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Microsoft Word 2019 Basics Unit 1 Answer Key is an essential resource for
those looking to familiarize themselves with the features and functionalities
of one of the most widely used word processing applications. In this article,
we will delve into the basic operations, tools, and capabilities of Microsoft
Word 2019, providing a comprehensive answer key to help users navigate
through Unit 1 of their training or learning modules. By understanding these
foundational concepts, users can enhance their productivity and efficiency
when creating documents.

Overview of Microsoft Word 2019

Microsoft Word 2019 is part of the Microsoft Office Suite and is a powerful
word processing software that allows users to create, edit, and format text
documents. It offers a wide range of features that cater to both basic users
and advanced professionals. The primary function of Word is to create
documents, but its capabilities extend to formatting, collaborating, and
presenting information in various forms.

Key Features of Microsoft Word 2019

1. User-Friendly Interface: The ribbon interface provides easy access to
various tools and features, making it simple for users to navigate through
the application.
2. Document Templates: Word offers a variety of pre-designed templates for
resumes, reports, flyers, and more, allowing users to start their projects
quickly.
3. Collaboration Tools: Microsoft Word 2019 supports real-time collaboration,
enabling multiple users to work on a document simultaneously.
4. Formatting Options: Users can customize fonts, sizes, colors, and styles,
as well as apply paragraph formatting for a polished look.
5. Reviewing Features: Tools for spelling and grammar checking, as well as
the ability to insert comments and track changes, enhance document quality.
6. Integration with Other Office Applications: Word seamlessly integrates
with Excel, PowerPoint, and Outlook, allowing for easy data sharing and
management.

Getting Started with Microsoft Word 2019

To begin using Microsoft Word 2019, users need to install the application on



their computer and become familiar with its layout. Here is a step-by-step
guide to getting started:

Installation Process

1. Purchase or Subscribe: Obtain Microsoft Word 2019 through a one-time
purchase or as part of an Office 365 subscription.
2. Download the Software: Follow the instructions provided to download the
application from the official Microsoft website.
3. Install: Run the setup file and follow the prompts to complete the
installation.
4. Activate: Enter the product key if required to activate your software.

Understanding the Interface

Upon opening Microsoft Word 2019, users will be greeted with a clean
interface featuring:

- The Ribbon: The main toolbar at the top that contains tabs like Home,
Insert, Design, Layout, References, Mailings, Review, and View.
- Quick Access Toolbar: A customizable toolbar that provides shortcuts to
frequently used commands such as Save, Undo, and Redo.
- Document Area: The central workspace where users create and edit their
documents.
- Status Bar: Displays information about the document, such as page number
and word count.

Creating a New Document

Creating a new document in Microsoft Word is straightforward. Follow these
steps:

1. Open Word: Launch the application from your desktop or start menu.
2. Select New Document: Click on "Blank Document" or choose from one of the
available templates.
3. Save Your Document: It is essential to save your work regularly. Click on
the "File" tab, select "Save As," choose a location, and enter a file name.

Basic Formatting Techniques

Formatting is crucial for making documents visually appealing and easy to
read. Here are some basic formatting techniques:



Text Formatting

- Changing Font Style and Size: Select the text, then choose a font and size
from the Home tab.
- Bold, Italics, and Underline: Highlight the text and click the respective
icons in the Home tab or use keyboard shortcuts (Ctrl+B for Bold, Ctrl+I for
Italics, Ctrl+U for Underline).
- Text Color: Use the font color option to change the color of the selected
text.

Paragraph Formatting

- Alignment: Adjust the alignment of text (left, center, right, justified)
using the alignment buttons in the Home tab.
- Line Spacing: Change the spacing between lines by selecting the paragraph
and choosing the desired spacing option.
- Bulleted and Numbered Lists: Create lists by selecting the text and
clicking on the bulleted or numbered list icons.

Inserting Elements into Your Document

Microsoft Word allows users to insert various elements to enhance their
documents. Here are some common insertions:

Images and Graphics

1. Insert an Image: Go to the Insert tab, click on "Pictures," and choose an
image from your computer or online sources.
2. Shapes and SmartArt: Utilize the Shapes option to draw custom shapes or
use SmartArt for visually appealing diagrams.

Tables and Charts

- Inserting a Table: Click on the Insert tab, select "Table," and choose the
desired number of rows and columns.
- Creating Charts: Insert charts by selecting "Chart" under the Insert tab
and choosing the chart type that represents your data best.



Saving and Printing Documents

After creating and formatting your document, it is essential to know how to
save and print it properly.

Saving Documents

- Save: Click the Save icon or press Ctrl+S to save changes to an existing
document.
- Save As: Use the "Save As" option to save a copy with a different name or
format.

Printing Documents

1. Print Preview: Click on the File tab and select "Print" to view a preview
of your document.
2. Print Settings: Choose your printer, specify the number of copies, and
adjust settings as needed.
3. Print: Click the Print button to send your document to the printer.

Conclusion

Understanding the basics of Microsoft Word 2019 is crucial for anyone looking
to create professional documents efficiently. From navigating the interface
to mastering formatting and inserting elements, this comprehensive guide
serves as an answer key for Unit 1. By applying these foundational skills,
users can enhance their productivity and create well-structured documents
that meet their needs. Whether for personal use, academic assignments, or
professional reports, Microsoft Word 2019 provides the tools necessary for
effective word processing. As users progress through their learning journey,
they will discover even more advanced features that can further enhance their
document creation and editing experience.

Frequently Asked Questions

What is the purpose of the Ribbon in Microsoft Word
2019?
The Ribbon organizes commands and tools into tabs, making it easier to find
and use features such as formatting, inserting images, and managing
documents.



How can you create a new document in Microsoft Word
2019?
You can create a new document by clicking on 'File' in the top left corner,
then selecting 'New', and choosing 'Blank Document' or a template.

What are the steps to save a document in Microsoft
Word 2019?
To save a document, click on 'File', then 'Save As', choose the location,
enter a file name, and click 'Save'. You can also use the shortcut Ctrl + S.

How do you change the font style in a Word document?
Select the text you want to change, go to the 'Home' tab on the Ribbon, and
choose a font style from the font dropdown menu.

What is the function of the 'Page Layout' tab?
The 'Page Layout' tab allows users to adjust page settings such as margins,
orientation, size, and spacing, to enhance the document's appearance.

How can you insert a picture into your Word
document?
To insert a picture, go to the 'Insert' tab on the Ribbon, click on
'Pictures', choose the source (This Device, Stock Images, Online Pictures),
and select the image.

What keyboard shortcut is used to undo an action in
Microsoft Word 2019?
The keyboard shortcut to undo an action is Ctrl + Z.

How do you add a page number to your document?
To add a page number, go to the 'Insert' tab, click on 'Page Number', and
choose the position and style you prefer.

What is the purpose of the 'Review' tab?
The 'Review' tab is used for proofreading and editing documents, offering
features like spell check, comments, and track changes.
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