
 

 

 
CHAPTER - 5 

   
ADVANCED FEATURES OF MICROSOFT WORD 

OBJECTIVES OF THIS LESSON 

In addition to the basic features described in the previous chapter, MS-Word also provides very useful 
additional features such as Import, Export, Frame, Table, Mail-merge, Macros etc. These advanced 
features are discussed in this chapter. Readers will be able to understand and used the following 
advanced features of MS-Word: 

 Import and Export  
 Working with Frames  
 Multi column specification of a document 
 Various ways to insert the pictures in Word document 
 Creating and formatting of table 
 Macro and its uses 
 Mail Merge 

STRUCTURE OF THIS LESSON 

5.1 Introduction 
5.2  Importing, Exporting and Inserting Pictures  
 5.2.1 Importing Clip Art Images 
 5.2.2 Importing Graphics from Other Files 
 5.2.3 Export Data from Ms Word 
5.3  Working with Frames 
5.4  Columns  
 5.4.1 Creating Multi-Column Documents 
5.5  Picture  
 5.5.1 Inserting a Picture Using Clip-Art  

 5.5.2 Inserting a Picture From File 
 5.5.3 Inserting a Picture from Scanner or Camera 
 5.5.4 Drawing Objects in a Document 
 5.5.5 Inserting Autoshapes 
 5.5.6 Inserting a Picture Using Word Art 
 5.5.7 Inserting a Chart 
5.6  Create a Table 
 5.6.1 Inserting Row and Column in Existing Table 
 5.6.2 Delete a Table 
 5.6.3 Delete Row or Column 

 5.6.4 Change the Column Width in a Table 
  5.6.5 Change the Row Height in a Table  

 5.6.6 Autofit 
 5.6.7 Sorting Text in Table 
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 5.6.8 Formatting Text in Table 
 5.6.9 Formatting of Table 

5.7 Macros 
 5.7.1 Recording a Macro  
  5.7.2 Running a Macro 

5.8 Mail Merge 
5.9  Shortcut Keys 
  Summary of the Lesson 
   Self Assessment Questions and Exercises 

5.1 INTRODUCTION 

MS-Word is a powerful word-processing tool. Apart from common features, MS-Word also provides 
very useful advanced features such as Import, Export, Frame, Table, Mail-Merge, Macros etc. These 
advanced features are quite helpful and are discussed in this chapter. 

5.2 IMPORTING, EXPORTING AND INSERTING PICTURES 

MS-Word can directly import graphics file created in most of the common graphics file formats. For 
example if you create a drawing in Paint, AutoCAD or CorelDraw and want to show it in your word 
document, you can insert it very easily. Some of the common graphics file formats that MS-Word can 
use are given as:  

1. Windows Metafile (.WMF) 

2. Enhance Metafile (.EMF) 

3. JPEG File Interchange Format (.JPG) 

4. Kodak Photo CD (.PCD) 

5. PC Paintbrush (.PCX) 

6. Windows Bitmap (.BMP) etc. 

Graphics can be imported either from other applications by using picture objects command from 
insert menu or copy a graphics from other file and paste in document. 

5.2.1  Importing Clip Art Images 

Word includes a number of Clip Art images that you can include in your document. For instance, it 
has Clip Art files for an anchor, dinner, animals, office equipment etc. To insert any graphics file in 
your document, use the insert, picture command  

To insert the clip art at any desired position of the text follow the following steps: 

1. Position the insertion point where you want to insert the graphics  

2. From insert menu choose picture and then choose clip art 

3. A dialog box will appear on your screen from which you can select image. 

4. Select the image that you want to import in your document. 
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Ctrl+J  Justify the selected paragraph  

Ctrl+K  Insert a hyperlink within the selected text  

Ctrl+Shift+K  Format select text as small caps  

Ctrl+L  Left align the selected paragraph  

Ctrl+M  Indent the selected paragraph from the left  

Ctrl+Q  Remove paragraph formatting from selected paragraph  

Ctrl+R  Right align the selected paragraph  

Ctrl+T  Apply a hanging indent to the selected paragraph  

Ctrl+U  Underline the selected text  

Ctrl+Shift+D  Double-underline the selected text  

Ctrl+Shift+W  Underline the selected words but not spaces  

Ctrl+V  Paste cut/copied text or object  

Ctrl+Shift+V  Paste copied format  

Ctrl+0  Add/Remove one line space before the selected paragraph  

Ctrl+1  Apply single-space lines to the selected text  

Ctrl+2  Apply double-space lines to the selected text  

Ctrl+5  Apply 1.5-space lines to the selected text  

Ctrl+Spacebar  Remove selected text's manual character formatting  

 

Shortcut  Function  

Ctrl+Equal Sign  Subscript the selected text  

Ctrl+Shift+Plus 
Sign  

Superscript the selected text  

Ctrl+Shift+Q  Apply Symbol font to the selected text  

Ctrl+Shift+F  Change the selected text's font  

Ctrl+Shift+P  Change the selected text's font size  

Ctrl+Shift+>  Increase the selected text's font size by one point  

Ctrl+Shift+<  Decrease the selected text's font size by one point  

Ctrl+]  Increase the selected text's font size by one point  

Ctrl+[  Decrease the selected text's font size by one point  

Shift+Enter  Insert a line break  

Ctrl+Enter  Insert a page break  
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Ctrl+Shift+Enter  Insert a section break  

Alt+Ctrl+Minus 
Sign  

Insert an em dash  

Ctrl+Minus Sign  Insert an en dash  

Ctrl+Hyphen  Insert an optional hyphen  

Ctrl+Shift+Hyphen  Insert a nonbreaking hyphen  

Ctrl+Shift+spacebar  Insert a nonbreaking space  

Alt+Ctrl+C  Insert the copyright symbol  

Alt+Ctrl+R  Insert the registered trademark symbol  

Alt+Ctrl+Period  Insert and ellipsis  
 

Shortcut  Function  

Alt+Ctrl+K  Enable AutoFormat  

Ctrl+Shift+L  Apply the List style to the selected text  

Ctrl+Shift+N  Apply the Normal style to the selected text  

Ctrl+Shift+S  Apply a style to the selected text  

Alt+Ctrl+1  Apply the Heading 1 style to the selected text  

Alt+Ctrl+2  Apply the Heading 2 style to the selected text  

Alt+Ctrl+3  Apply the Heading 3 style to the selected text  

Tab  Move to next cell in a row; Start a new row if pressed within a row's 
last cell  

Shift+Tab  Move to previous cell in a row  

Alt+Home  Move to the first cell in a row  

Alt+End  Move to the last cell in a row  

Alt+Page Up  Move to the first cell in a column  

Alt+Page Down  Move to the last cell in a column  

Up Arrow  Move to the previous row  

Down Arrow  Move to the next row  

Enter  Start a new paragraph within a cell  

Ctrl+Tab  Insert a tab within a cell 

Ctrl+N  Open a new document that is the same type as the current or most 
recently opened document  

Ctrl+O  Display the File | Open dialog box  
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Ctrl+W  Close the current document  

Ctrl+S  Save the current document  

Alt+Ctrl+S  Split the document window  

Alt+Shift+C  Remove the document window split  

F1  Display Word Help dialog box  

Shift+F1  Open Reveal formatting dialog box or open context-sensitive Word Help  

F2  Move selected text of object  

Shift+F2  Copy the selected text  

F3  Insert AutoText  

Shift+F3  Change the case of the selected text  

F4  Repeat last action  

Shift+F4  Repeat Find or Go To  

F5  Display the Edit | Go To dialog box  

Shift+F5  Move to the last change  

F6  Move to the next pane or frame  

Shift+F6  Move to the previous pane or frame  

F7  Display Tools | Spelling and Grammar dialog box  

Shift+F7  Display the Tools | Language | Thesaurus dialog box  

F8  Extend the selection  

Shift+F8  Shrink the selection  

F9  Update the selected fields  

Shift+F9  Switch between a field code and its product  

F10  Activate the Word menu bar  

Shift+F10  Display the shortcut menu  

F11  Move to the next field  

Shift+F11  Move to the previous field  

F12  Display the File | Save As dialog box  

Shift+F12  Save the current document  
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SUMMARY OF THE LESSON 

 

You learnt the following in this lesson: 

 Data can be exported/ imported in MS-Word. 

 In MS-Word, pictures can be inserted by various ways such as using AutoShapes, ClipArt, 
From Files, from scanner and Camera etc. 

 Multi-Column facility makes more than one column in single document. 

 With the help of spell check option, we can make error free document. 

 To create a table, select Table > Insert > Table 

 You can enter data in a cell of a table by clicking in it. 

 To insert rows / columns select, Table > Insert 

 To merge cells, select Table > Merge Cells 

 A macro is a series of word commands and instructions that is used as group together as a 
single command. Word macros can help save time by automating repetitive tasks. Macro is 
used to edit and format the document. 

 Mail merge is used to send same letter to different recipients. 

SELF ASSESSMENT QUESTIONS AND EXERCISES 

1. Discuss the steps of import and export in MS Word. 

2. What is the use of Frame? How a frame can be created? 

3. Discuss Table- handling in MS-Word. 

4. How multi-column document can be created? 

5. What are the steps for recording and running of a macro? 

6. Discuss various ways to insert picture in a document.  

7. How a table can be created? 

8. What are the steps to insert row and column in a table? 

9. How can you format text in a table?  

10. How will you insert an Autoshape in your document? Explain. 

11. What is Clip Art gallery?  

12. Inserting a table in your document saves a lots of time, how? Explain. 

13. What is the difference between clip art and word art? 

14. What do you mean by macro? 

15. What is the purpose of Mail merge? 

16. How can you create and use a macro? 

17. Describe the concept of Mail merge by giving suitable example. 
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