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Introduction

Microsoft Word is the most popular word processing programs of our time.
Microsoft word is typically used to write, document and author your writings. The
software can be used for business and personal purposes and the goal of Word is
to assist you through the process in the most efficient way.

Examples of Word Documents
There are many uses of Microsoft Word. Below are some basic examples of what
Microsoft Word can help you create:

1. A consistent and branded-like document that matches colors, fonts, sizes
and text

Professional reports with amazing diagrams, charts or visuals

Ready-for-use templates and documents provided by Microsoft (such as
calendars, agendas and flyers)

4. Documents with already-formatted sections, such as sidebars and cover
pages

5. Personalized letters to various recipients without having to type the letter
over and over or having to copy/paste the content multiple times

Personalized emails to multiple recipients with specific messaging
Books or manuals with table of contents, page numbers, footers and
bibliographies

Essays with formatted text, margins and font formatting

Protected-documents with cautionary safeguards for any content-sensitive or
confidential information

The Evolution of MS Word

If you haven't really used MS Word in a long time, you have really been missing out.
Those of you that maybe learned how to use a keyboard many years ago, will find
that word processing has completely evolved, allowing users to have more control
and creativity when creating documents.
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Additionally, in this booklet, you will discover how much MS Word has evolved since
the invention of the typewriter. Word, as a powerful word processor, allows for
more flexibility, not only when creating files, but also when printing them. You will
find that in this booklet we cover printing options in detail to help you bring your
files to life.

What you will learn in this booklet for Beginners
The following is a list of objectives you will learn in this booklet:

Basic terminology used in Microsoft Word

How to work with various versions of Word

How to easily open, save and save as Word documents
The basics of AutoSave in Word

Using the Word Processor and selecting and moving text
How to cut, copy and/or paste

How to use the Format Painter in Word

© N o Uk W=

How to navigate the various tabs and ribbons

0

How to change the font, sizes, shading and borders of your document

—_
o

. An introduction to Quick Styles

_
—_—

. How to find and replace in Word

—_
N

. How to insert cover pages, blank pages and page breaks

—_
w

. How to work with a basic table in Word

I

. How to upload or paste pictures into Word

—_
Ul

. How to crop images

—_
(o))

. How to use the different types of links in Word

—_
~N

. How to create a header and footer in your document

—_
00

. How to change the theme of your document

—_
O

. How to change the page set up of your document in order to print

N
o

. How to use the spell check, grammar check and thesaurus

N
—

. How to comment on a document

N
N

. How to use the different types of document views in Word

N
w

. How to zoom in and out of Word

N
~

. How to work with multiple windows in Word
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Basic Terminology

Before you dive into the functionality of Word, let’s first discuss the basic
terminology. This section will explore the language you need to follow along the
rest of this booklet.

Ribbons

All Office 2010 programs organize commands on a bar that floats at the top of your
window. This horizontal bar is called a Ribbon. The Ribbon has different buttons
and commands for you to use. Below is a screenshot of a ribbon.

Ribbon Tabs

In this booklet, we will refer to Ribbon tabs as just “tabs”. Commands are organized
on task-specific tabs of the ribbon. For example, if you want to view certain parts
that you can add to your Word document, you can view the Insert tab. This means
that the Insert tab has a specific set of commands in its ribbon.

Ribbon Groups

Within the ribbon, the commands are separated into sections, or sub-ribbons called
groups. The ribbon groups have particular commands (i.e. buttons or galleries) that
you can choose from. The ribbon groups help find buttons or commands much
quicker.

Quick Access Toolbar
The Quick Access Toolbar is a useful bar located in the upper-left hand corner that
has small buttons, or icons, that are easily accessible at all time. The quick access
toolbar will be displayed in its location despite the tab that you are viewing. By
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default, the Quick Access Toolbar appears to the right of the Word icon at the left
end of the title bar, and displays the Save, Undo, and Redo buttons. You can change

Maria Lopez ML | = =] X

Y

the location of the Quick Access Toolbar and customize it to include any command
that you use frequently. This option will be discussed later.

The Title Bar

By default, Microsoft Word will name your file ‘Document 1'. At the top of the
Windows program you will see the name of the file, called The Title Bar and the
office program you are using. When you change the file name, the title bar will
change with the new name.

AutoSave (@ off)

P Ssearch Maria Lopez ML [3] - [=] X

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat Soda PDF 10 Creator & Share O Comments

:g Editor A [\ 5% A:‘ ij m 71 ink Comment D L: Simpl Tx D .:zi'r:v'u: m :m 7 [E!
Read Check Transla nguage W Show B G Ne Hide SUme

Tra Accept Reject Compare Restrict
Comment Comments = =

Compare

The Backstage View

There are commands that help you manage Word and Word documents (rather
than document content) are gathered together in what Microsoft calls the
Backstage view. To access the backstage view, click on the File tab located at the left
end of the ribbon. Some of the commands available from the Backstage view
include simple file-management commands that interact with the Windows
operating system, such as Save, Save As, Open, and Close.
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Related Dates
o < Last Modified
@ Version History
View and restore previous versions.
Version Last Printed

Created Today, 31 PM

Related People

Author
'_j Manage Document Maria Lopez
J dd tho

) There are no unsaved changes.

nage
Document v Last Modified By
Show All Properties

D Slow and Disabled COM Add-ins
Ry

Manage COM add-ins that are affecting your Word experience.

Manage
COM Add-ins

The Status Bar

The status bar is located at the bottom of the Word window. The status bar displays
the number of pages you have in your document and which page you are currently
viewing.

Pagelof 1 Owords [fg D Focus. B - ]

It also counts the number of words that your file contains, the view and a lever to
zoom in and out of the file.
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Reminders About Microsoft Word

The ribbon is the most commonly accessed area of most Microsoft Office
programs. Sometimes, the screenshots that we include in this booklet may not
match 100% what you see in your screen. This could happen for a few reasons:

1. You or someone else has modified the ribbon in the past
2. Your resolution settings are different

3. You may be using a different version of Microsoft Office

Despite what you may encounter, we wanted to include a few tips for you to easily
navigate through this booklet and your Microsoft Word program.

The Ribbon is Customizable

The ribbon can be customized to fit your needs and access the most commonly
used commands. The commands (also referred as ‘buttons’ in this booklet) will
change depending on the width of the ribbon and the section where it is located.
This means that some commands may be displayed as a list entry, a small button or
a large button. If the width of the ribbon is changed then some of the buttons in the
ribbon will change the way they are displayed (by either shrinking their appearance
or appearing as a list). See the screenshot below for an example.

The Quick Access Toolbar is Customizable

The Quick Access toolbar allows you to permanently see certain icons (or buttons)
on your screen without having to navigate through different tabs. Typically, we see
the Quick Access toolbar containing the Save icon, Print icon, Undo icon, Redo icon
and Spell Check icon. You can always customize the Quick Access Toolbar by
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making your selections from the drop-down menu available. See the screenshot
below for an example.

P Search Maria Lopez ‘ML m - =] X
raw Design Llayout References Mailings Review View Developer Help Acrobat  Soda PDF 10 Creator 5 Share I Comments
= [ 2 commen B | B BB | & AL T
I X B Next i 3 VA in] H
e New Show Accep = Compare Restrict | Hide | R
Comment Comment ts v v Editing nk v As jotes
L ents ing npa

Your Word Window Can Be Restored To Its Maximum Size
If you don't see certain sections of Word while you follow along, we recommend
that you check one important thing in your window. As you know, the windows you
work with can be minimized to an icon, but the windows can also be modified. If
you find yourself playing with the window size too much, click on the Restore icon
in the upper-right hand corner.

uf P Search Maria Lopez ML | - (=] X
File  Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat Soda PDF 10 Creator 3 Share 7 Comments
£ Edin ) A"i + L/—_] 21 ink Comment Fx By Simple Markup |~ D D [ Previous [ = [I; 7 P. 3
L/j { X £l s H
EH Thes ax 44 [ Show Markup ¥ = B Next =t P e =0 =
Translate Language New Show Track Accep ect = Compare Restrict | Hide Resume  Linked
5 W Comment ts Changes v [E]Reviewing Pane v Editing kv | As
Pro Language Comments Tracking [ Changes Compare 1

Your User View is Print Layout

Throughout this booklet, we'll be clicking through many parts of the Word user
interface and sometimes your screen may not look like the screenshots included in
this booklet. As a rule of thumb, remember that Microsoft Word defaults to the
Print Layout view. You can always change your View by going to the View tab and
ensuring you select ‘Print Layout as pictured below.
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Working With Various Version of Microsoft Word

You may run into a situation in which a colleague of yours is using a different
version of Word. Word may still be able to open that file, but some features may be
lost. In 2007, Microsoft introduced file formats based on XML (Microsoft Office
Open XML Format). With MS Office 2007's release, Word files began to
automatically save as the .docx format. Basically, this format is just a variation of
previous formats.

Advantages of the .docx format
There are some advantages to using the .docx format instead of previous formats.
For example:

1. You can recover parts of your content if the file is damaged because XML files can
be open in other text programs (such as the Notepad that typically comes with your
computer)

2. The file size of .docx files are smaller because they are automatically compressed
when saved, which saves disk space and bandwidth if you're sending your work via
email or sharing it in a cloud

3. The .docx files are more secure because these files do not contain macros

Opening previous versions of Word

Although you are using Microsoft Word 2019 or Office 365, you can still open
previous .doc files (created in earlier versions of Word). When opening a file that
was created with an older version of Word, you will see at the top of your window
the title bar with the words [Compatibility Mode]. You have a few options if you
encounter this situation:

1. You can continue to work in Compatibility Mode to maintain the previous file type
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2. You can convert the document to a .docx format either through the Backstage view
or by saving the document as a newer format.

How to save your files with an older format

Perhaps you are working with someone who only uses a very old version of Word
(like 2003). In this case, the Backstage view gives you the option to save this file as a
previous version, making it compatible for the other person to view the content and
edit. However, remember that any new features that you use in your current
version will not be displayed to the person using an older version. In the screenshot
below you can see that in the Backstage view, you can save the document as an
older version of Word (after selecting Save As).

Enter file name here

Word Document (*.docx) - [’u_r

Word Document (*.docx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)

XPS Document (*xps) -

Single File Web Page (*.mht, *mhtml) v
Web Page (*.htm, *html)

Web Page, Filtered (*.htm, *html)
Rich Text Format (*.rtf)

Plain Text (*1xt)

Word XML Document (*xml)
Word 2003 XML Document (*xml)

Strict Open XML Document (*.docx)

OpenDocument Text (*.o0dt)
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Getting Started With Word

Now that you have learned some basic terminology, let's get you started with
Word. Use these following steps if you have never used any of the Microsoft
programs like Word or Excel. This section is intended for those people who are
very new to working with these types of program.

How To Start the Word Software

You can start Word from the Start menu, or you can add icons to the desktop or the
taskbar. Regardless, if you are unfamiliar with opening the Word software, follow
these steps.

To open the Word software:

1. Click Start, located in lower-left corner of your screen where the Windows start icon
is displayed.

2. The Start window will display the All apps menu.

3. Scroll down to see the Word 2019 icon.

4. Click on Word 2019. The Word startup window opens. Any recent files you've
opened appear on the left, and there are tiles for different types of documents you
can open on the right.

5. Click Blank document

Take a tour

G

Blank document Welcome to Word
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How To Open A Document

Whenever you start the Word software, you will encounter a startup screen.
The startup screen gives you the choice of opening a recent document, a
blank document, an existing document, or a Word template.

To open a Word document:
1. Navigate to the File tab

AutoSave (@ 0f) R~ s Documentl - Word P Search

L Fiie J) Home Insert Draw Design layout References Mailings Review View Developer Help Acrobat Soda PDF 10 Creator 4 Share 3 Comments
o

! " ~ A = - PFind ~
L0 Calibri @ody)  ~[11 ~ AT AT Aav Ao IS = AaBbCeDd | AaBbcepd AaBbhC( AaBbCel AaH b et E;‘ﬂ 8—" 'QJ ﬁ-
~ . Replace
Paste 2 =l = ¥ - T No ng 1 2 - Create and Share Request Dictate Editor
B I U-~ o el = P == Normal | TNoSpac.. Hesding1 Heading2  Title = B q
v <F Format Painter S A = - = A [ Select Adobe PDF ~ Signatures
Clipboard ] Font & Paragraph & Styles Rl Edting Adobe Acrobst Edito

3. Either click a file to open it, or click a location to display the Open window.

4. Navigate to the document you want to open, select it, and click Open or you can
double-click the file.

How To Save A New Document

When you're saving a file for the first time, you'll have to use the ‘Save As’
option so that you can name the file. The ‘Save’ option is used to save the
work you have done in the current file. You can also use the ‘Save As’ option
to save the file as a separate file with another name.
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To save a new Word document:
1. Navigate to the File tab

Maria Lopez (ML
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-~ - . ) o
T Galioi @oy) 11 «|A A Aav By | B = AL T aambcend AsBocend AaBbCe Aakbcel AQB f';:mm G & | B /:"
Faste érnma‘%m BIU-ax< fAvP-A- - H TNormal | TNoSpac.. Heading! Heading2 — Tide |5 Esmm» ("P:;ZZGPETES:;E;“‘E:;S EEEw | (EE
Clipboard [ Fort [ Paragraph [ Styles & Eding Adobe Acrobat Voice  Editor
. . . , .
2. From the Backstage view, click the ‘Save As’ option
Document! - Word Maria Lopez @ ® 6 2 - 8

Good evening

~ New
- L |
Take a tou
- =
Blank document Welcome to Word Single spaced (blank) Blue grey resume Snapshot calendar Insert your first table of co...  Modern chranological resu...
More templates —>
P Search
Recent  Pinned Shared with Me
3 Name Date modified
MTSAC_ Word_Booklet Beg_ML e
Maria Lopez's OneDrive (Personal) » Desktop
Thago

OneDrive - Parsonal » Desktop

MTSAC_Word_Booklet_Beg (3)

Vesterday at 4:37 AM
Downloads

@
@ MTSAC Word Booklet Beg OG
¢1P
o

MTSAC Word Booklet Beg (2) sty a2 20t

3. A dialog box will appear, asking you to name your file. Give your file a name and click
the ‘Save’ button.

If you followed these steps correctly, your file is now saved as a Word document
with the name that you chose for it.

How To Save Your Work

As mentioned previously, the ‘Save’ option is used to save the work you have
done, while the ‘Save As' option saves your work as a new file. If you have
already named your file, then just use the ‘Save’ option.

To save your work in Word:
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1. Navigate to the File tab
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£ Search
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Downloads
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If you followed these steps correctly, your file is now
small ‘Save’ icon from the quick access toolbar.

The AutoSave Features

Microsoft Word 2010 has the option of work being
saved automatically. This is a great feature in case
you forget to save your work. Word will be able to
recover most or all of the content you've worked on.
This is called ‘AutoSave’. When Word recovers your
files, you'll be able to choose the file(s) that Word
recovered.

1hago
Vesterday at 4:37 AM

Vesterday at 432 AM

saved. You can also access the

Document Recovery

‘Word has recovered the following files.
Save the ones you wish to keep.

Available Files

E| Documentl [Autosaved]
Version created from the L.
1A17/2016 11:10 AM

il e i SRR
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Saving Files As PDF

LEADERSHIP BUILD

Previously, you learned how to save your file and how to save a document as
a new file. However, those steps that you learned are only applicable when
saving your work as a Word document. Word gives you the option to save

your work in other types of files, such as PDF.

To save your Word document as a PDF:
1. Navigate to the File tab

) - P = ] R
N CaliiGody <11 A K Aav A | Z 2L T | aasbcend| aasbeend AzBbCe AaBbcer AQB

g o : P2 AV E
~ <% Format Painter BIUvax <A - =

Clipboard -] Font ] paragraph &

1 Normal | 1No Spac.. Heading 1 Heading 2

2. From the Backstage view, click the ‘Save As’ option

Document1 - Word

E_ Protect Document Properties ¥
[2Y Control what types of changes people can make to this document. size
Pratect
Document ¥ Pages
Inspect Document Title
Before publishing this file, be aware that it contains: Tags
Check for = Document properties and author's name Comments

Issues

Save as Adobe
PDF

Maria Lopez o ® ®

Words
Total Editing Time 0 Minutes

Related Dates

3. A dialog box will appear, asking you to name your file. Give your file a name and click
on the ‘Save as type’ drop-down menu to display the different file types. Select ‘PDF".

Enter file name here

PDF (*.pdf)

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Waord 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)

XPS Document (*xps)

Single File Web Page (*.mht, *mhtml)
Web Page (*.htm, =html)

Web Page, Filtered (*.htm, *html)
Rich Text Format (*.rtf)

Plain Text (*txt)

Word XML Document (*xml)

Waord 2003 XML Document (*xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)
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If you followed these steps correctly, your file is now saved as a PDF document with
the name that you chose for it.

Protected View

You might run into a situation in which a Word file that you download
displays a bar at the top of your screen that says ‘Protected View'. To edit and
save changes to that particular document in Protected view, click ‘Enable
Editing’ at the top of the document window.

Using The Word Processor

Microsoft Word is technically a word processor, allowing you to write words. The
software itself processes the words. To use Word, just type in it. You will see a back,
vertical line that flashes in an out. That line represents the location of where your
words will appear if you begin typing.

Selecting And Moving Text

As previously stated, to get started with word you just need to start typing.
However, you will also want to move text after entering it, or copyitto a
second location. To move text, you'll need to know how to select the text
(which will also be important for formatting).

How To Select Text

Your cursor controls how text is selected in most occasions. Here are some
basic techniques to select text:

e Double-click a word to select it.
e Triple-click in a paragraph to select it.
o Drag over text to select multiple words or paragraphs.

e Hold down Shift and use the arrow keys to extend the selection from
the current cursor position. You can also use the Home, End, Page Up,
and Page Down keys.

o Click or drag in the left margin to select lines.
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e Press Ctrl+A to select all text in a document.

How To Move Text

Later, you'll learn how to move text by cutting, copying or pasting. To quickly move
your text from one sentence to another is by simply clicking on the word(s) once
and then dragging it to the location of your choice.
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Exploring the Home Tab Ribbon

The Home tab will be the most commonly used tab for a Word user beginning his
or her journey. This booklet will not cover all functionalities (or buttons) found on
the Home tab but will cover the functionalities that a beginning Excel user would
use. Additionally, we will not cover every single button found on the Home tab.
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The Clipboard Group
The Clipboard section of the Home tab is typically on the left side of the ribbon. The
Clipboard allows users to cut content, paste it, copy it or use the format painter.
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How To Use The Cut Option

The Cut option is usually represented by a scissor’s icon. You can cut words, tables,
text, images, paragraphs and illustrations in Word. When moving content in Word,
you'll need to cut a word or phrase and then paste it.

To cut content in Word:

1. Highlight the word, phrases or content you want to cut

Selecting text
There are many ways to select text so that you can then format, copy, or delete it.

¢ Double-click a word to select it.

* Triple-click in a paragraph to select it.

* Drag over text to select multiple words or paragraphs.

* Hold down Shift and use the arrow keys to extend the selection from the current cursor position. You
can also use the Home, End, Page Up, and Page Down keys.

* Click or drag in the left margin to select lines.

¢ Press CtrltA to select all text in a document.
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2. Click on the ‘Cut’ button located in the ribbon.

How To Use The Copy Option

Unlike the Cut option, the Copy option does not remove or delete content or parts
of your workbook. Instead, it duplicates your words, tables, text, images,
paragraphs and illustrations. Usually, when something in Word is copied, it is also
pasted somewhere in the document to duplicate the copied item.

To copy content in Word:

1. Highlight the word, phrases or content you want to cut

Selecting text
There are many ways to select text so that you can then format, copy, or delete it.

* Double-click a word to select it.
* Triple-click in a paragraph to select it.
* Drag over text to select multiple words or paragraphs.

¢ Hold down Shift and use the arrow keys to extend the selection from the current cursor position. You
can also use the Home, End, Page Up, and Page Down keys.

* Click or drag in the left margin to select lines.
* Press CtrltA to select all text in a document.

2. Click on the ‘Copy’ button located in the ribbon.
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How To Use The Paste Option

Once you cut or copy words, tables, text, images, paragraphs and illustrations you

have the option to paste the content in a desired area. Cutting and pasting an item
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will move that item to your desired location. Copying and pasting an item will keep
the original item and create a duplicate in your desired location. Let's explore how
these different options are used together.

Cut & Paste
As previously stated, cutting and pasting a selection from your document will move
that selection to the location you desire.

Signin £, ;m-

Word prompts you to save your changes. When you attempt to
close a document without having saved your most recent
changes, you will see this.

14. Click Don't Save To close the document without saving changes.

Manipulating text
The most basic way to get information into your documents is to type it. But you will also want to move text
after entering it, or copy it o a second location. In order to do that, you'll need to know how to select text
(which is also important for formatting). There are many techniques for moving and copying text. and a great
variety of selection techniques that use the mouse. the keyboard, or both. You should familiarize yourself
with as many of these techniques as possible in order to be an efficient, productive user of Word. MOViNg
the cursor

Selecting text
-

5 o )

+ W Double-click a word to select it
« W Triple-click in a paragraph to select it.
» BDrag over text to select multiple words or paragraphs.

+ WHold down Shift and use the arrow keys to extend the selection from the current cursor position. You
can also use the Home, End, Page Up, and Page Down keys.

« WClick or drag in the left margin to select lines
« Wpress GirltA to select all text in a document.

Exercise: Moving the cursor and selecting text

Do This How & Why
1. Open About Us and save it as You'll use this d to with for
Zhout Tla S=lectinc maving the cursor and selecting text

To cut and paste content in Word:

1. Highlight the word, phrases or content you want to cut

Selecting text
There are many ways to select text so that you can then format, copy, or delete it.

Double-click a word to select it.
Triple-click in a paragraph to select it.
Drag over text to select multiple words or paragraphs.

Hold down Shift and use the arrow keys to extend the selection from the current cursor position. You
can also use the Home, End, Page Up, and Page Down keys.

Click or drag in the left margin to select lines.
Press CtrHtA to select all text in a document.

2. Click on the ‘Cut’ button located in the ribbon.
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3. Once you click on the ‘Cut’ button, the content you selected will disappear but will be
inserted into your clipboard until you paste it.

Selecting text
There are many ways to select text so that you can then format, copy. or delete it.

4. Click on the area where you want to place the cut content
5. Click on the paste button located in the Home tab ribbon
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If you followed these steps correctly, the content you selected has now moved to
the location you selected.

(& Manipulating text
The most basic way to get information into your documents s to type it. But you will also want to move text
after entering it. or copy it to a second location. In order to do that, you'll need to know how to select text
(which is also important for formatting). There are many techniques for moving and copying text, and a great
vartety of selection techniques that use the mouse, the keyboard, or both. You should familianze yourself
with as many of these techniques as possible in order to be an efficient, productive user of Word. MOViI'Ig
the cursor

« il Double-click a word to select at.
« B Triple-click in a paragraph to select it.
« B Drag over text to select multiple words or paragraphs.

« B Hold down Shift and use the arrow keys to extend the selection from the current cursor position. You
an also use the Home, End. Page Up, and Page Down keys.

+ B Click or drag in the left margin to select lines.
. ss CHrltA to select all text in a document.

Selecting text
There are many ways to select text so that you can then format, copy, or delete it.
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Copy & Paste

As previously stated, copying and pasting a selection from your document will
duplicate that selection. Copying and pasting will leave your content in the original
location and will duplicate that content to another location that you choose.

To copy and paste content in Word:

1. Highlight the word, phrases or content you want to copy

Selecting text

There are many ways to select text so that you can then format, copy, or delete it.
*  Double-click a word to select it.
* Triple-click in a paragraph to select it.
* Drag over text to select multiple words or paragraphs.

* Hold down Shift and use the arrow keys to extend the selection from the current cursor position. You
can also use the Home, End, Page Up, and Page Down keys.

¢ Click or drag in the left margin to select lines.
*  Press Ctrl+A to select all text in a document.

2. Click on the ‘Copy’ button located in the ribbon.
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3. Once you click on the ‘Copy’ button, the content you selected will be copied onto
your clipboard.

Click on the area where you want to place the copied content
5. Click on the paste button located in the Home tab ribbon
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If you followed these steps correctly, the content you selected will now appear in
two different places.
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& Manipulating text

formatting). Ther,

t for
on techniques that use the mouse, the key or Ze Vi
with as many of these techniques as possible in order to be an efficient, productive user of Word. MOVing
the cursor

50 use the Home, End, Page Up, and Page Down keys

i ag in the left margin to select lines
o Press CtrltA to select all text in a document

Selecting text
There are many ways to select text so that you can then format. copy. or delete it.

r paragraphs.
to extend the selection from the current cusor position. You
and Page Down keys

+ Click or drag in the left margin to select lines

*  Press Cfrl+A to select all text in a document.

Exercise: Moving the cursor and selecting text

The Format Painter

The Format Painter is also useful tool located in the Clipboard section of the Home
tab ribbon. The Format Painter is represented by a paint brush icon. The Format
Painter allows you to replicate the style, fonts, borders, colors and sizes of your
content without replacing the content itself. The Format Painter is best used when
you want to keep your work consistent, organized and have everything matching.

To use the Format Painter:

1. Highlight the content that represents the formatting that you want to duplicate
2. Click on the ‘Format Painter’ button located in the Home tab
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3. Highlight the content that needs the formatting you copied

If you followed these steps correctly, you'll now see that both types of contents
have the same formatting.
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The Font Group

The Font section of the Home tab ribbon will look familiar to you. This is because
the design of this section is commonly used throughout other Microsoft programs
and emails. The Font group includes buttons and commands to manipulate your
text.

Changing the Font Style

Just like when you write an email, the font style of your words, or text, can be
customized to your liking. The following is a quick guide to help you through the
Font group.
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Excel Function Name

Location

Description

Font

Font size

Increase font size

Decrease font size

Bold

Italic

Underline

e

-

Font

Open Sans 12~

Font

Open Sans ~[12 O‘

Font

Open Sans v[12  ~ \Oe

Font

Open Sans w12 ~

© NE

Font

Open 5ans ~12 -~

O -

Font

Open Sans w12~

O

Font

Po

P

I=
A

Allows you to change
the font type of your
text

Allows you to change
the size of your text

Makes the size of your
font a bit bigger

Makes the size of your
font a bit smaller

Makes your text darker
(bold)

Italicize your text

Will add a line below
your text (underline)
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Change Case omP— P P A A Convert text to lower

BT Uva x ¢ A 2-A-~ case, upper case, etc.

Font
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Excel Function Name

Location

Description

LEADERSHIP BUILb

Strikethrough

Subscript

Superscript

Decrease font size

Text Effects

Text Highlight Color

Font Color

Clear All Formatting

Open Sans

Open Sans

Open Sans

Open Sans

Open Sans

Open Sans

Open Sans

Open Sans

~ 12

Font

Font

Font

~ 12

Font

Cross something out by
drawing a line through it

Type tiny letters below
your selected text

Type tiny letters above
your selected text

Makes the size of your
font a bit smaller

Drop-down menu with
special text effects and

typography

Make your text stand
out by highlighting it in
a bright color

Will add a line below
your text (underline)

Remove all formatting
from your selection
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How To Access Additional Font Options
The Font group, just like most groups in a ribbon is limited with the commands it
displays. This is because the group section can only fit so many buttons. This can be

customized, but you can access additional font options by taking the following
steps.

1. Click on the small arrow icon in the corner of the Font group
Open Sans vl12 /A" A" | Aa 130

B I U+~ g x Xx JAN & ﬁ v

Font O

After clicking on the arrow icon, a pop-up window will show allowing you to
browse through additional font options. You can also change your default
settings. Click OK when you are done.

Font ? X
Font Advanced
Font: Font style: Size:
+Body Regular 1
~ 8 ~
+Headings Italic g
Abadi Baold 10
Abadi Extra Light Bold Italic _
Adobe Devanagari v 12 A
Fant color: Underline style: Underline color:
Automatic s (none) &2 Automatic 2
Effects
D Strikethrough D small caps
D Double strikethrough D All caps
D Superscript D Hidden
D Subscript
Preview
Calibri

This is the body theme font. The current document theme defines which font will be used.

Set As Default [ Text Effects... Cancel
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The Paragraph Section

Use the paragraph section to align the text in your document, include bullet points,
sort your lists and add background color and borders. Let's explore each command
in detail.
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Bullets & Lists

The top section of the Paragraph group will allow you to insert bullets or list to your
document. The bullets and list can be customized to fit your needs. You can include
a numbering system, a multilevel list or just basic bullets (or other types of icons to
be used as bullets).

—_— = = = T
—_— = = = 4

il

Paragraph

Text Alignment

The bottom side of the Paragraph group is used to select the position of your text in
your document. By default, your text is aligned to the left. You can click on the middle
align button to align your text in the middle.

il

Paragraph
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Justify Alignment

To distribute your text evenly across the margins in your document, select the ‘Justify’
button in the ribbon. This is a good option to help your document look more like a
publication. The ‘Justify’ button also works well when you're working with illustrations
and other objects in your document because it auto-adjusts.

i1

Paragraph

Indentation
Towards the top of the Paragraph group, you will have the ability to insert indentation
to your paragraphs. Use the arrows to either decrease or increase an indentation.

B===|i=-|&-H.

£l

Paragraph

How To Sort Your Content

One feature that most people miss is the sorting functionality available in Word.
Sorting is a great tool to use when you have a list of some sort and you want to
alphabetize it.

B=== =& -5~

21

Paragraph
To sort your list or data:

1. Highlight your list
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2. Click on the ‘Sort’ button

e S
B v i— v a— o | €= a= q
= v 6= = 5 I

Paragraph (]

11
11}
il
-+
Il

3. After clicking on the ‘Sort’ button, a drop-down menu will appear allowing you to
select how you want to sort your information. Select the how you wan to sort your

content and click the OK button.

Sort Text
Sort by
Paragraphs | Type: | Text
Then by
M| Type: |Text
Then by
M| Type: |Text
My list has

Header row Mo header row

@ Ascending
O Descending

Ascending

Descending

Ascending

Descending

Paragraph Marks

In the 90's it was customary to use paragraph marks when using a word processor.
The paragraph marks help identify where spaces are included, where paragraphs
have been used and other information that you don't visibly see (such as page

breaks).

B===

Paragraph

21
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How To Add Line & Paragraph Spacing To Your Text

You can choose how much space should be included between the lines in your
document. You can also select if you want automatic spacing to be included in your
paragraphs.
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il
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&
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Paragraph [

To access line and paragraph spacing options:

1.

Highlight the content where you want to include spacing. You can also do this with
your entire document.

Click on the ‘Line & Paragraph Spacing’ button

B=== (1= |&a -5~

+

izl

Paragraph

After clicking on the ‘Line & Paragraph’ button, a drop-down menu will appear with
options for you to select. Click on the type of spacing you want to include or remove
to apply to your document.
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2.0
2.5
3.0
Line Spacing Options...

Add Space Before Paragraph

Remove Space After Paragraph

How To Add Shading To Your Content

The ‘Shading’ button applies background color to your text, paragraph or table. This
is different from the highlighter because the shading will fill more than a highlighter
would in Word.

Paragraph N

To use the ‘Shading’ button:

1. Click on the area where you want to fill the background with color
2. Inthe Home tab, click on the ‘Shading’ button

1
@
3

SEe =E(aLW

Il
£

Il
i
il
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£
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Paragraph B
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3. Clicking on the ‘Shade’ button will display a drop-down menu with different color

options. Click on the color of your choice and the background color will be added to
your selected content.

AaBbCcDd AaBbCeDd AaBbC

T Normal | T No Spac... Heading 1

B = == |t=.
B = — = | i+=
Paragraph Theme Colors Styles

Standard Colors

|:| No Color
More Colors...

How To Add Borders To Your Content

The ‘Borders’ button will add or remove borders from your selected text. You can add
borders to your tables, headings or just text. The borders will appear across the
margins.
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Paragraph (¥}

To add borders to your content:

1.

Highlight the area where you want to add a border
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2. Inthe Home tab, click on the ‘Borders’ button
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Paragraph B

3. The ‘Borders' button will display an array of options. Select the best option for your
text and the border will automatically appear on your content.

AaBbCcDd| AaBbCcDd AaBbC( AaBh

1
= = O v ftia 1 Mormal | 1 No Spac... Heading1 Head|

P +4 Bottom Border Styles

op Border
Left Border
] Right Border
B No Border
Bﬂ All Borders
Outside Borders
5 Inside Borders

i=—i Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

B B RN

Borders and Shading...

Introduction To Quick Styles

Quick Styles is a gallery presented by Word. Typically, Word uses a default style that
includes a font style to be Calibri, the font size to be 11, and so on. If you create a
list, there is a default style created by Word and this is also true with the use of
headings. These settings can be easily seen in the Styles group of the Home tab (as
pictured below).
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The Quick Styles allow you to customize the paragraph formatting, font styles and
sizes of your documents and keeping these styles consistent throughout the
document.

Why Use Quick Styles?

The reason Quick Styles are useful is because they allow the user to create a formal
and consistent flow throughout the document. The predefined Quick Styles created
by Word are easy to understand and ready-to-use. The Quick Styles can be applied
to:

e Fontsizes

e Font colors

e Fontstyle

e Paragraph formatting, such as headings and spacing

e Lists

In this booklet we will not dig too deep into Quick Styles, but we at least wanted to
introduce what they are as a beginning Word user.

The Editing Group

In the Home tab, you'll also find an Editing group which will help you complete
quick edits and find content within your document. The Editing group includes
three commands, each with a specific purpose. In the following sections, you'll
explore these three commands.
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How To Find Content In Word

Microsoft Word makes it easy to find certain things you have included in your
document. You can find words, sentences, phrases, bookmarks, footnotes, pages,
objects, images or comments. Most people only use the ‘Find’ button to search for
certain words within the document.

To quickly find words in your document:

Navigate to the Home Tab
2. From the Editing group, click on the ‘Find’ button
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3. The ‘Find' button will display a drop-down menu with a few options. Click on the ‘Find’
selection.

4. After selecting the ‘Find’ option, Word will open the Navigation Pane on the left side
of your window.
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Text, comments, pictures... Word can find just
about anything in your document.

Use the search box for text or the magnifying
glass for everything else.

5. The navigation pane will include a search bar. In the search bar type the word you are
searching for and click on the magnifying glass icon.
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X

Headings Pages Results

Text, comments, pictures... Word can find just
about anything in your document.

Use the search box for text or the magnifying
glass for everything else.

the Navigation Pane.
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. This means that it will not be long until
we find that MS will no longer support
MS 2010. Here

—

6. After you complete your search, Word will display the results of the search directly in
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How To Use Find & Replace In Word

Microsoft Word allows you to replace chosen words. For example, if you're writing
about a person and that person now changed their last name, you can do a find and
replace for that person'’s last name. Basically, you'll make Word find the persons
previous last name and replace it with the new last name. The find and replace
feature in Word make it easy to mass update your document.

To use the find and replace feature in Word:

3.

Navigate to the Home Tab
From the Editing group, click on the ‘Replace’ button
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The ‘Replace’ button will display a pop-up window, asking you to fill in some
information in certain fields. In the ‘Find What' field, type the word (or words) you
want Word to find. In the ‘Replace With' field, type the word (or words) you want as
replacements.
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Once you've completed the ‘Find What' and the ‘Replace With' fields, use the buttons
at the bottom to find replace the words individually (by clicking on ‘Replace’), replacing
the words all at once (by clicking on ‘Replace All') or to skip and find the next selection
in your document (by clicking on the ‘Find Next’ button).
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If you followed these steps correctly, Word will find and replace the words you have
selected. Please note that any misspelled words will not be affected.

How To Select All (aka Highlight) Of Your Content

If you're looking for a way to select everything in your document, there are two ways
to do this in Microsoft Word. The first way is the easiest because it's a shortcut. The
shortcut to highlight everything in your document is the ‘Control’ key in your
keyboard and clicking on the ‘A’ key on your keyboard (noted as Ctrl + A). Hold the
‘Control’ key and then press the ‘A" key while holding the ‘Control’ key. Shortcuts in
Word are also presented at the end of this booklet.

To select all of your content in your document:

1. Navigate to the Home Tab
2. From the Editing group, click on the ‘Select’ button
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3. The Select’ button will display a drop-down menu with a few selections. Click on the
‘Select All" option. If you followed these steps correctly, your entire content will be
highlighted.
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Exploring the Insert Tab Ribbon

Microsoft Word is used to create reports, research papers, pamphlets, flyers, books
and more. It is no surprise then that Microsoft allows other elements other than
words to be included in the Word processor. In this section, you will explore the
different commands in the Insert tab that allow you to insert different elements to
your document, such as pictures, tables, hyperlinks, headers and footers.
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Inserting Pages

Microsoft Word includes a Pages group with three distinct selections. In this section,
you'll discover how to insert a cover page to your document, how to insert a blank
page and how to insert a page break.

How To Insert A Cover page Into Your Document

Microsoft Word has built-in cover pages that you can add to your document and
easily modify. If none of the built-in selections fit your needs, Word gives you the
option to find other cover pages via their Office.com site.

To insert a cover page into your document:

1. Navigate to the Insert tab
2. Inthe Pages group, click on the ‘Cover Page’ button
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3. After clicking on the ‘Cover Page’ button, a drop-down gallery of cover pages will
appear. Select the cover page of your choice by clicking on the sample once.
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After selecting your cover page, Word will add the cover page you chose as
the first page in your document. Click on the various parts of the cover page

to customize the words, authorship, dates and images.
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How To Insert A Blank Page Into Your Document

Microsoft Word allows you to work continuously throughout the document.
However, there may be some instances in which you need to insert a blank page
without affecting the formatting of everything you have done. Microsoft Word makes
it easy to do this with one simple button.

To insert a blank page in your document:

1. Click on the area in your document where you want to include the blank page. Note
that the blank page will appear after your edit cursor.

Navigate to the Insert tab
In the Pages group, click on the ‘Blank Page’ button
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4. After clicking on the ‘Blank Page’ button, Word will insert a blank page immediately
after the area you selected. Any content that existed after your selection will now
appear after your new blank page.

How To Insert a Page Break

A Page Break marks where one page ends, and the other page begins. Page breaks
are used to organize different parts of your document by identifying which content
belongs at the top of a particular page.

To insert a page break:

1. Click at the end of a line in your document where you want to insert a page break
2. Navigate to the Insert tab
3. From the Pages group click on the ‘Page Break’ button
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If you followed the steps correctly, the page will end where you inserted the page
break and the rest of the content will start at the beginning of the next page. There
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are other types of breaks in Word, but those breaks will not be covered in this booklet
for beginning Word.

Working With Basic Grid Tables In Word

Word allows you to use a grid to quickly create a table with the rows and columns
you choose. There are other types of tables that you can use in Word, but those
tables will be covered in our more advanced booklets. The table you will learn to use
in this booklet is the basic grid table.

Document! - Saved to this PC ~ P Search

How To Insert A Basic Table In Word

The basic grid table in Word has no formatting, no color and is very basic. This table
is created by selecting the number of columns and rows you want to see in your
table. The rows and columns will appear with the same dimensions.

To insert a basic table in Word:

1. In your Word document, click on the area where you want to insert a table
2. Navigate to the Insert page
3. Click on the Table’ button, located in the Tables group
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4. After clicking on the ‘Table’ button, a grid will show as a drop-down option. Select
the size grid of your choice by moving your cursor and watching a preview of the
table directly in your document.

Insert Draw Design Layout Referes
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4x3 Table lllustrations
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5. After you selected your grid size, click with your mouse

If you followed these steps correctly, you will see a table inserted in your document
with the number of rows and columns you specified.

How to Insert and Delete Columns or Rows
If, let's say, you created a 2x2 table (i.e. 2 rows and 2 columns), but you decided that
you need an extra row, then you can insert a new row to your table.

To insert a new row to your table:

Click inside your table

2. By clicking inside your table, a new tab will appear specific to your table. This new tab
is called Layout
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3. In the Layout tab, you now have a button that allows you to Insert a row or column.
To insert a new row, you can select ‘Insert Above’ or ‘Insert Below'. To insert a column,
you can select ‘Insert Left' or ‘Insert Right'. Click on the button of your choice.
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If you followed the steps correctly, you will see a new column or row in your table.
You can then decide to add color to your headers, change the width of the columns
or the height of your rows as well.

How to Delete a Table
If you change your mind and no longer want to use a table in your document, there
is a way to delete the table completely.

To delete a table:

1. Click inside your table
2. Navigate to the Layout tab that appears when you click on your table
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3. Inthe Layout tab, click on the ‘Delete’ button
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4. Inthe 'Delete’ button drop-down menu select the ‘Delete Table’ option
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The lllustrations Group

Word allows you to insert various things into a document beyond just words. The
illustrations group gives you plenty of options to add to your document. In this
beginner's booklet, you will only learn the basics about inserting images into your
Word document.
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How To Upload Pictures Or Images Into Your Word Document

There are two main ways you can add a picture (or image) into your Word document.
The first way to add a picture into your page is by uploading an image. Let's discuss
the steps to upload a picture into word, and later we will discuss the second option
to add a picture to your file.

To upload a picture into your Word document:

1. Click on the area in your page where you want the picture to appear (but please note
that Word will treat the location of the picture as another line)

2. Navigate to the Insert tab
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3. Inthe lllustrations group, click on the ‘Picture’ button
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4. Select the saved picture/image that you want to upload
5. Select OK

If you followed these steps correctly, you will see your picture in your Word
document.

The Picture Tools Format Ribbon

After inserting an image (or any illustration for that matter), Word will display a new
tab with a complete set of commands in the ribbon. For images, Word will display a
Picture Tools Format tab with many options that will help you manipulate your
image. In this booklet, we will only be introducing some of the commands available
in this ribbon.
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Just remember, to make some of the tools (or buttons) active, make sure that you
click on the image. Clicking on the image will also display the Picture Tools Format
tab.

How To Crop Images In Word

Perhaps you found a picture online that you want to use in your Word document, but
you only need certain parts of the picture. Word has the option to crop out the parts
you don't need and leave the part of the picture that you do need.

To crop images in Word:

1. Click on your picture
2. Navigate to the Picture Tools Format tab

Page | 55

LEADERSHIP BUILD




3. Click the ‘Crop’ button in the Arrange Group

4. Choose the option that gives you the control that you want to crop the image. The
‘Crop’ option will only let you crop the image in a square or rectangle figure. You can
crop into another shape by selecting the ‘Crop to Shape’ option, and you can also
change the dimensions by selecting the Aspect Ratio. Let's assume, you'll just use the
regular ‘Crop’ option
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5. When cropping an image, you'll see these dark markers appear around your image
that will allow you to crop in a certain direction.
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6. To crop the image, click on any of those markers and hold, moving your cursor inward
towards the image. You'll see that the parts of the image that you will cut out will be

APV CHEESE'S

Page | 56

VLEADERSHIP BUILD




colored in a gray color.

7. After you decided that what you are cropping is the right decision, click outside of the
image and you will be left with a cropped image (like the picture below)

@RVERE Gk
Whete A Kid Can

If you decide that you cropped too much of the image, you can follow the same steps
but this time, move the markers outward to disclose the hidden parts of your picture.

How To Copy & Paste Pictures Into Your Word Document

In a previous section, you learned how to upload an image to your Word document.
This is one way to add an image to your page. Another way to add an image to your
page is by copying the image from an outside source and pasting it on to your Word
document.

To paste an image in your Word document:

1. Locate the image you want to use in your document
2. Copy the image by right-clicking and selecting ‘Copy Image’ from the mini-menu
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Open link in new tab
Open link in new window

Open link in incognito window

Save link as...

Copy link address

Open image in new tab

Save image as...

Copy image

Search Google for image

Inspect Ctrl+Shift+1
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3. Click on the area where you want to add the image in your Word document

4. Paste the image

If you followed the steps correctly, your image will appear in your Word document.
Sometimes adding a picture to your document by copying and pasting is best in case

you don’t have these images saved on your computer to upload.

Inserting Online Pictures

Office 2019 has an option to use online images without the need of exiting the
Word program. This is very helpful because Word will look up images from Bing

and do an online search directly from Word.

To insert an online image into your Word document:

1. Navigate to the Insert tab
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2. Click on the Pictures button located in the lllustrations group
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3. Select the Online Pictures option.
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4. To begin your search, type your query in the Bing search box.

X
Insert Pictures © e
b Bing Image Search I cats I
&  OneDrive - Personal Browse b
5. Select the image of your choice and press the Insert command.
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You are responsible for respecting others' rights, including Insert (1) Cancel
copyright. Learn more here
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Working With Links

The Links group in Word includes three types of links that you can use throughout
your document. Links are words, phrases, images or objects that are clickable and
linked to a website or a section in your document. Links allow users to quickly
navigate through the different pages of a document and allow readers to jump
from section to section without having to scroll so much.

How To Insert A Hyperlink In Word

A hyperlink allows links words, images or objects in your document with particular
sections, URLs or files that allow users and readers to easily access with a click of a
button. Most hyperlinks are typically shown as underlined words in blue. This is the
default type of hyperlink used in Word documents.

To insert a hyperlink into your document:

1. Select the word, words, images or objects where you want to add a hyperlink

Positive notifications will show during student achievement. If students answer the last 10 questions
correctly or correctly answered the last 20 questions ins a row, a teacher will be able to see a positive
notification. Other positive notifications include when students demonstrate proficiency in a lesson or if

they entered accelerated mode.

e displayed while students are struggling in the program. For example, a teacher can find out
w

en a student did not demonstrate proficiency in a lesson or if a student was assigned a pre-cursor
lesson.

2. Navigate to the Insert tab

Document1 - Saved to this PC +

Models v

Pages Tables ustrations Adc-ins Media Links, Comments Header & Faoter Text

! Comments

File  Home Draw Design Layout References Mailings Review View Developer Help Acrobat  Soda PDF 10 Creator & Share
Cover Page ~ < h T o 7 | “Lnk ~ Quick Parts ~ [ Signature Line ~ | T Equation ~
B ? ima | r(‘) t,:,a [L >EI ‘D] o1+ B Get Add-ins W P # 18
[ Blank Page = - [ Bookmark ] WordArt ~ E" Date & Time () symbol ~
able | Pictures Shopes lcons 30 Smertirt Chart Scieenshot | oy, Wikiped: nline | Comment | Header Footer  Page
=4 page Break = 3 < > &) My Add-ins [{cr ference = 5] object ~

£ Search Maria Lopez (ML m
File Home Insert Draw Design Layout References Mailings  Review  View  Developer 15 Share Comment:
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2 ’ E O \ﬁ E ﬂ] - + [ Get Add-in w B ~ [ signa q
[ Blank Page A wordArt~ [ Date & Time () symbal ~
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&) My Add-ins ymber v Euyv 8] Object
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‘= Page Break Models

Pages Tables llustrations Add-ins
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4. A pop-up window will appear. On the left side of the window, make sure that the
Existing File or Web Page option is selected.

Text to display: Alert ScreenTip..
Existing File or E‘:Ci
Web Page : s . s .
CA\Users\Allen\Google Drive\Business\Leadership Build\Training Modules\Word\l A BedreTh
Current C:\Users\Allen\Documents\Redbird Scriptdocx =
Place in This Folder C:\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER Target F
CemmETt C:\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER get Frame..
} C\Users\Allen\Downloads\Mt SAC MS Office Covers (1).png
u Browsed C\Users\Allen\Downloads\Mt SAC MS Office Covers.png
Create New Pages https://www.goodfreephotos.com/albums/people/prisco-football-players-on-the-fi
Document http://3.bp.blogspot.com/_9yNjIXtCrA8/S9HosFxvegl/AAAAAAAAATY/85ul5q5)pDk
https://i.stack.imgur.com/ozdllLgif
i http:/fwww.parlandosparlando.com/wp-content/uploads/2013/06/Excel-logo.gif
= REEAAE http://clipartix.com/wp-content/uploads/2016/04/Thumbs-up-clipart-2.png
E-mail Address https://elprofesorcabreado.wordpress.com/files/2009/12/protesta 1.gif v \
Address: 4

OK Cancel

5. Atthe top of the pop-up window, in the Text to Display field, make sure that the word
that you selected is displayed correctly. You can also change the word you want
displayed.

Link to: I Text to display: |Alert [ ScreenTip...

L =
Existing File or 2
Web Page 5 . . . .
C:\Users\Allen\Google Drive\Business\Leadership Build\Training Modules\Word\lM Bookmark...
Current C:\Users\Allen\Documents\Redbird Scriptdocx =
Place in This Folder C:\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER
D_Dcument C\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER gy (Rt
} C\Users\Allen\Downloads\Mt SAC MS Office Covers (1).png
u Browsed C\Users\Allen\Downloads\Mt SAC MS Office Covers.png
Create New Pages https://www.goodfreephotos.com/albums/people/prisco-football-players-on-the-fi
Document http://3.bp.blogspot.com/_9yNjJXtCrA8/S9HosFxvegl/AAAAAAAAATY/85ul5q5)pDk
https://i.stack.imgur.com/ozdlLgif
3 Fil http://www.parlandosparlando.com/wp-content/uploads/2013/06/Excel-logo.gif
= SEAALE http://clipartix.com/wp-content/uploads/2016/04/Thumbs-up-clipart-2.png
E-mail Address https://elprofesorcabreado.wordpress.com/files/2009/12/protesta.gif v \
Address: v
OK Cancel

6. Atthe bottom of the window, in the Address field, type the URL you want linked to the
text
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Insert Hyperlink ? X

Link to: Text to display: Alert ScreenTip..

-

Existing File or g4q

Web Page - - . - .
C\Users\Allem\Google Drive\Business\Leadership Build\Training Modules\Word\lv Bookmark...
Current C\Users\Allen\Documents\Redbird Script.docx
Place in This Folder C:\Users\Allem\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER

C\Users\Allem\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER VeI AETE:

Document

" C\Users\Allem\Downloads\Mt SAC MS Office Covers (1).png

U Browsed C\Users\Allem\Downloads\Mt SAC MS Office Covers.png
Create New Pages https://www.goodfreephotos.com/albums/people/prisco-football-players-on-the-fi
Document http://3.bp.blogspot.com/_9yNjIXtCrA8/S9HosFxvegl/AAAAAAAAATY/85ul5q5)pDk

https://i.stackimgur.com/ozdll.gif
) http://www.parlandosparlando.com/wp-content/uploads/2013/06/Excel-logo.gif
Recent Files httoe//cliparti )
p://clipartix.com/wp-content/uploads/2016/04/Thumbs-up-clipart-2.png

E-mail Address

https://elprofesorcabreado.wordpress.com/files/2009/12/protestal.gif

P
Address: http://www.alerts‘com‘ oo

canCEI

7. Select the OK button

If you followed these steps correctly, the text you selected will be blue and underlined
with a URL linked.

How To Create A Link To A Specific File In Your Computer
Besides creating URL hyperlinks in Word, you can also create links that will open a
particular file if clicked. These types of links are still shown as underlined words.

To insert a link to a specific file in your computer:

1. Select the word, words, images or objects where you want to add a hyperlink

Positive notifications will show during student achievement. If students answer the last 10 questions
correctly or correctly answered the last 20 questions ins a row, a teacher will be able to see a positive
notification. Other positive notifications include when students demonstrate proficiency in a lesson or if

they entered accelerated mode.

e displayed while students are struggling in the program. For example, a teacher can find out
w

en a student did not demonstrate proficiency in a lesson or if a student was assigned a pre-cursor

lesson.

2. Navigate to the Insert tab

Document1 - Saved to P Search
Fle  Home Draw Design Layout References Mailings Review View Developer Help Acrobat  Soda PDF 10 Creator & Share | © Comments
Cover Page ¥ | t(> s T o 7 | “Lnk ~ 1 [E] QuickParts~ [ signature Line ~ | T Equation ~
= y @ r@ ) Efj EEI "D] B+ 5 Get Add-ins W Lg T D D @ ]i. L#f sig q
[ Blank Page = # | [] Bookmark A wordArt~  [75 Date & Time (2 symbol ~
lable Pictures Shapes lcons 330 SmartArt Chart Screenshot -~ . Wilkipedia Online Comment Header Footer Page Text
= page Break = 5 g Modele v . SIMy Add-ins ~ Video | [T Cross-reference a 5 e || D 5] object ~
Pages Tables wstrations Add-ins Media Links Comments Header & Footer Text Symbols ~
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3. Click on the Link button located in the Links group

File  Home Insert
B cover Page ~ @
[ Blank Page

= Table
= Page Break =

Pages Tables

Document1 - Word £ Search

Draw Design Layout References Mailings Review View Developer Help gdla PDF 10 Creator

% tg ia % d:l] l [ et Ada-ins W

WordArt

Pictures Shapes Icons 3D SmartArt Chart Screenshot iy adans « Wikipedia Online : Comment | Header Footer  Page Text
- ~ Models ~ = ) Video = [[]Cross-reference - ~  Number~ | Box~
Wustrations Add-ins Media Links comments Header & Footer

Maria Lopez (M

-'lv_:| D [E] Quick Parts [ Signature

[ Date & Time

@] object ~

Text

5 Share

7 Comments

Line ~ | TT Equation

4. A pop-up window will appear. On the left side of the window, make sure that the
Existing File or Web Page option is selected.

Insert Hyperlink

Existing File or

Web Page

Place in This
Document

Create New
Document

E-mail Address

5. In the Look In drop-down menu, browse for the folder or file to open when the

Text to display: Alert

6
C:\Users\Allen\Google Drive\Business\Leadership Build\Training Modules\Word\lv
Current C:\Users\Allen\Documents\Redbird Scriptdocx
Folder C:\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER
C:\Users\Allen\Google Drive\Business\Leadership Build\Contracts\Spyder\SPYDER
C\Users\Allen\Downloads\Mt SAC MS Office Covers (1).png
Browsed C\Users\Allen\Downloads\Mt SAC MS Office Covers.png
Pages https://www.goodfreephotos.com/albums/people/prisco-football-players-on-the-fi
http://3.bp.blogspot.com/_9yNjIXtCrA8/S9HosFxvegl/AAAAAAAAATY/85ul5q5)pDk
https://i.stack.imgur.com/ozdllLgif
. http:/fwww.parlandosparlando.com/wp-content/uploads/2013/06/Excel-logo.gif
ez Al http://clipartix.com/wp-content/uploads/2016/04/Thumbs-up-clipart-2.png
https://elprofesorcabreado.wordpress.com/files/2009/12/protesta 1.gif
Address: 4

OK

? >

ScreenTip..

Bookmark...

Target Frame...

Cancel

hyperlink is linked. Select the file from the Current Folder section.

Link to:

Existing File or
Web Page

Place in This
Document

Create New
Document

E-mail Address

Insert Hyperlink

Text to display:

Look in: Q.
——
AA Strengths ~
Current 8l
Folder 0gs
2 Business
Events & Travel
Browsed Eaith
Pages
Family Events
Financial Planning
Recent Files LORs
MHE v
Address: 4
OK

6. Select the OK button once you select your file.

? X

ScreenTip...

Bookmark...

Target Frame...

Cancel
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If you followed these steps correctly, the text you selected will be blue and underlined
and linked to the file you selected.

How To Create A Link To An Email Address

So far, you learned how to create URL hyperlinks and how to link to files on your
computer. In this section you will learn how to create a link that will allow readers to
email you when clicking on your link.

To insert a link to a specific file in your computer:

1. Select the word, words, images or objects where you want to add a hyperlink
Positive notifications will show during student achievement. If students answer the last 10 questions
correctly or correctly answered the last 20 questions ins a row, a teacher will be able to see a positive
notification. Other positive notifications include when students demonstrate proficiency in a lesson or if
they entered accelerated mode.

e displayed while students are struggling in the program. For example, a teacher can find out
W

en a student did not demonstrate proficiency in a lesson or if a student was assigned a pre-cursor
lesson.

2. Navigate to the Insert tab

Document1 - Saved to this PC ~ P Search Maria Lopez

File  Home Draw Design layout References Mailings Review View Developer Help Acrobat  Sada PDF 10 Creator 4 Share ) Comments
3 e " ] | @ik - k Parts Signature Line ~ Equation ~
age E r(') L‘D’ fﬁ 2 _D] b | Bfcendis W ) inl [} D D @ I 1 [E] i [2 signature Line TT Equation
[ Blank Page = # | [] Bookmark ] WordArt + ﬁ Date & Time (2 symbol ~
= lable Pictures Shapes Icol 330 SmartArt Chart Screenshot - Wikipedia Online Comment Heade oter
= Page Break v “ Moy §IMy Add-ins ~ Video | [[]Cross-reference e “U‘, u S ] object ~
Pages Tables ustrations Add-ins Media Links Comments Header & Footer Text Symbols ~

3. Click on the Link button located in the Links group

AutoSave (@ o) 2 i o Documenti - Word £ Search Maria Lopez (ML
File  Home Insert Draw Design Layout References Mailings Review View Developer @il PDF 10 Creator % Share 2 Comments
Cover Page ~ P T Quick Parts > [ Signature Line ~ | TT Equation ~
i~ Lo A% Y\j]]_ s W | [ 0 Rh D Es . |
[ Blank Page 1+ o A Wordart [ Date & Time () symbol ~
o Table | Pictures Shapes Icons 3D SmartArt Chart Screenshot | oy gy Wikipedia ~ Online Comment  Header Footer  Page
= Page Break v - - Models R @ Video FE]crm reference v v Number v Eux 5] ovject «
Pages Tables. llustratio Add-ins. Media Links Commen ts Header & Footer Text Symbels ~

4. After clicking on the Link button, a pop-up window will appear. On the left side of the
window, make sure that Email Address is selected.
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Insert Hyperlink ? X
Link to: Text to display: ScreenTip...
: :
Existing File or E-mail address:
Web Page |
Subject:
Place in This
Document
. Recently used e-mail addresses:
m mailto:johnsmith@johnsmith.com?subject=Word%20Beginners
eaghlew mailtoiinfo@leadershipbuild.com?subject=Question%20about#%20Excel
Document mailto:allentaco@hotmail.com?subject=None
E-mail Address

oK Cancel

5. Inthe E-mail address box, type your email address and add a Subject if applicable.

nsert Hyperlink ? X
Link to: Text to display: mailto:info@leadershipbuild.com?subject=Inquiry about training ScreenTip...
.
Existing File or E-mail address:
Web Page mailtoinfo@leadershipbuild.com E
Subject:
Place in This Inquiry about training
Document
l i e
‘ U mailtojohnsmith@johnsmith.com?subject=Word%20Beginners
Create New

mailto:info@leadershipbuild.com?subject=Question%20about%20Excel

| Document mailto:allentaco@hotmail.com?subject=None

E-mail Address

Cance'
|

6. Select the OK button

If you followed these steps correctly, the text you selected will be blue and underlined

and your email address will be triggered when clicked.

How To Add A Bookmark To Your Document

A bookmark is a hyperlink that is clickable but instead of taking you to a website or
to an email, it will simply transport you to a location on the document itself. For
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|
|
Y|
|
‘

example, it could be a hyperlink or image that, when clicked, will take you to page
seventeen of that document.

To add a bookmark to your document:

1. Go to the section or area in your document that you want to bookmark

Score:

Teamwork
Customer Care
Decision Making
Competency 4
Campetency 5

TOTAL

2. Select the text you want to bookmark.

Score:

Teamwork
Customer Care
Decision Making
Campetency 4

Competency 5 —
§ Tora |}
T—

3. Navigate to your Insert tab.

Document1 - Saved to this PC = D search Maria Lopez ML

= Share O Comments

File  Home Draw Design Llayout References Mailings Review View Developer Help Acrobat Soda PDF 10 Creator

Cover Page ¥ = ~ | ik ~ onature Line ~ | TT Equation ~
oy B @BY O RM L s v Q3L O 0D D ESIim o

[1 Bookmark

Blank Page
E o Table | Pictures Shapes lcons 3D Smantrt Chart Screenshot | o ___ Wikipedia | Online Comment | Header Footer  Page
= Page Break p v i Modats 6J My Add-ins ~ Video | ] Cross-reference N Tt H o= EI| Object ~
pages Tables ustrations Add-ins Media Links Comments Header & Footer Text Symbols ~

4. Click on the Bookmark command to create a bookmark for that text.

Maria Lopez (M-

AutoSave (@ o) [ § =z Document] - Word £ Search

File Home Inset Draw Design Layout References Mailings Review View Developer Help Acrobat  Soda PDF 10 Creator & Share ) Comments

[B) Cover Page ~ Y r‘ ' H W+ B [E] Quick Parts v [ Signature Line ~ | TT Equation ~
E O tr} a Y\ :D] @H— B Get Add-ns w [—'_1 l‘:l B @ I—IﬁinmAn [ Date & Time () Symbol »

Blank Page
9 Table | Pictures Shapes ILuvs 3D SmamAr Chart Screenshol | oy ayg g Wikipedia | Online Comment = Header Footer  Page
'+ Page Break ~ ~ ~ Madels I Video CJeroseTere > ~  Number ~ Sm ] ovject
Pages Tables llustratio Add-ins Wiedia inks Comments Header & Footer Text Symbols ~

5. After clicking on Bookmark, a pop-up window will appear. Give your bookmark a
name (but do not include spaces).
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»
Bookmark ? X
Bookmark name:
Total Score| |: Add
Delete
GoTo

Sort by: @ Name
O Location

D Hidden bookmarks

Cancel

6. Click the Add button. Although you have technically created a bookmark, you still
need to add a hyperlink so that it becomes active.

Bookmark ? XK

Bookmark name:

Total Score| Add

Delete

GoTo

Sort by: @ Name
O Location

D Hidden bookmarks

Cancel
7. Now, navigate to the Insert tab again.
Document1 - Saved to this PC = £ Search Maria Lopez M
Fle  Home Draw Design Llayout References Mailings Review View Developer Help Acrobat Soda PDF 10 Creator % Share 2 Comments
B Cover Page - E r@ tﬁ Ea % ED] + S Get Adin. W I:'I@ @ Link ~ +:| B @ @ [E] Quick Parts © [ Signature Line ~ | TT Equation ~
[® Blank Page - [1 Bookmark A wordart~ [ Date & Time () symbol ~
Table Pictures Shapes lcons 3D SmartArt Chart Screenshot Wikipedia Online Comment = Header Footer  Page Te
=1 Page Break 5 5 s (mir b = S My Add-ins ~ Video | [ Cross-reference > v  Mumberv | Boxv ] object ~
pages Tables ustrations Add-ins Media Links Comments Header & Footer Text Symbols ~
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8. Click on the Link button located in the Links group

Document - Word

LEADERSHIP BUILD

File

Home

B cover Page ~

[ Blank Page
= Page Break

Pages

Insert Draw Design

=LY
Sh

Table | Pictures Shapes lcons

Tables

Layout  References

\ay\ﬂ]-<

3D SmartArt Cha)
Models ~

llustrations

Mailings

1 S0

Review

View

[ et Ada-ins

il &I My Add-ins

Add-ins

I_I [E] Quick Parts ~

- A WordArt >

a] object ~

Text

5 Share

[34 signature Line
[ Date & Time

7 Comments

TT Equation
() symbol ~

9. After clicking on the Link button a pop-up window will appear. On the left side of the
window, click on the Place in This Document option.

10. At the top of the pop-up window, in the ‘Text to display’ field, write the text you want
displayed to transport your readers to your bookmark. Then, select the bookmark of

your choice.

11. Click on the Ok button

If you followed these steps correctly, the text with the hyperlink will turn blue and

be underlined as a bookmark. The text is now a clickable hyperlink that readers can

click on.

How To Insert A Cross-Reference In Word
A bookmark is a place that you personally mark in your document. Cross-references
are places in your document that have already been identified by Word, such as
headings or pages. If you organize your Word document with such headings, titles,
bullet points and subtitles, then Word can automatically cross-reference those

sections and a hyperlink can easily be created.

To insert a cross-reference in Word:

1. Click on the area where you want to add a cross-reference
2. Navigate to the Insert tab
3. Click on the ‘Cross-reference’ button located in the Links group

Docurnentd - Microsoft Ward =

Home Page Layout References Mailings Rz e i e

1|

|£] Cover Page ~ j '__\ ElE I_T‘j\ >j Eﬂ ) :i &, Hyperlink =S| Header ~ & Quick Parts ~ [ Signature Line =TT Equation ~
K s A=

[ Blank Fage HE U a & ookt = Footer - Al wordar - [§) Date &Time

=1 Table Picture Clip  Shapes Smart® Chart Soreenshof Text — W

k= Page Break - At - - ‘ B Page Number v | pgg - Z= Drop Cap g Object -

Pages Tables Tlustrations Header & Footer Text

]

L2 symbol -

Symbols

> @

Page | 68



4. After clicking on the ‘Cross-reference’ button a pop-up window will appear. Select the
reference type (on the left side of the window) and where you want to add the
reference to. To automatically insert a hyperlink, make sure that the ‘Insert Hyperlink’
checkbox is clicked. Depending on the reference type, Word will display a bank of
sections in your document that match the reference type. Select the reference from

the list. p—
IrCrcuss—r\:ﬁ:ﬂ‘:nce

5. When you're done, click on the ‘Insert’
button

nsert reference to:
Paragraph number E

Reference type:

rt as hyperlink

If you followed these steps correctly, the i e -
. For which numbered item:

cross-reference will be added to the area

you clicked in step one.

numbers with

Header & Footer
Headers are words, numbers or images
that appear at the top of your

document. Headers appear at the top of

your document on every page (unless you customize this option). Footers can also
be words, number or images, but they appear on every page at the bottom of the
page. You can add and edit the header and footer of your document but while
you're editing the main content of your document, they will seem to appear washed
out or grayed out in the background.

How To Insert A Header In Your Document

Headers are great to use in documents because they stick to the top of every page.
This is useful when writing a manual, a report or a manuscript. Microsoft Word makes
it very easy to work with Headers.

To add a header to your document:

1. Navigate to the Insert tab
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2. Click on the ‘Header' button in the ribbon

@“ H9-0- Docurnentd - Microsoft Ward o = R
Home Page Layout References Mailings Rewi e e 1 e
[B] Cover Page + E ElE @ zj “ i““} %Hyperlink A [& Quick Parts = [ Signature Line =TT Equation =
i = Cigs E
|3 Blank Page =] Ciy A Bookmark 5| Footer = (ﬂWUrdArt' %Date & Time 2 symbol -
=1 Table Picture  Clip  Shapes Smartfrt Chart Screenshot & -
k= Page Break - it - - [ Cross-reference [#] Page Number * | goy- A= Drop Cap Fgd Object -
Pages Tables Ilustrations Links Header & Footer Text Syrmbals

3. After clicking on the ‘Header’ button, Word will display a gallery of built-in headers
you can choose from, including some that are blank but ready to customize. Select
your favorite header by clicking on it. If there aren’t any that you like, Word has more
headers available via Office.com.
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|32 Signature Li

Alphabet

[Type the document title]

Annual

[Type the document title] | [Year]

[53 Date & Time
Header| Footer  Page Text Quick WordArt Crop i
- ~  Mumber~ | Box+ Partsw - Cap - "8 Object ~
"Bum-rn [t
Blank
[Tyme text]
Blank (Three Columns)
[Type teet] [Type teset] [Type best]

4. After you add your header to your document, a dashed line will appear, representing
the area where your header ends and the rest of the content of your page begins.

Edit your header by typing directly on it.
Wld9-o0ls

Home Insert

Document2 - Microsoft Word

Page Layout References Mailings Review View

Developer Design (2] 0

Header & Footer Tools o @ =

[C] Different First Page
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5. Once you're done customizing your header, double-click on the body of the page to
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continue editing the rest of your document.

How To Remove A Header From Your Document
If you no longer want to use the header you created, it's quite easy to remove it from

your document.
To remove a header from your document:

1. Navigate to the Insert tab
2. Click on the ‘Header’ button in the ribbon

LEADERSHIP BUILD
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@“ = o |- Docurnentl - Microsoft Waord = 3O
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k= Page Break - At - - |'#] Cross-reference [#] Page Mumber = | goy- A= Drop Cap g Object -
Pages Tables Tlustrations Links Header & Footer Text Symbols

3. After clicking on the ‘Header’ button, Word will display a gallery of built-in headers
you can choose from. Instead of choosing a header, scroll to the bottom of the menu

and select the ‘Remove Header’ option.

— 5} Date & Time
Header| Footer  Page Text Quick WordArt Drop . i
- *  Mumber~ | Box~ Pars~ - Cap- 4 Object -
Built-In s
Blank
IPype o]
Blank (Three Columns)
[Pype text] [Type tet) [Tyepe heoet]
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|Type the document title]

Annual

[Type the document title] | [Year]

More Headers from Office.com

Edit Header

7]

3

Eemove Header
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How To Insert A Footer To Your Document
A header appears at the top of the page on every page. A footer appears at the
bottom of the page on every page.

To insert a footer to your document:

Navigate to the Insert tab
2. Click on the ‘Footer’ button in the ribbon

3 = Documentl - Microsoft Word = BB 3

Home Page Layout References Mailings Rewi e e 1 e
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k= Page Break - At - - ['#) Cross-reference SR Page NUMBEr™~p .. . == Drop Cap e Ohject =
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3. After clicking on the ‘Footer’ button, Word will display a gallery of built-in footers you
can choose from. Select the footer you prefer by clicking on that footer.

Froscie Vicra S
rEnCes Mailings Review View dbu

. 5] Header ~ A Q
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il Blank

[Tyg vear]
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Annual

- |
i

Austere (Even Page)

4. After you add your footer to your document, a dashed line will appear, representing
the area where your main content ends and your footer begins. Edit your footer by
typing directly on it.
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continue editing the rest of your document.

How To Remove A Footer From Your Document
If you no longer want to use the footer you created,
your document.

To remove a footer from your document:

Navigate to the Insert tab
Click on the ‘Footer’ button in the ribbon

Once you're done customizing your footer, double-click on the body of the page to

it's quite easy to remove it from
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After clicking on the ‘Footer’ button, Word will display a gallery of built-in footers you

can choose from. Instead of choosing a footer type, scroll to the bottom of the menu

and select the ‘Remove Footer’ option.
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Exploring the Page Layout Tab Ribbon

In this section, you will learn some basic ways to change the design of your
document. Although you will be exploring the Page Layout tab, this booklet will not
cover all the commands available in the Page Layout tab ribbon. The Page Layout tab
is used to change the font settings, colors and style of your document. You can always
manipulate your font in any way you want, but Word has built-in styles that will keep
a consistent flow throughout the document.
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How To Change The Theme Of Your Document

Whenever you open a blank page in Word, Word has a default style that it uses. For
example, Word defaults to size 11 fonts with a Calibri style. Although this is Word's
preferred style, you can change this at any time. Be careful, though, when using way
too many font styles and sizes in your document as it may not look as professional.
The great thing about Word's themes is that they are all color-coded and have a great,
consistent flow.

To change the theme of your document:

1. Navigate to the Page Layout tab
2. Click on the Themes' button located in the ribbon
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3. After clicking on the Themes' button, a gallery of themes will appear. Click on the
theme of your choice and watch your entire document change to the style of that
theme. If there is a theme that you want to use for your document, click on that theme
and the selected theme will now be applied to your document.
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How To Remove A Theme

Perhaps, after using a theme for some time, you decide that you prefer to make

things go back to the way it was.

To remove the theme you are using and revert back to the original:

To change the theme of your document:

1. Navigate to the Page Layout tab
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2. Click on the ‘Themes' button located in the ribbon
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3. After clicking on the ‘Themes' button, a gallery of themes will appear. Toggle to the
bottom of the drop-down menu and select the option 'Reset to Theme from
Template'.
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If you followed these steps correctly, you'll find that the theme you were using no
longer applies to your document and the style has now reverted to the way things
were before you applied a particular theme.

The Page Setup Group

The Page Layout ribbon includes ways to modify your document’s theme and font,
but also includes the settings to print, among other things. The Page Setup group
includes settings for your pages, line numbering, breaks and hyphenations. In this
booklet, we will discuss some of the page settings needed to properly print your
documents.
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How To Change The Margins Of Your Document

At some point, you might need to print your document and are struggling to fit
everything in one page. One idea is to change the margins of the page. Word
automatically has fixed margins, but they can be changed depending on your needs.
Be careful when customizing the margins of your file because, depending on the
printer you are using, some parts may get cut-off.

To change the margins of your page:

Navigate to the Page Layout tab
2. Click on the ‘Margins' button located in the ribbon
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3. After clicking on the ‘Margins’ button, a drop-down menu will appear with a few
options. The options given by Word will display a sample of what those margins will
do to your pages and will also display the size of the margins. Select the margins you
want to apply to your document by clicking on that option.
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How To Change The Orientation Of Your Document

By default, a blank Word document is set to be in Portrait mode. This is why, when
you type, the page is set up in the long way. This setting can easily be changed
though.

To change the orientation of your document:

Navigate to the Page Layout tab
2. Click on the ‘Orientation’ button located in the ribbon
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3. After clicking on the ‘Orientation’ button, a drop-down menu will appear with two
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options: Portrait or Landscape. Select the orientation of your choice by clicking on one

of the options.
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If you followed these steps correctly, your pages will now show in the orientation

type you selected.

How To Change The Size Paper When Printing Your Document

By default, Word documents are set to print in regular 8x11” paper. However, you
may need to print in longer paper, such as ledger paper or smaller paper to do a
pamphlet. Whatever the case might be, Word is set up to fit any of your printing

needs.

To change the size paper when printing:

1. Navigate to the Page Layout tab
2. Click on the ‘Size' button located in the ribbon
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3. After clicking on the ‘Size’ button, Word will display a gallery of paper sizes to choose
from. Select the size paper you want to use and Word will format your pages to fit

that size.
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How To Add A Column To Your Document

Word has been created to fit any of your document needs. Perhaps you're working
on a newsletter, a tri-fold pamphlet or need to split the page in half. Word allows you
to add multiple columns to your document, making this process easier than ever.

To add a column to your document:

1. Navigate to the Page Layout tab
2. Click on the ‘Columns’ button located in the ribbon
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3. After clicking on the ‘Columns’ button, Word will display a drop-down menu of options
for your columns. Select the number of columns you want to add (or the type of
columns) by clicking on the option in the menu.
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a Better place award. The two 10th graders organized a recycling project that affects the

If you followed these steps correctly, you will see that your document will now display
the number of columns (or type of columns) you selected from the drop-down menu.
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Exploring the Review Tab Ribbon

The Review tab provides options to check your spelling, grammar, language,
complete a translation, editing, and add comments. The Review tab is the place to
go to check every detail of your draft before publishing.

Tools To Correct Spelling & Grammar

Typing has come a long way since the old typewriter. Using the built-in technology
of a Word processor gives us the ability to quickly find mistakes and correct them.
In this section we will cover some more advanced features when using the
AutoCorrect, Error indicators and spelling and grammar checks.

Introducing The AutoCorrect Tool

Microsoft can automatically detect most misspelled words and will correctly spell
the word for you. There are no particular steps to use the AutoCorrect tool since it's
automatically built-in to the Microsoft Word software. This means, that you can
basically just type away and Microsoft Word will correct any misspellings along the
way. To test this feature, misspell a word such as “mispelling" and you will notice
how Word will automatically add an extra ‘s’ and change it to “misspellings”.

What Are Error Indicators?

As a rule of thumb, Word will always let you know when a word is potentially
misspelled or if there may be an issue with your grammar. Red wavy lines will
appear below potential misspelled word and green wavy lines will appear below
phrases or sentences with potential grammatical errors. Blue wavy lines represent
contextual spelling errors (such as using the word ‘'no’ instead of ‘know’).

To review the misspelled words or grammatical errors:

1. When a wavy line appears below a word or sentence, right-click on the word or
phrase

2. Choose one of Word's suggestions to correct your misspelled word or choose to
ignore Word's suggestion by selecting the ‘Ignore’ or ‘Ignore All' option.
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Additional Actions *

By right-clicking, you are also able to review the AutoCorrect options, as well as
other options to choose from.

How To Check The Spelling & Grammar For Your Entire Document

To check the spelling and grammar of your entire document, you'll need to select
the Spelling & Grammar option available in Word (which is still referred to as ‘spell
check’).

To check the spelling and grammatical errors of your entire file:

1. Navigate to the ‘Review’ tab
2. Click on the ‘Spelling & Grammar’ button
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3. After clicking on the ‘Spelling & Grammar’ button, Word will take you through each
error, one-by-one (as demonstrated in the screenshot below):

e Choose ‘Ignore Once’ to ignore the suggestion only for this recommendation
e Choose ‘Next Sentence’ to skip this error message
e Choose ‘Change’ to apply Word's suggestion

e Choose ‘Explain’ to receive an explanation on why Word is marking this word
or sentence as an error
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Unfortunately, the average user doesn't use the ‘Spelling & Grammar’ tool as much
as they should. We recommend that the spell check is included in the Quick Access
Toolbar.

How Precise Is Word's AutoCorrect and Spelling/Grammar Tools?

We all wish that we could write what we need to write and have Word fix all our
mistakes and move on. However, no spelling or grammar tools are infallible.
Technology has come a long way and these tools are much better now than they
were 10 years ago, but they are never 100%. We recommend that you always proof-
read your work before submission or publishing because there are certain words or
phrases that Word may skip, or just not detect.

Finding Synonyms for your Text

Many times, you want to diversify your words by using synonyms in your writing.
Long-gone are the days in which households (and even schools) carried a thesaurus
(or even a dictionary) to look up words. With such advancements in technology, we
no longer need to physically do much.

Using the Thesaurus in Word
To use the thesaurus to look up alternative words (synonyms):

1. Highlight the word you want to replace with an alternative word

Page | 86

DX

LEADERSHIP BUILD



2. Navigate to the Review Tab
3. Inthe Proofing group (or section) click on the Thesaurus’ button
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4. The ‘Research’ pop-up window will appear. The word you selected will be displayed
in the ‘Search for’ box
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5. To select a synonym, click on the word of your choice and select ‘Insert’

If you followed these steps correctly, you'll see that the original word that you
highlighted has disappeared and has been replaced with the synonym that you
selected from the Thesaurus list.

A Faster Way to Find Synonyms
As previously mentioned, for all Microsoft's software, there are many ways to get
the same thing done. This is particularly when searching for synonyms in Word.

Here is an alternate way to find synonyms in Word:

1. Point to the word in your document that you want to replace
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Right-click with your mouse
3. Select the Synonyms option
4. Choose the synonym of your choice from the list provided

1 Cut to replace
W By Copy
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Font...
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preference

m New Comment
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How To Find The Word Count For Your Document

Perhaps you were given the expectation to use a certain number of words in your
document. If this is the case, there are two simple ways to get this information.

How To Get A Word Count From The Status Bar

The Status Bar is located at the bottom of your page. As you type, Word counts how
many words are in your document in real time. This way, you don’t have to run a
report or do anything fancy to get this quick number.

Page 1 of 1

How To Get More Details Other Than A Word Count
Previously, you learned how the status bar can give you a quick word count. You do
have another option that will not only provide you a word count, but will also provide
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you more details about your document (such as number of paragraphs, pages or
characters).

To find you document’s word count (and more)

1. Navigate to the Review Tab
2. Inthe Proofing group click on the ‘Word Count’ button
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The Word Count button will trigger a pop-up window with numerical information
about your file.

Waord Count I. _I_J:E':I it

Statistics:
Pages 3
Words 330
Characters {no spaces) 1,459
Characters (with spaces) 1,734
Paragraphs 17
Lines 39
Mon-Asian words 330

!l Asian characters, Korean words o ®
Indude textboxes, footnotes and endnotes

Comments For Collaboration

Before Office 365 or Google Docs, there was no way to collaborate on a document
at the same time. Files had to be emailed back-and-forth to proof-read, double
check and receive feedback. Things haven't really changed even today. This is why
Word still has the comment feature available. The comment features allow users to
provide feedback or questions about the document to the author(s).
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How To Add A Comment To A Document
Adding comments to a document is a very useful way to collaborate with different
authors or to check that the intended document is headed in the right direction.

To add a comment to a document:
1. Highlight a selection in the document that is in question, where you want to provide
feedback or where you want to provide an explanation
Navigate to the Review Tab
Click on the ‘New Comment’ button located in the ribbon
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4. After clicking the ‘New Comment’ button, Word will display a comments section in
the right margin of the page where you can type your comment with your name.
The comment automatically links to the selection you are commenting on.
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If you followed these steps correctly, once you save this file and email it to someone
else for review, they will be able to read all the comments you left.

How To Delete A Comment In A Document
In Word, you can also remove a comment if you no longer want to have that
comment appear on the file.

To delete a comment from a document:

1. Click on the comment you want to delete
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2. Navigate to the Review Tab
3. Click on the ‘Delete’ button located in the Comments group of the ribbon
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4. After clicking on the ‘Delete’ button in the Comments group, a short drop-down

Page Layout References Mailings Review View
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with Your current document look. You can easily ¢
textby choosing a look for the selected textfrom

menu will appear with a few options. Select the ‘Delete’ option to remove a single
comment.

If you followed these steps correctly, the comment you selected will be removed
from the document.

How To Delete All Comments From Your Document
In the previous section, you learned how to delete a single comment. Now, we will
be providing you the steps to remove all comments from your document.

To delete all comments from your document:

1.
2.

Navigate to the Review Tab
Click on the ‘Delete’ button located in the Comments group of the ribbon
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After clicking on the ‘Delete’ button in the Comments group, a short drop-down

menu will appear with a few options. Select the ‘Delete All Comments in Document’

option to remove every single comment in your file.

Page | 92



Page Layout References Mailings

ABC '

23 9% FA 4
Word | Translate Language Mew
Count ~ ~ Comment

Language |

Review View

]t

Delete |Previous MNext Track
= Changes =

E-l_i, Final: Show Markup
|_=§ Show Markup -
[E Reviewing Fane|*]

E] Delete

[ Delete All Comments in Document
[%

urcurrent document look. You can easily ©

with §o

text by choosing a look for the selected textfrom

Tracking

d the you create

If you followed these steps correctly, then all comments in your file will disappear.
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Exploring the View Tab Ribbon

The View tab is a ribbon with commands that help you see your document in various
ways. The view tab has quite a few options that we won't necessarily cover in this
booklet. Our goal is to introduce you to some basic features of the View tab.
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The Document Views

There are technically five types of document views, but in this booklet we will only be

covering the three main types of ways you can view your work in Word. Let's explore

these three ways in detail.
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How To Use The Print Layout View

If you're wondering how to use the Print Layout document View in Word, well, you're
in luck because this is actually the view you are used to. The Print Layout view is the
draft view you use to edit your Word document. If you are using another view, you
can use the status bar to get back to the Print Layout view or you can also follow
these steps.

To select the Print Layout document view:

1. Navigate to the View tab

2. Click on the ‘Page Layout’ button located in the Document Views group
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How To Use The Full Screen Reading Document View

Word has a page view called “Full Screen Reading”. This document view is set up
differently than what you're used to. There is really no editing functionality since “Full
Screen Reading” is meant to read the document, not use it as a draft. The “Full Screen
Reading” is almost like reading a book on a Kindle or tablet, removing the ribbons
and commands from your view.

To change your view to Full Screen Reading:

1. Navigate to the View tab
2. Click on the ‘Full Screen Reading’ button located in the Document Views group
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How To Use The Web Layout View

Another useful view is the Web Layout view. The Web Layout view is a good view to
use, especially if you're a blogger, journalist or someone who writes articles online.
The web layout view helps you see your content as if you were reading it from a
website.

To change your view to Web Layout view:

1. Navigate to the View tab
2. Click on the ‘Full Screen Reading’ button located in the Document Views group
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The Ruler, Gridlines and Navigation Pane

Word gives you the option to display certain useful tools while you work on your
document: the ruler, gridlines and the navigation pane. By default, only the ruler is
visible. All three of these tools can be visible by accessing them from the Show
group in the View tab.
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How To Remove The Ruler From Word
If you do not want to display the ruler while you work on Word, it's as easy as a click
of a button.

To remove the ruler from your Word window:

1. Navigate to the View tab
2. Uncheck the ‘Ruler’ box located in the Show group
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If you followed these steps correctly, the ruler will be removed from the top of your
page.

Page | 96



How To Add Gridlines To My Page View

VLEADERSHIP BUILD

If you're struggling to align images or objects to your content, or perhaps things in
your document look crooked to you, then perhaps using gridlines might help.

Gridlines are little squares located throughout a document.
To view gridlines on your pages:

1. Navigate to the View tab
2. Check the ‘Gridlines’ box located in the Show group
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If you followed these steps correctly, you will now see gridlines throughout the
pages in your document.
How To View The Navigation Pane
Perhaps the most useful tool of all three is the Navigation Pane. The Navigation Pane
allows you to find content easily, helping you navigate through the pages of your file
without much headaches.
To view the navigation pane:
1. Navigate to the View tab
2. Check the ‘Navigation Pane’ box located in the Show group
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If you followed these steps correctly, you will see the Navigation Pane appear in the

left side of your screen.
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How To Use The Navigation Pane To Find Other Elements In Your Document
As mentioned previously, the Navigation Pane helps you find words or phrases
throughout your document. It also helps you locate headings and titles in a structure
way. There are more tools though that you can use in the Navigation Pane. The
Navigation Pane helps you find words, phrases, pages, objects, images, tables and

formats.

To use more features of the Navigation Pane:

1. Make sure that you have the Navigation Pane open by accessing the View tab

2. Check the ‘Navigation Pane’ box located in the Show group

-

| =

Home Insert

Print |Full Screen Web  Outline Draft

Layout| Reading Layout

Document Views

Page Layout References

[@] Ruler

|| Gridlines

Mailings

Zoom 100%
Navigation Pane

Show

3. After clicking on the ‘Navigation
Pane’ box, the Navigation Pane will
appear on the left side of your screen.
Next to the search box, there is a little
arrow that points downward. Click on
that arrow to display a menu of
options to help you find (or replace)
other words, go to certain sections of
you document and search for graphics,
tables, equations, notes and
comments.

The Zooming Features

The easiest way to quickly zoom in or out
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is by using the status bar located at the bottom of your screen. However, Word
gives you a lot more options to fit the needs of your eyes. The zoom functionality

helps you read the text better so that you're not squinting or have to make drastic

changes to the font size of your text.
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How To Zoom In Or Out
Besides using the status bar to quickly zoom in and out, you can customize how
much you zoom in to your page.

To use the Zoom settings:

1. Navigate to the View tab
2. Click on the ‘Zoom' button in the ribbon
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3. After clicking on the ‘Zoom’ button, a pop-up window will show. Select how you want
to zoom to the page and check the ‘Preview’ to see if it fits your needs.

() Page width () Many pages:
@) Text width
@) 75% () Whole page

Percent: §'ioo"/., Fﬁi

|
]
=]

Preview

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

o J[ comcel |

Page | 99



How To View Two Pages At Once

By default, in Word, you only work with one page at a time. However, Word does have
the option for you to view two pages at once. This allows you to see your work across
two pages at the same time.

To view multiple pages of your document:

1. Navigate to the View tab
2. Click on the Two Pages’ button in the ribbon
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If you followed the steps correctly, you will see two pages on your screen.

Working With Multiple Windows

In the previous section, you learned how you can view two pages of your document
at once. However, there might be a time in which you are working with multiple files
at once and you have trouble toggling back and forth between files. Word gives you
the option to work with multiple windows.
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How To Use The Split View

If you have more than one Word document open, Word will allow you to use the Split
view to see the contents of the first tile in the top half of your screen and the contents
of the other file will show in the bottom half of your screen.

To enable the split window view:

1. Navigate to the View tab
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2. Click on the ‘Split’ button in the Windows group
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If you followed these steps correctly, you will see your screen split in half between
two Word documents.

How To View Side By Side

The Split window view allows you to see two open documents. Basically, those two
documents share half of your screen (one document covers the top of your screen
and the other covers the bottom of your screen). The side by side window view also
allows you to view your open documents, but one file covers the left side of your
screen while the other covers the right side of your screen.

To enable the side by side view:

1. Navigate to the View tab
2. Click on the 'View side by side’ button in the Windows group
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If you followed these steps correctly, you will see your screen split in half between
two Word documents.

How To Switch Windows
If you have multiple files and programs open, the ‘Switch Windows'’ button allows
you to toggle between all the different windows you're working on.

To use the ‘Switch Windows’ option:
1. Navigate to the View tab
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2. Click on the ‘Switch Windows’ button in the Windows group
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3. Select the window you want to access
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Basic Shortcuts

The following is a quick guide to some shortcuts you can use while working on

Microsoft Word.

Universal & Commonly-Used Shortcuts

Shortcut Type Buttons on your keyboard
Copy CTRL+ C
Paste CTRL+V
Cut CTRL + X
Highlight All CTRL +A
Bold CTRL+B
Underline CTRL+ U
Italicize CTRL + 1
Find text CTRL +F
Undo CTRL+Z
Save a File CTRL+S
Close a File CTRL + W
Open a File CTLR+O

Shortcuts to Navigate Around Your Keyboard (Cursor)

Cursor Movement

Buttons on your keyboard

Left one character Left Arrow

Right one character Right Arrow

Down one line Down Arrow

Up one line Up Arrow

Left one word CTRL + Left Arrow
Right one word CTRL + Right Arrow
To the beginning of the current line  Home button

To the end of the current line End button

To the beginning of the document CTRL + Home

To the end of the document CTRL + End

Up one screen

Page Up button

Down one screen

Page Down button
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To the beginning of the previous
page

CTRL + Page Up

To the beginning of the next page

CTRL + Page Down
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