1. Basic Formatting Tools 

• Font Settings: Change the font type, size, color, and style (bold, italic, underline). 

• Paragraph Alignment: Align text to the left, right, center, or justify. 

• Line and Paragraph Spacing: Adjust spacing to meet academic formatting requirements 

(e.g., double-spacing for essays). 

• Styles: Apply pre-defined styles for headings, subheadings, and text body. 

2. Document Layout Tools 

• Margins: Adjust margins to standard sizes (e.g., 1-inch for APA or MLA formats). 

1. APA Format (American Psychological Association) 

Primarily used in: Social sciences, education, psychology, and other scientific disciplines. 

Key Features: 

• Page Layout: 

o Margins: 1 inch on all sides. 

o Font: Times New Roman, 12-point (or other legible fonts like Arial or Calibri). 

o Line Spacing: Double-spaced throughout, including the references page. 

o Header: Includes a running head (shortened title) and page numbers in the top-

right corner. 

2. MLA Format (Modern Language Association) 

Primarily used in: Humanities, literature, arts, and language studies. 

Key Features: 

• Page Layout: 
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o Margins: 1 inch on all sides. 

o Font: Times New Roman, 12-point. 

o Line Spacing: Double-spaced throughout. 

o Header: Includes the writer’s last name and page number in the top-right corner. 

  

• Orientation: Switch between portrait and landscape orientation. 

• Page Breaks: Insert page breaks for proper document structure. 

• Header and Footer: Add page numbers, titles, and other relevant information. 

 

3. Academic Tools 

• Spell Check and Grammar: Automatically identify and correct errors. 

• Thesaurus: Find synonyms to improve vocabulary. 

• References and Citations: Use the References tab to insert citations, manage sources, 

and create a bibliography in formats like APA, MLA, or Chicago. 

• Table of Contents: Automatically generate a table of contents from headings. 

4. Collaboration Tools ( review) 

• Comments: Add and reply to comments for group projects. 

• Track Changes: Monitor edits made by collaborators. 

• Share: Share documents with peers and teachers via OneDrive. 

 

5. Visual Tools (insert) 

• Tables: Create tables to organize data. 

• Charts: Insert charts to present data visually. 

• SmartArt: Use SmartArt for diagrams and flowcharts. 

• Images and Shapes: Insert and format images, shapes, and icons. 
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6. File Management Tools 

• Save As: Save documents in various formats (e.g., .docx, .pdf). 

• Version History: Access previous versions of your document. 

• Templates: Use pre-made templates for resumes, essays, and reports. 

Tips for Effective Use 

• Always save your work frequently to avoid data loss. 

• Use keyboard shortcuts (e.g., Ctrl+C for copy, Ctrl+V for paste) to improve efficiency. 

By mastering these tools and commands, you can simplification academic work, produce 

professional-quality documents, and manage your time effectively. 
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