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The Fundamentals

Microsoft Word is a powerful word processor with a lot
of features to help you create professional documents.
With so many features, though, it can be pretty
daunting at first.

In this module, you’ll learn the fundamentals of using
Microsoft Word. You’ll get a feel for the interface and
learn how to create, open, and save new Word
documents. You'll also learn how to view and navigate
documents, and how to print and share them.

Objectives

Understand the Screen
Create New Documents
Open a File

Save a File

AutoRecover

Navigate a Document
View Documents

View Multiple Documents
Print

Share a Document

The Quick Access Toolbar
Help

Document Properties
Inspect a Document

Close and Exit

© 2018 CustomGuide, Inc.
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Understand the Screen

There are many different elements that make up the Word program screen. Review the labeled items in the
images below, then refer to the tables to see what everything does.

L 1 é 1 2

B H S - : Dncument-Wordﬂ q T EH - O X
HOME INSER DESIGM PAGE LAYOUT REFEREMCES LIMNGS REVIEW EW Kayla Clay... ~ &_
o Calibri (Body) -l1s - =L == i
B I U-a:xx, x Po = AaBbCcDc | AaBbCcDc AaBbhCy -
Paste ¥ A-W-.A-Aa- A A q TMormal | TMoSpac.. Headingl Editing
lipboard = Font P Paragraph P Styles P ~
1 4 z 3 A 7 -~

Board of Directors Meeting
May 6

MNew Communications Director

an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry's responsibilities will include:

1. Client correspondence

2. Internal communication

3. Press releases

4. Updating the web site

The Month in Review

Iz 8

PAGE1 OF 4 836 WORDS

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as




Title Bar: Displays the name of the current
file.

Quick Access Toolbar: Contains common
commands such as Save and Undo. It can
be customized to include many common
commands.

LC

Display Options: This is where you can
change how much of the ribbon is
displayed; minimize, maximize or restore
the Word window; or close Word
altogether.

Ribbon: This is where you'll find all the
options you need to make a stellar
document. The options are grouped into
tabs.

© 2018 CustomGuide, Inc.
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@ H S O -

Document - Word

HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ
C Calibri (Body) M I - =
A BT U -mxx fo BH=== 1= AaBbCcDe AaBbCeDe AaBbCe -
Pajte ¥ A-W.A-Aa- TMNormal = THoSpac.. Headingl |5 Edv
Clipboard = Font P Styles [F] -
L I g 1 4 5 5 A~ 7 -

? H - O X

-

Board of Directors Meeting
May 6

New Communications Direct

Kerry Oki was named communicatiofs director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’'s responsibilities will include:

PAGE1 OF 4

1.

Client correspondence

2. Internal communication

3. Pressreleases

4. Updating the web site
onth in Re

836 WORDS

0=

Document Window: This is where you see
your document, where you edit and format
the text.

Rulers: When the rulers are turned on, they
appear at the top and the left of the
document.

Scroll Bars: Use the scroll bars to move up
and down or left and right in a document.

Status Bar and Views: Shows summary
information like the number of pages and
words in the document. Next to it are the
buttons to change the document view.

Zoom Slider: Use the zoom slider to change
how big the document appears.

Microsoft Account User Info: When you're
logged in with your Microsoft account, your
name appears here.

10



Create New Documents

Creating a new document is one of the most basic commands you need in Word. You can create a new blank
document, or you can create a new document based on a template.

Create a Blank Document
o CI'ck the Flle tab @ H -0 = Document - Word T H - 0O %X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ‘2

o Click New. b i:\ib:tBsdy?a“ . x: 11 MK AaBbCcD: AaBbCcD: A3BLC( — | T
u J . — Editing
R e AW p-mae A TNomal | TNoSpac.. Headingl |<| ESM
e Sele(:t Blank Document. Clipboard Font 0} Paragraph I} Styles [0 ~
A new, blank document is created in a
new Window- Document - Word ? - 08 X

Kayla Claypool ~ ﬂ
Shortcut: Press Ctrl + N to open a new
blank document.

New

Search for online templates pel

Suggested searches: Business Industry Personal  Design Sets  Event  Education Cards

©

0
Take a

Account Blank document Welcome to Word
Options
= Aa

© 2018 CustomGuide, Inc. 11



Create a Document from a Template

Click the File tab.
Click New.

The New screen has a few
ways for you to select a
template.

First, several featured
templates will appear, after
the Blank document template.

You can also search for a
template using the search field
or select a template category
from the suggested searches.

(Optional) Select or search for
a template category.

Preview images of the
templates will appear for the
selected category, along with a
Category list.

(Optional) Select an additional
category.

Selecting additional categories
allows you to narrow your
template search even more.
Only templates that fit into all
the selected categories will
appear.

Select a template.

A larger preview of the
template appears, along with a
description.

Bd e O-
HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ

o

. ~

Clipboard &

Calibri (Body) -l -
B I U-abkex ¥ Ffo
B-¥-A-A- KX

Documentl - Word

T Normal

Font 0 Paragraph 5

AaBbCeDe AaBbCcDe AaBbhC( —

7T EH - O X

#
TNoSpac.. Headingl = Fditing

Styles o ~

Account

Options

Account

Options

New

©

Search for online templates

Documentl - Word

? - 0O %X

Kayla Claypool ~ ﬂ

gl

ISuggesledsearches: Business Industry Personal DesignSets Event Education Cardsl

Blank document

G

O

Take a

tour

Welcome to Word

Aa

New

2% Home | Business

Letter confirming
candidate's job interview

Document] - Word

o Letterhead 24

? - 0O %X

Kayla Claypool - ﬂ

el

~{ Category =
Small Business 82
Business 82
Letter 58
Tndustry 3
Design Sets 26

Sample 24
Sales 20
Stationery 19
Single page 18
Customer Service 14
Basic 13
Cover Letter 13
Marketing 13
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0 Click Create.

A new document from the template is
created. Now, just fill in the
placeholders.

Account

Options

Letter confirming
candidate's job interview
Provided by: Microsoft Corporation

Confirm the date and time for a candidate's
interview with your company using this letter
template. The letter includes information about the
interview process, driving and parking directions,
and a nondisclosure agreement.

Download size: 22 KB

Rating: ﬁ 1‘: 1‘: ﬂ’ ﬂ’ (3 Votes)

- O

© 2018 CustomGuide, Inc.
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Open a File

Opening a file lets you resume working on a document that you have saved from earlier or that someone

else has created and shared with you.

Open Existing File

While you can open a document by double-clicking its icon in Windows, you can also browse and open files

from within Word.

o Click the File tab.

e Click Open. N

The Open screen appears,

giving you a few ways to find a
document.

T H S = Document - Word T E - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ‘i

Calibri (Body) -1 - = Nse & % Find -

B I U -aex ¢ A AaBbCecDt AaBbCeDe AaBhC( 7 20, Replace

Pf TN A-. A-Aa- A x D AL q TNormal | TMNoSpac.. Headingl |+ s select -
Clipboard Font I Paragraph ] Styles 1 Editing ~
Document - Word ?2 - 0O x

Select a location.

e Recent displays a list of
documents that you've

recently opened.

New
Open

Save

Shared with Me will show
documents that others have
shared with you through
your Office 365 account.

Save As

Save as Adobe
PDF

Print
Your OneDrive and
SharePoint sites will let you
browse through the files
stored on those cloud
servers if you have them.

Share

Export

Close

Account

Options

Computer lets you browse

Open

. @ Recent Documents E‘:I Computer
1 Recent Folders.

Documents
\\psf» Home » Documents

&& OneDrive - Personal
| Eltl Computer
=

s AddaPlace

Browse

Kayla Claypool = ‘2

through the Documents
folder for files.

Clicking Browse opens a
dialog box, where you can
browse through your
computer’s folders, drives,
and network shares.

Select the file you want to
open.

The selected file opens.
Tip: From the Browse dialog box, you’ll

need to click the Open button after
selecting the file.
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Open a PDF for Editing

In addition to opening Word'’s regular file formats, you can also open PDF documents for editing.

Click the File tab.
Click Open.

Select and open a PDF file.

A dialog box appears, explaining
that opening a PDF in Word

converts it to a Word
document and opens it as a
copy. You'll be able to edit the
text, but some formatting and
graphics may look different.

Click OK.

©

New
Open
Save

Save As

#‘-} Recent Documents

T H S = Document - Word 7 EH - 0 X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW  KaylaClay.. = ﬁ

Calibri (Body) oL ELE &= = i Find -

BT U-mex x b = AaBbCeDe | AaBbCeDe AaBbCi & Replace

¥ A-W.4-Ra- Salq TNomal | TNaSpac.. Heading 1 <] ¢
Clipboard = Font ) Paragraph ) Styles 10 Editing ~
Document - Waord T - 0 %

Kayla Claypool

Open

Recent Documents

m:g 03-open-a-file-01.docx
=| Kayla Claypool's OneDrive

o D 03-open-a-file-02.pdf

& OneDrive - Personal

i

. . Save as Adobe tl Computer
A copy of the PDF is converted into an PO I
editable document, and it opens so Pt o AddaPiace
that you can edit the text. e
Expart
Close
Account
Options Recover Unsaved Documents
»
@ d e s Document - Word 7 H - 0O X
HOME | INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS — REVEW  VIEW  Kayla Clay. = ﬂ
oL Calibri (Body) B R I ] i Find ~
BIU-mx x %o = AaBbCeDe| AaBbCeDe AaBbCe 2. Replace
Pa'ste - A.ﬂyiA-Aa- KA D A q TNormal | TNoSpac.. Heading 1 [ | copect~
Clipboard = Font ] Paragraph ] Styles [F] Editing "~
Microsoft Word x

0 WORDS

PAGE 1 OF 1

an office manager at Luna
communications. Kerry's res

‘Word will now convert your PDF to an editable Word document. This may take a
while, The resulting Word document will be optimized to allow you to edit the
text, so it might not look exactly like the original PDF, espedially if the original file
contained lots of graphics,

[] pon't show this message again

c. and has degrees in both marketing and
sibilities will include:

Cancel Help |

Client correspondence
Internal communication
Press releases
Updating the web site

ENGLISH (UNITED STATES)
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Save a File

After you’ve created a new document or made changes to an existing document, you’ll need to save it for
those changes to be preserved. You can also save a copy of an existing document, using a new name, a new
location, or a different file type.

Save a New Document

When you save a new document for the first time, you’ll need to give it a name and tell Word where to save

it.

Click the Save button on the
Quick Access Toolbar.

Since the document doesn’t
have a name or location yet,
the Save As screen will appear.

Choose a location to save the
file to:

e OneDrive, a cloud storage

folder accessible to all
computers and mobile
devices that you've
connected to your Office
365 account.

A SharePoint site, if you're
part of an organization that
uses one.

Select Computer to save the
file locally in your
Documents folder.

Click Browse to open a
dialog box, where you can
browse through your
computer’s folders, drives,
and network shares.

BHS - Document] - Word 7 ® - 0 %
™ LOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  Kayla Clay.. - ﬂ
= U0 | Calibri (Body) ML = * =¥ i Find -
iy C
! 0 B I U-mn x A AaBbCcD: | AaBbCee AABDCC (| gy g o
aste -
. C R A~ Aa- A A TMormal | TNoSpac.. Headingl |= I3 Select -
Clipboard = Font [ Paragraph m Styles & Editing ~
Documentl - Word ? - 0 X
@ Kayla Claypool = ‘2
Save As

New

Open s 2

Save

"| i
Save As
Sermesiidas F
PDF
Print Et'

=

Share
Export I

Close

Account

Options

Sites - CustomGuide

OneDrive - CustomGuide

OneDrive - Personal

Computer

Add a Place

&& OneDrive - CustomGuide
Recent Folders
@& Documentos

OneDrive - CustomGuide » Documentos

® OneDrive - CustomGuide

Browse
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e Enter a file name.

° Click Save.

The file is saved and can be safely
closed for you to reopen later.

Shortcut: Press Ctrl + S to save.

) Save As

R

» OneDrive » Documents

Organize »  New folder

3¢ Quick access
[ Microsoft Werd

4@ OneDrive
Documents

Practice Files

[ This PC
[ Desktop
Documents
J Downloads
B Movies

2] Mame

v <

Practice Files

v & Search Documents o
E=- @
Date modified Type
4/2 213 PM File folder

File name:

My Document

Save as type: | Word Document (*.docx)

Authors:  Susana Alejandra Sala...

 Hide Folders

[ Save Thumbnail

Tags: Add atag

Tools - Save Cancel

© 2018 CustomGuide, Inc.
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Save Progress

As you continue to work in Word, you'll want to save any changes you make periodically. This way, you
won’t lose all of your work if there’s an unexpected crash.

BH S O- Document1 - Word 7T H - O X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  KaylaClay. - JB)

a Click the Save button on the
Quick Access Toolbar.

Calibri (Body) -1 - = . ~ i Find -
i 0 B I U-mux A AaBbCcDc AaBbCcDe AaBLC( 2%, Replace
aste . - TNormal | TNoSpac.. Heading1 [+
. . . . N A-WA-Ra- A A P il Select -
Shortcut: Press Ctrl + S or click the File 4 b seke
Clipboard & Font m Paragraph m Styles L Editing ~

tab and select Save.

Save As a New File and/or Location

Sometimes you may want to make a copy of an existing document by saving it in a new location and/or with
a new name.

0 Click the File tab. B HS 0= Document - Werd 7 E - 0 %
HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ
i alibri (Bos - - f = 3= % Find -
e Click Save As. | Z‘bfwud”jﬂx - ”A e AaBbCcDe AaBbCcD: AZBDC( 1 E:I
LA 2 = = wac heplace
1 H . a3 - - AT - . A TNormal | TNoSpac. Headingl [+ elect -
e Select a location, by selecting A M R M b seec
. . . Clipboard 1 Font I Paragraph 7 Styles n Editing ~
either OneDrive, SharePoint, or
Computer. Or, you can click
Browse and navigate to the T P
folder where you want to save @ Kayia Claypool - Jf}
your file. Save As
New _
S @) Sites - CustomGuide E;' Computer
Current Folder
- && OneDrive - CustomGuide Desktop
Save As a Y\psf » Home » Desktop
Save as Adobe (& OneDrive - Personal Recent Folders
PDF
Documents
) _ C: » Users » Kayla Claypool » OneDrive » Do...
Print
El:l Computer Desktop
Share \\psf = Home » Desktop
o= AddaPlace Documents
Export
Close
— O

Account

Optians
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o Enter a new file name. My Document -Word PR
[F Save As X ﬂ
e Click Save. « « 4 H > ThisPC > Desktop v © | Search Desktop r)
Organize = New folder E~- @
The document is saved to the new /& OneDiive ® Neme Datemodiied  Tyne a
i H ocuments Sales Agents /12/20 File folder
location with the new name. The ’ * Bon Voyage - Archives File folder
P If.l . t t. ” I d 3 This PC
original file is automatically closed so R o
you can start working in the new one Documents
. h 4 Downloads
right away. .
B Music
[&=] Pictures
‘s Metwork Drive (N:) (C3) v
= Home on 'psf’ (V:) v o< >
File name: | Revised File ﬁ »
Save as type: Word Document (*.docx) v

Authors:  Kayla Claypool Tags: Add atag

[ Save Thumbnail 9

~ Hide Folders Tools = Erred

Save to Different File Formats

Word normally saves its files as Word documents, but you can save your Word projects as other file formats
too.

o Click the File tab. BH S O- e Documert - Word = - o %

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ

i Calibri (Body) -n-| = # Find -
e Click Save As. e _ .| mambcenc| Aambcodc AaBDCH || o
~ Loy . . o L. B T Normal | TNoSpac. Headingl |+ elect -
e Choose where you want to AR b select
Clipboard & Font m Paragraph 7] Styles . Editing A

save your file.

MNew Document - Word ?2 - 0O %

Kayla Claypool ~ ﬂ
Save As

@D Sites - CustomGuide E‘:I Computer

Current Folder

Open

Save

(& OneDrive - CustomGuide Desktop
e 0 \\psf » Home » Desktop
Save as Adobe (& OneDrive - Personal Recent Folders
PDF

Documents

— C: » Users » Kayla Claypool » OneDrive » Do...
Print Eltl Computer

== Desktop
Share \\psf » Home = Desktop

o= Adda Place Documents
Export

Close

Browse a

Account

Options
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o (Optional) Enter a new file = New Document - Word L ﬂ;
Save As x B
name. _ g
« v » ThisPC » Desktop v O Search Desktop pel
o Click the Iist Organize = New folder - o
arrow. ‘@ OneDrive A Neme Date modified Type e
Documnents Sales Agents 10/12/2017 419 PM  File folder
. . Bon Voyage - Archives 1179/ &M File folder
The drop—down list dlsplays the &3 ThispC B Mew Document. docx 11/10/2017 10:30 .. Microsoft Word D...
different types of files you can gz’“m"t
save the document as. & Downloads
B Movies
Select a file format. b Music

Click

A copy of the file is saved in the new
format.

Word Document (.docx)

Word Macro-Enabled
Document (.docm)

=] Pictures
‘e Network Drive (N:) (C:)
== Home on 'psf' (¥:) v <

File name: Exported Document

Save as type: | Word Document (.docx)

Word Document (*.docx)
PDF (*pdf)

1 Rich Text Format (*.rtf)

Strict Open XML Decument (*.docx)
OpenDocument Text (*.odt)

Authors:

 Hide Folders

Cancel

This is the default format for Word 2013 documents.

This is a version of the default Word file type that supports macros, which
allow for small tasks to be automated.

Word 97-2003 Document
(.doc)

PDF (.pdf)

Web Page (.htm, .html)

Rich Text (.rtf)

Plain Text (.txt)

Documents in this format can be read by all previous versions of Word, but
lack some advanced features. They are also larger than .docx files and are
more prone to corruption.

A PDF preserves a document as how it would appear when printed and can
be shared electronically to be viewed on many kinds of devices.

This format creates pages that can be uploaded to the web and viewed in a
browser.

This basic format can be opened by nearly any text editor and preserves
basic font formatting.

This simple file type saves only text with no formatting or page layout.
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AutoRecover

Computers don’t always work the way they’re supposed to. Nothing is more frustrating than when a
program, for no apparent reason, decides to take a quick nap, locks up, and stops responding to your
commands—especially if you lose the precious document that you’'re working on!

Fortunately, Word keeps temporary versions of your documents as you work. If it encounters a problem and
stops responding, you can restart Microsoft Word or your computer and try to recover your lost documents.

Recover a Document

Restart Microsoft Word.

If an unsaved document can be

recovered, the Recovered
header will appear.

Click Show Recovered Files.

The Document Recovery pane

appears, listing all recovered
documents that were found.

Document Recovery pane.

The last AutoSaved version of

the document opens.

Click Close.

The Document Recovery pane closes,
and you can get back to work.

Select the document from the

Word

Recovered

Word has recovered files that you might
want to keep.

[ Show Recovered Files 2

Recent

Document
Desktop

New Document
Desktop

Decument
My Documents

Meeting Notes
Desktop

¥ Open Other Documents

?2 - 0O %
Kayla Claypool
kayla@customguide.com y
Switch account

Suggested searches:  Letters Resume Fax Llabels Cards
Calendar  Blank

Search for online templates O

FEATURED PERSONAL

Blank document

> :

Bd S O -
HOME IMSERT DESIGN

Document Recovery

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

Available Files

@ Document [Qriginal]
Version created last time t...

@ \which file do Twant to save? Q

Close

PAGE1 OF1

owORDS [  ENGLISH (UNITED STATES)

Document - Word ?T BH - 0O X

ENCES  MAILINGS ~ REVIEW  VIEW  Kayla Clay.. - ﬂ
ol Calibri (Bady) NI = m
. B I U-a%x x A AaBbCeDe AaBbCeDe AaBbCc | o
aste .. _| FEditing
. ¥ AW A-Aa- AW TMormal | THo Spac.. Headingl |5 .
Clipboard 1 Font [ Paragraph [ Styles [ ~

Board of Directors Meeting
May 6, 2014

New Communications Director
Kerry Oki was named communications director and will coordin:
formal internal and client communications. Kerry has four years
an office manager at Luna Sea, Inc. and has degrees in both mar
communications. Kerry’'s responsibilities will include:

s (Client correspondence

¢ Internal communication

& Pressreleases

¢ Updating the web site
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AutoRecover Settings

You can further protect your work by adjusting the AutoRecover settings. You can change the AutoRecover
save interval so that it saves more frequently than the default setting of every 10 minutes.

Click the File tab.
Select Options.
Click Save.

Make sure the Save
AutoRecover information
check box is checked and
adjust the time interval.

00006

Tip: You can’t specify the
interval if the check box is not
selected.

Click OK.

The AutoRecover settings are updated.

Tip: Even with Word’s document
recovery features, the best way to
ensure that you don’t lose much
information if your computer freezes
up is to save your work frequently.

B HS 0= Document - Word 7 BH - O %
HOME = INSERT  DESIGN  PAGELAYOUT — REFERENCES — MAIINGS — REVIEW  VIEW  KaylaClay. - ﬁ
Calibri (Body) -l - ==L EaE %
I B I U -aex, X' ko = = 1=. AaBbCcDc AaBbCcDe AaBhC( e
AN T A N T 8l TNormal | TNoSpac... Headingl [5] 9"
Clipboard & Font m Paragraph m Styles B ~
Document - Word ? - 0O %
Kayla Claypool = ‘j
Document Properties ~
My Documents Size 11.0k8
P 1
Protect Document ge
Words 145
» Control what types of changes people » ]
Protect can make to this document. Total Editing Time 1 Minute
Document * Title Add a title
Tags Add atag
Comments Add comm...
.’ﬁ Inspect Document
N Before publishing this file, be aware Related Dates
Check for that it contains: Last Modified Today, 9:59...
Issues Document properties and Created
author's name reate Today, 9:59...

Account

Options a2

Kayl...

Headers Last Printed
. Related People
’_hl Versions Author
Ql #7 There are no previous versions of
Manage this file.
Versions -

Last Modified By

Add an author

Not saved yet

Show All Properties

Word Options

General
Display
Procfing
: Save
Languzge
Ease of Access
Advanced
Custemize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how documents are saved.
Save documents

Save files in this forma_t: ‘Word Do:went (*.docx)

SaveAutuRecovarmfarmatmnevery 10 2| minutes

Keep the last AutoRecovered version if | close without saving

AutoRecover file location:
[ Don't show the Backstage when opening or saving files

Show additianal places for saving, even if sign-in may be required.
[ saveto Computer by default
Default local file location: “\psfiHome\Documentsy.

Default personal templates location:

Offline editing options for document management server files

ChUsers\Kayla Claypool\AppData'Roaming\Microsoft\y

Browse...

Browse...

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office

Document Cache.
Learn more

Server drafts location: \ipsf\Home\Documents\SharePoint Drafts),

Preserve fidelity when sharing this document: iz Documentl

[J Embed fonts in the file @&

Cancel
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Navigate a Document

While working on a document, you'll often need to move the text cursor around to change where you're
typing.

Move the Insertion Point

The insertion point is the blinking vertical bar that represents where text will be inserted as you type.

o Click anywhere inside the IHS O - 06-navigate-a-document - Word ? B - O X
d t HOME ~ INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  KaylaClay. ~ ﬁ
ocument. o Calibri (Body) T = &= 3 #

AaBbCcDe . AaBbCeDe AaBhC¢

D B I U-axx x A e
TNormal | TNoSpac.. Headingl |+ Editing

The insertion point moves to where Gpphtl i - “v"in: par| & * = A e . N
you clicked—or, at least, as close as i -
possible. If you click in a margin, or
after the end of the text toward the
bottom of the page, the insertion point

moves to the closest point it can.

Board of Directors Meeting

May 6, 2014

New Communications Dir|

You can also move the insertion point , o ) ) ‘

i . Kerry Oki was named communications director and will coordinate and direct all
around using the keyboard. This formal internal and client communications.
method is described in the table
below.

PAGE1OF1 OWORDS [[2 ENGLISH (UNITED STATES)

Arrows (M €-) Up or down one line; or left or right one character.

Home To the beginning of the current line.

End To the end of the current line.

Page Up Up one screen, while also scrolling the page the same distance.
Page Down Down one screen, while also scrolling the page the same distance.

Ctrl + Arrows (M €-) Up or down one paragraph; or left or right one word.
Ctrl + Home To the beginning of the document.

Ctrl + End To the end of the document.
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Scroll in a Document

When a document gets long enough, it can be tough to navigate through the whole thing with just the
keyboard. You can use the scroll bars on the right and bottom sides of the window to move through the
document quickly.

° Click the arrow buttons at B HEH®S O - 06-navigate-a-document - Word ? H - O %
. HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW  KaylaClay... ~ ‘2
the top, bottom, and sides o X, [Catt Body m e EE = #
= b b C
of the scroll bar to scrollone |, 0 B 7 u-wx x AotboceDc| Aasbccdx AaBbCcr)
i ) S e MW A -mae KN 3 T Normal | TNoSpac.. Headingl [7| Ed®
||ne at a tlme' Clipboard = Font LM Paragraph I Styles 1F] ~

i

L] B g 1 5 6
e Click and drag a scrollbarto |-

move quickly though a
document, releasing it when
yourve reached the page :;:{rgofDirecturs Meeting
you want.

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

» (Client correspondence

* Internal communication

* Pressreleases
» Updating the website

Use the Navigation Pane

If you have a longer document with multiple pages, or you’ve set up your document into sections with
headings, you can use the Navigation Pane to move quickly through sections and pages.

o Click the View tab on the EH®S 0= 06-navigate-a-decument.docx - Word ?E - 0O %

HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES MAILINGS  REVIEW = VIEW  DEVELOPER Kay\ac\au.'ﬁ

ribbon. Eﬂ |:| | Eloutline [ Ruler Q [Er)u B ;:’.Neww.ndow EE D
. R =] Draft, Gridlines el oL Arrange All :
e Select the Navigation Pane e e, 7 nagationpane. | 2" "% & | 5 spie Prrich | Moo
check bOX in the ShOW group. Views Show g Zoom1 2 ‘.’\.‘ir’n:lowJ :1acros s AA
L. Navigation M
The Navigation Pane appears .
Search documer] Pl

on the left side of the screen,
showing headings used in the
document. Clicking one will
jump to that heading.

HEADINGS PAGES RESULTS

Board of Directors Meeting
May 6

New Communications Director

o CIle Pages. Kerry Oki was named communications director and will coordinate a
formal internal and client communications. Kerry has four years of e
h . . an office manager at Luna Sea, Inc. and has degrees in both marketir
The NaVIgatlon Pane now 1 ™ communications. Kerry’s responsibilities will include:
ShOWS every page in the * (Client correspondence
* Internal communication
document, represented by a o Press releases
thumbna”. 7 + Updating the website =
o Click a page in the Navigation = =
Pane.

Word navigates right to the selected
page.
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View Documents

There are several ways to change how a document’s contents are displayed on the screen using the preset
document views. You can also zoom in or out to view more or less of the page at a time and view multiple

documents at once.

Change Document Views

Click the tab.

Select a view.

e Read Mode only shows
necessary toolbars, making
room for enlarged text and
navigational tools. This view
is read-only, so you won’t be
able to make edits.

o Print Layout view displays
your document as it will
appear when printed. It’s
best for working in
documents with advanced
formatting.

o Web Layout view shows
backgrounds, wraps text to
fit inside the window, and
positions graphics just as
they are in a web browser.

e Outline view displays your
document in classic outline
form.

o Draft view works well for
most simple word-processing
tasks, such as typing, editing,
and simple formatting. Does
not display advanced
formatting, such as page
boundaries, headers and
footers, or floating pictures.

Tip: You can quickly access Read Mode,
Print Layout, and Web Layout views
from the View buttons in the status bar.

PAGE 1 OF 1

BH®S 0=
Read  Print  Web
Mode Layout Layout

07-view-dacuments - Word 7 ®m - 0O X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW | KaylaClay. - ‘)
[=] Outline Ruler =2 New Window oy
2l 58 = =3 D
& = Draft Gridlines El g5 B Arrange All
Zoorm 100% Switch ™ Macros
Mavigation Pane G 3 split Windows+ -
Views Show Zoom Window Macros -~

Board of Directors Meeting:
May 6th

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all formal internal
and client communications. Kerry has four years of experience as an office manager at Luna
Sea, Inc. and has degrees in both marketing and communications Kerry's responsibilities will
include:

* Client correspondence

¢ Internal communication

* Pressreleases

® Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage.

New business: Up 34%

Flight delays: Minimal

Customer complaints: 1 -

[2 EMGLISH {UNITED STATES)

129 WORDS
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Zoom

Sometimes it is helpful to make a document appear larger on the computer’s screen, especially if you have a
small monitor or poor eyesight. It can also be helpful to zoom out so that you can see how the whole
document looks.

o Click the or EH® O - 07-view-documents - Word ? H - O %
b tt th t t b HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW Kayla Clay... 'ﬁ

uttons on € status bar. = [=] outline Ruler [E) B | & New Window [T [y} D

o : m
. P [=l Draft Gridlines B waﬁf BE ) B aArange Al sotch | ma
tea tin el oom % witc acros
The page zooms In or out. Mede Layout Layout Navigation Pane B =k Windows~ =

Views Show Zool Window Macros -

Click and drag the zoom slider

Board of Directors Meeting:

to adjust the zoom level.

Using the zoom slider is a more
precise way to adjust the zoom
on your document.

Click one of the options in the
Zoom group on the View tab of
the ribbon to control the zoom
level further.

e Click the Zoom button to
open the Zoom dialog box,
where you can specify a
zoom level.

o Click the 100% button on the
View tab to return your
document to viewing at
100%.

o Click the One Page button to
zoom the document out so
that one entire page is visible
in the window.

o Click the Multiple Pages
button to see multiple full
pages side by side.

e Click the Page Width button
to automatically zoom the
document in so that the page
fills the window side-to-side.

May 6th

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all formal internal and client communications. Kerry has
four years of experience as an office manager at Luna Sea, Inc. and has degrees in both marketing and communications Kerry's
responsibilities will include:

s Client correspondence

& Internal communication

* Pressreleases

* Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage.
New business: Up 34%

Flight delays: Minimal

Customer complaints: 1

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will get to experience the Las Vegas of
yesterday. Accommodations will be in the famous Gold Nugget hotel, located on historic Fremant Street

129 WORDS

2  ENGLISH [UNITED STATES) E

B -——bF+—+ 8%
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Show or Hide Formatting Symbols

Every document is filled with hidden formatting symbols that help control how the text is laid out on the

page. New paragraphs, carriage returns, tabs, spaces, and page breaks can be seen, selected, moved, and

deleted.

Viewing these formatting symbols lets you see where you may have added extra spaces between words, for

example, or whether spaces or tab stops were used to indent text.

Click the Show/Hide 9] icon. i i Body) ]

Past I U -abkex, X° A

. i aste A oy n o pme | wa

The hidden formatting symbols mp;m"r Qr&E-A-mele s

are now Shown These SymbOIS Board-of-Directors-Meeting:+

represent spaces, hew May-6thq

paragraphs page breaks and New-Communications-Director+
’ )]

o Click the Home tab. @HS O-
HOME INSERT DESIGN PAGE LAYOUT

formatting.

¢+ Client-correspondencef]
®— Internal-communicationt]

CI|Ck the ShOW/Hide ﬂ button ¢+ Pressireleasest]

. ¢+ Updating-the-websitef]
again.
Month-in-Review+'
The symbols are hidden once again. Newrbuslness: Up34%-
Flight-delays:-Minimal+
Customer-complaints:+19]

Shortcut: Press Ctrl + * to display or Classic-Las-Vegas Excursions”
hide the formatting symbols.

07-view-documents - Word ? EH -

Paragraph

REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ

ih

Editing

AaBbCcDc AaBbCeDe AaBbCc
TMormal | TNoSpac.. Headingl |+

1l

Styles 5

Kerry'Oki-was'named-communications-director-and-will-coordinate-and-direct-all-formal-internal-and-client:
Other bltS Of teXt and page communications.-Kerry-has-four-years-of-experience-as-an-office-manager-at-Luna-Sea, Inc.-and-has-degrees-in-

both-marketing-and-communications-Kerry's-responsibilities-will-include:

April-turned-out-to-be-a-very-busy-and-productive-month-for-Bon-Voyage.-+

Next-month-Bon-Voyage-will-introduce-our-new-7-day-"Classic-Las-Vegas”-Excursion.-Guests-will-get-to:

experience-the-Las-Vegas-ofyesterday.-Accommodations-will-be-in-the-famous-Gold-Nugget-hotel,-located-on-
129WORDS [ ENGLISH (UNITED STATES)

o X
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View Multiple Documents

Switch Windows

If you have several documents open in Word, you can switch between them while they are all open.

o Click the View tab on the
ribbon.

o Click the Switch Windows
button.

All the documents currently
open are listed, with a check
next to the active one.

o Select another document.

The other document comes to the
front.

08-view-multiple-documents-01 - Word ? BH - 0 x
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2 Notes
Month in Review 2l
April turned out to be a very busy and productive month for Bon Voyage. New business was
up 34 percent from last April. Flight delays were minimal—Bon Voyage received only one
customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests
will get to experience the Las Vegas of yesterday. Accommodations will be in the famous Gold
Nugget hotel, located on history Freemont Street.

Two Nation Vacation

Travelers heading for the Pacific Northwest have the opportunity to sample two nations in a
single visit. Seattle and the Canadian cities of Vancouver and Victoria form a triangle of
destinations that are worth visiting. In a week or less you can visit all three with plenty of time
for sightseeing, dining, entertainment and outdoor recreation. And, the routes that connect
the three are delightful sightseeing trips in themselves.
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View Documents Side by Side

If you need to compare the contents of two documents to each other, you can also view them side by side.

With two documents open at
the same time, click the View
Side by Side button.

The windows are resized so
that they'll both fit on the
screen, and they're arranged
side by side.

While viewing documents side
by side, the Synchronous
Scrolling feature is enabled.
When you scroll one document
up or down, the other
document will scroll at the
same speed. You can turn this
feature off by clicking the
Synchronous Scrolling button.

Click the View Side by Side
button again.

The windows return to normal.

DESIGN PAGE LAYOUT

Bd S O-
HOME IMSERT

Month in Review

April turned out to be a very busy and
productive month for Bon Voyage. New
business was up 34 percent from last
April. Flight delays were minimal—Bon
Voyage received only one customer
complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce
our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience
the Las Vegas of yesterday.
Accommodations will be in the famous
Gold Nugget hotel, located on history
Freemont Street.
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Board of Directors Meeting
May 6th

New Communications Director
Kerry Oki was named communications
director and will coordinate and direct all
formal internal and client
communications. Kerry has four years of
experience as an office manager at Luna
Sea, Inc. and has degrees in both
marketing and communications. Kerry's
responsibilities will include:

¢ (Client correspondence

* Internal communication

* Pressreleases

o Updating the web site
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Split the Window

You can also split a Word document window in two, with two panes each showing part of the same

document.

0 Click the Split Window button
on the View tab.

The window is split into two
panes, one on top and one on
the bottom. Both panes show
the current document but can
be scrolled independently. This
lets you keep an eye on one
part of the document while
typing and editing another.

Tip: Click and drag the border
between the panes to adjust
the size of the panes.

e Click the Remove Split button.

The split is removed, and you’re back
to viewing the document in a single
pane.

Tip: Clicking the New Window button
on the View tab does something
similar, opening a second window of
the current document. This lets you
arrange the two windows however you
want, viewing two different parts of
the document at once.
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Board of Directors Meeting
May 6

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

* Pressreleases
¢ Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
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Board of Directors Meeting
May 6

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

® Pressreleases
» Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
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Print

When you're ready to print a document, and if you have a printer connected to your computer, you can

preview a document and print it.

Print a Document
Click the File tab.
Click Print.

Examine the print preview on
the right side of the screen to
ensure the document appears
correct.

Select the correct printer by
clicking the Printer list arrow
and selecting it from the list.

Adjust the printer settings
using the options below the
printer, described in the
following table.

Set the number of copies in the
Copies text field.

o
@

The document is sent to the printer.

Click Print.

Shortcut: Press Ctrl + P.
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Printer
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Printer Properties

Settings
“Tﬁ Print All Pages .
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Print Range

Print One Sided / Both
Sides

Collate

Orientation
Page Size
Page Margins

Pages Per Sheet

Print the whole document, a certain page range, a single section, or just even
or odd pages.

Print the document one-sided, enable a printer’s two-sided printing function,
or manually flip the pages during printing.

Collating prints multiple copies of the document all the way through (1, 2, 3,
1, 2, 3), while printing uncollated prints multiple copies of each page
together (1,1, 2, 2, 3, 3).

Select Portrait (taller) or Landscape (wider).
Select the size of paper you’re printing on.
Adjust the margins between the edge of the page and the text.

Arrange multiple pages on a single sheet.
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Share a Document

It’s easy to share a document with other people from within Word. For example, you can send a sharing
invitation to co-workers that gives them access to view or edit the file. To easily share your document, make
sure it’s saved to an online location, such as your OneDrive or your organization’s SharePoint server.

Share a Document

Save your document in an
online location, such as
OneDrive or SharePoint.

Click the File tab.
Click Share.

Enter an email address, or
select one from the address
book.

Click the Permissions list
arrow.

Select a permission level for
the document

© @ 59

e (Can edit: Anyone who has
been invited to the
document can make edits.

e Can view: Anyone who has
been invited is only able to
view the document, not
make changes.

(Optional) Include a message.

This message will be included in
the email that’s sent, informing

the recipients that you're

sharing a document with them.

Click Share.

O

Anyone who has been granted access to

the document shows up in the Share

pane, along with their permission level.

Tip: You can always revoke or modify a
person’s sharing permissions by right-

clicking their name in the Share pane.

B H® 0= 10-share-a-document - Word 2 B - 0O X
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ‘i

£ Calibri -z | =il = R ~ #hFind -

L < I B I U ~asx, x A = = 1= A“a:chDc AaBbCeDe  A3BhCo 7 5 Repiace

Y D-W-A-ma- K4 Dewe 8q ormal | TNo Spac... Heading 1 =] e
Clipboard = Font I Paragraph I} Styles [ Editing ~
10-share-a-document - Word ?2 - 0O %

©
Share

Document

OneDrive - CustomGuide

New

Open

S Share

Save As °

‘..a.. Invite People
Save as Adobe

PDF

GO  Geta Sharing Link
Print

Share ‘ IE'

Email

Export

=2
Close Q_,J

Send Adobe PDF for Shared
Review

;*EF Present Online

Account

Options

Post to Blog -

| brisn@customguide.com 3%, [

Kayla Claypool ~ ‘i

Invite People

Type names or e-mail addresses

Can edit =
Can edit

Take a look at this! ) Can view

/| Require user to sign in before accessing
dacument,

[
&
Share

Shared with

Kayla Claypool
Owner

© 2018 CustomGuide, Inc. 33



Share with a Link

You can also create a sharing link to a document, which you can send out any way you want (email, instant

message, etc.) to invite more people.

o Click Get a sharing link.

o Select the type of sharing link
you want to generate.

o Create an edit link: Anyone
with this link can edit the
documents you share.

o Create a view-only link:
Anyone with this link can
see the documents you
share but can’t edit them.

A link is generated, and you can copy
and paste it anywhere to share with
others.

C)

New

Open

Save

Save As
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Print
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Export

Close
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Options
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Get a Sharing Link

Sharing Links are useful for sharing with large
groups of people, or when you don't know the
e-mail addresses of everyone you want to share

with

View Link
https://customguides-my.sharepaint.c

Edit Link

Anyone with an edit link can edit this ..

Shared with
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Qwner

P Brian Pickle
iy Canview

Create Link

Create Link

34




The Quick Access Toolbar

The Quick Access Toolbar holds a few
buttons for commands that you'll use
often, such as save, undo, redo, and
repeat. They’ll always be available, no
matter which ribbon tab you’re on.

F
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Customize the Quick Access Toolbar

If the Quick Access Toolbar doesn’t contain enough of your frequently used commands, you can customize it

by adding or deleting commands.

Click the Customize Quick
Access Toolbar button.

A list appears and displays
some commands you can add.

Select the command you want
to add.

The button is added to the toolbar.

Tip: You can find all the available
commands you can add by selecting
More Commands, which opens the
Word Options dialog box.

Tip: To remove a command, select a
command with a checkmark to
deselect it.

E

-3
Paste
. ~
Clipboard &
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for ShowiEeiow ihelibEoD ications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

+ Client correspondence

¢ Internal communication

* Pressreleases

The Menth in Review
March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
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Help

When you don’t know how to do something in Word, look up your question with Help. Help can answer your
guestions, offer tips, and provide help for all of Word’s features.

The Help Window

You can also open the Help window to browse topics and read the Help files.

Click the Help icon.

Select a topic or click in the
Search button.

A web browser window opens
automatically to the Office
Help site.

Type a help topic in the Search
field at the top and click the
Search button.

Select a help topic.

The topic page opens for you to read.

Shortcut: Press F1 to quickly open the
Help pane.
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table..

"Table of Contents” is under "References”
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Document Properties

Document properties are bits of information that describe and identify a document, such as a title, author

name, and subject.

View and Edit Document Properti

es

The basic document properties are easy to find and update.

Click the File tab.

The Info screen here will show
the basic document properties

in a column on the right.

Tip: The Info screen is the
default when the File tab is
opened. If another screen
appears instead, click Info.

Click a property field.

The property is saved.

Fill in the property field, then
click outside of the field.
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Options
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View Advanced Properties

There are additional advanced property fields that you can fill out beyond the basic fields on the Info screen.

o From the Info screen, click the
Properties button.

e Select Advanced Properties.

The Document Properties
dialog box opens to the
Summary tab, where there are
a few more properties to fill
out.

e Edit the document properties.

Tip: In addition to the fields on
the Summary tab, there are
even more advanced
properties available on the
Custom tab.

o Click OK.

The advanced properties are saved.
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Inspect a Document

If your document has a lot of advanced effects, graphics, tables, or videos, you may run into trouble opening
it in older versions of Word. It may also be difficult for people with disabilities to read. Word can
automatically check your document to find potential compatibility and accessibility problems.

Check Accessibility

The accessibility checker examines your document for anything that would make it difficult for people with
disabilities to read.

Click the File tab.

Click the Check for Issues
button.

Select Check Accessibility.

The Accessibility pane appears
on the right, listing anything in
the document that would
make it less accessible.

Some common problems
include the lack of alternative
text on images or meaningful
hyperlink text, color-coding
without additional context, and
headings that aren’t in a logical
order for a screen reader to
parse.
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Select a result.

Additional information appears
underneath the results, letting
you know why this result is a
problem and how to fix it.

Click the Close button when
you’ve finished looking over
the results and have made the
appropriate changes.
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Check Compatibility

You can also check a document for compatibility problems with previous versions of Word.
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Close and Exit

When you're done working with a file, it's a good idea to close it so you don't bog down your computer with
unused programs.

Close a Document

Each document window must be closed individually. If you only have one file open, you can close it from the
File menu and keep Word running.

o Click the File tab. EHS OG- 15-close-and-exit - Word T E - O %
HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ‘2
i E alibri (8o - .| = o E =
e Click Close. | CB‘hI(Budy?Mx - 149 : = 1. AaBbCeDc  AaBbCcDe AaBDC( - #
P“:" ¥ A- ar/iAvA;v A o _fl »—ﬂ TNormal | THoSpac.. Headingl | Edifing
The file is Closed' but Word is Sti” Clipboard &= Font 7 Paragraph ] Styles & ~
running. You can still browse for a file
to open, create a new document from
15-close-and-exit - Word 7 - 0O %

a template, and access Word’s options. Koyt Claypoct = ff)

Shortcut: If you have multiple Word Info
documents open, clicking the Close Protect Document ropertes
button on the title bar will close each o> | Conolwhattypes f changes people Sie Not soved et
e Pt | conmate o thsdocument -
document individually. Words 0
Total Editing Time 0 Minutes
. = Inspect Document Title .‘:étldam\e
Tip: If you have not saved the @ | g comiomms s e e Tags Add atog
. . eck for titcontaine Comments Add comments
document since making changes, a S| ericsand
dialog box will appear asking if you xpor auther'sname f‘:i:e:f:m
want to save the changes to the e ‘ | versions Create Today, 1000 A..
document. Click Save if you wish to MO; 7 Therearenoprus versons of LastPrinted
save your changes, click Don’t Save if Account Versions~ Related People
Author
you do not want to save your changes, Options Kayl..
and click Cancel if you do not want to _ et on cuthor
Last Modified By Mot saved yet

close the document.

Show All Properties
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Close Word

If you only have one Word document open, closing the document window will also quit Word entirely.

o Click the Close button.

Word quits as the window closes.
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Work with and Edit Text

While Word has plenty of additional features, its main

function is to be a word processor. This means that Objectlves

inserting and editing text is its primary focus. Sellert el Bl T

In this module, you’ll learn the basics of inserting and Cut, Copy, and Paste
editing text. You'll learn how to select text, as well as Undo, Redo, and Repeat

how to cut, copy, and paste text. You’ll also learn how
to check spelling and grammar, view your word count,
find and replace text, and insert symbols and outside Word Count and Thesaurus

text into your documents. Find and Replace Text

Check Spelling and Grammar

Insert Symbols
Insert Text from Another File

Customize AutoCorrect
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Select and Edit Text

The greatest advantage of using a word processor is how easy it is to edit text throughout a document. One
quick and easy way to edit text is by selecting it and then typing over it to replace it.

Select Text

Selecting text is a very important skill in Word. Whenever you want to edit or format text, you first need to
select it. There are multiple ways to select text, letting you select a small amount to entire paragraphs at

once.

Click and drag across the text
you want to select.

You can select any amount of

text with this method, from a

single character to your entire
document.

Here are some other ways to
select text you'll find useful:

Press and hold down the
Shift key, and move the
insertion point either with
your mouse or the arrow
keys to select text.

Double-click a single word to
select it.

Triple-click in a paragraph, or
double-click in the left
margin next to a paragraph,
to select it.

Click in the left margin to
select an entire line, or click
and drag in the left margin to
select multiple lines.

Press Ctrl + A to select
everything in the document.
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Board of Directors Meeting
March 6

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
[ ENGLISH (UNITED STATES)
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Replace Text

Select the text you want to
replace, then start typing the
new text.

m H - 0 = 01-select-and-edit-text - Word ? B -
HOME  INSERT  DESIGN  PAGELAYOUT — REFERENCES  MAILUNGS  REVIEW  VIEW  Kayla Clay..
= X, Calibri (Body) -4 - #
Bn B I U-ssx x A AaBbCeDe AaBbCeDe AaBbCe -
Pott e AW -ma- A TNormal | TNoSpac.. Headingl |+| Editing
Clipboard Font [ Styles [
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Board of Directors Meeting
March 6

[ —ommunications Director

Ker r\’r'Oki was hamed communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New

business was up 34 percent from last April. Flight delays were minimal—Bon
oworps [2
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Cut, Copy, and Paste

You can move or copy text in a Word document by cutting or copying a selection and then pasting the text in
a new location. You can cut, copy, and paste any item—like pictures, shapes, or tables—not just text.

Cutting or copying an item places it in a special area called the Clipboard, which stores data temporarily until
it can be placed somewhere else.

Copy and Paste

Copying text lets you duplicate the selected text so it can be used somewhere else.

The text you copied is duplicated in the

Select the text you want to
copy.

Click the Copy button on the
Home tab.

A copy of the selected text is
placed in the Clipboard.

Shortcut: Press Ctrl + C to
copy.

Click where you want to paste
the text.

Tip: You can copy, cut, and
paste text or other items
within a document, between
documents, or between
programs.

Click the Paste button.

Shortcut: Press Ctrl + V to
paste.

new location.
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Paste ”
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02-cut-copy-and-paste - Word
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Board of Directors Meeting:

April 6
Naw Communications Director

1 Oki was named communications director and will coordinate and direct all
retonal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications.

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Kerry's responsibilities will include: Client correspondence, internal
communication, press releases and, updating the web site.
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Cut and Paste

When you cut text, it is removed from its original location and placed in the Clipboard.

o Select the text you want to cut. |@ H ©- O = 02-at-copy-snd-pase - Word 7@ - o0 x
HOME = IMSERT  DESIGN  PAGELAYOUT  REFERENCES — MAILINGS  REVIEW  VIEW  Kayla Clay.. = lj_
i = | (Bod T ==
e Click the Cut button. DE;; . f( 5 ’? — AaBbCeDc AaBbCeDe AaBbCi [ "
Paste 2 . : A TNormal | T NoSpac.. Headingl |5| Editing
r ¥ A-W.pA-na- A A P 9l |= -
: + X. -
ShortCUt Press Ctrl X aq fd F] Font 1F) Paragraph ) Styles [F] -~
e Click where you want to paste I
the text.
° Click the Paste button. Board of Directors Meeting: April
April 6
. New Communications Director
ShortCUt' SeIeCt the text you want to Kerry Oki was named communications director and will coordinate and direct all
move, then click and drag the selected formal internal and client communications. Kerry has four years of experience as
’ A an office manager at Luna Sea, Inc. and has degrees in both marketing and
text to where you want to place it. communications.
(Pressing Ctrl while moving will copy The Manth in Review
|t ) March turned out to be a very busy and productive month for Bon Voyage. New
‘ business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
Kerry’s responsibilities will include: Client correspondence, internal
communication, press releases and, updating the web site. Al
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Undo, Redo, and Repeat

You don’t need to be afraid of making a mistake in

Word, because you can use the Undo feature to erase

your actions. The undo, redo, and repeat commands are very useful for working with text in a document.

Undo a Single Change

o Click the Undo button. B H S O- 03-undo-redo-and-repeat - Word ? B - 0 %
WIME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ
- . lbri (Eody) BT - e #®
Shortcut: Press Ctrl + Z. Oey 87 u-mw w8 =|1z. || AaBbCD(| AsBbCeDe ABLC( |
Paste ¢ - A-ha- KA K THormal | ThoSpac.. Headingl || Editing
Clipboard 1 Font & Paragraph o Styles & ~

Your last action is undone. For
example, if you had deleted an item
and then decided you wanted to keep
it after all, undo would make it
reappear.
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Board of Directors Meeting
March 6, 2014

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon

[2 ENGLISH (UNITED STATES)

Undo Multiple Changes

Click the Undo list arrow.

Bold

A list of recently-performed ) Gonee

. B

actions appears. To undo =B gl
Clipboard 1=

multiple actions, select the
oldest command you want to
undo. For example, to undo
the last three actions, select
the third action in the list.

Select a change to undo
everything since that point.

The command you select and all
subsequent actions are undone.

Tip: You can undo a nearly-unlimited
number of actions in Word, even after

Ii! Underline Styfe™

03-undo-redo-and-repeat - Word

O
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Board of Directors Meeting
March 6

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

¢ Client correspondence

¢ Internal communication

& Pressreleases

¢ Updating the web site
The Month in Review
March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon

B -——h—+ 9=

saving the document. The undo history
is cleared when the document is closed.
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Redo

Redo is the opposite of undo: it redoes an action you have undone. For example, if you decide that you do,
after all, want to delete an item that you have just brought back with undo, you can redo the action.

The Redo button is only available right after you’ve undone something. When Redo isn’t available, the
button is replaced by the Repeat button.

o Click the Redo button B H® - 03-undo-redo-and-repest - Word ? B - B X
HOME & INSERT  DESIGN  PAGELAYOUT ~ REFERENCES ~ MAIUNGS ~ REVEW  VIEW  Kayla Clay.. - ﬁ
- Call b vody) e - = = - #®
Shortcut: Press Ctrl + . D 8 ru-senx & AaBbCcDi| AaBbCeDc AaBDC( ) -
Paste S Q.. A-Aa- | AN TMNormal | TNoSpac.. Headingl |+ Ed'gﬂg
. . Clipboard Font o Paragraph o Styles [} ~
The last action you undid is redone. -
Tip: Click the Redo button multiple
times to redo multiple actions. Board of Directors Meeting
March 6, 2014
New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:
Client correspondence
Internal communication
Press releases
Updating the web site
The Month in Review
March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon B
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Repeat

Repeat is different from redo; repeat applies the last command to any selected text. For example, rather
than applying bold formatting to multiple instances of text by clicking the Bold button repeatedly, you can
repeat the bold command with the Repeat button or keystroke.

0 C||ck the Repeat button. B HS O - 03-undo-redo-and-repeat - Word ?EH - O X

HOrS INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... ~ ﬁ

e Calle o ody) |14 - - &= = _ #
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Board of Directors Meeting
March 6, 2014

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

Client correspondence

Internal communication

Press releases

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New

business was up 34 percent from last April. Flight delays were minimal—Bon

Voyage received only one customer complaint because of a delay. Al
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Check Spelling and Grammar

Part of editing your documents is making sure that everything is spelled and assembled correctly. Word is a
great help in this regard because it can identify spelling and grammar errors in your documents.

Spelling and Grammar Errors

As you type, Word will automatically check your spelling and grammar. Word’s AutoCorrect feature will fix
small errors and common misspellings, while less-common problems will be highlighted with a colored
underline.

1 1 - = 04-check-spelling-and- - Word ? H - O %
e Potential spelling errorsare @ H < © check-speling-and-rammr - Wor
. . . HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ﬂ
given a wavy underline in ragvile -
alibri (Body) |14 - _ #
d B I U-mx x A AaBbCeDc  AaBbCcDe AaBbCc -
rea. Paste . . ™ | TN S Heading1 |=| Editing
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Clipboard 1= Font LF] Paragraph ] Styles [F] ~

e Potential grammar errors
are given a double-underline
in blue.

Board of Directors Meeeting

New Communication}: Directir

Camille Orne |was named Communications Director and will coordinate and
direct aiftormal internal and client communications. Camille has four years of
know-how as an office manager a| LunaSea, ' nc. and has degrees in both
marketing and communications. Camille’s responsibilities wil | includes:

Client correspondence

Internal communication

Press releases

Updating the website

The Month in Review
March turned out to be a very busy and productive month for Bone Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bone
Voyage received only one customer complaint because of a delay.
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Correct a Spelling or Grammar Error

Once a spelling or grammar error has been highlighted, you could always correct it manually by deleting and
retyping it, or you can see some suggested corrections.

Right-click the error.

The Spelling (or Grammar)
contextual menu appears,
showing some suggestions for
the misspelled word (or
grammatical error), along with
definitions for the suggested
words.

Select the suggestion you want
to use, if it appears.

The misspelled word (or grammatical
error) is automatically updated.
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Ignore a Spelling or Grammar Error

Not all misspellings and grammar mistakes that Word identifies will be actual mistakes. For example, names
will often be marked as misspelled words, even when they’re properly spelled. You can ignore these errors
so that they’ll no longer be underlined and won’t appear in spelling and grammar checks.

Right-click the error.

Depending on whether it’s a
spelling error or grammatical
error, you'll be able to ignore
all instances of the misspelled
word, or this single instance of
a grammatical error.

Select Ignore All (for
misspelled words) or Ignore
Once (for grammatical errors).

The selected word (or grammatical
error) is ignored.
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Add a Word to the Dictionary

If a word gets marked as misspelled, but it’s a correctly spelled word that just isn’t in Word’s dictionary—
such as a person’s name or a company name—you can add it to the dictionary so that it doesn’t get marked

as misspelled in the future.

The word is added to the dictionary.

Right-click the error.

Select Add to Dictionary.
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New Communications Directir,
Camille Orne was named Communif 1s Director and will coordinate and
direct all formal internal and client ct lsmunications. Camille has four years of

know-how as an office manager at Luna$ -l s es in both
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The Month in Review
March turned out to be a very busy and productive month for Bone Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bone
Voyage received only one customer complaint because of a delay.

owORDS [[2  ENGLISH (UNITED STATES) E

PAGE1 OF1

- 80 x

Kayla Clay.. - ff)

-———h—+ %

54




Word Count and Thesaurus

Find the Word Count

The Word Count feature is useful if you have a writing assignment that is limited to a specific number of
words.

The word count is always displayed in the status bar at the bottom of the screen, next to the page number.
If you need to see a more detailed count of words, open the Word Count dialog box.

o Click the Review tab on the BHS O - 05-word-count-and-thesaurus - Word T ®m - 0 %
ribbon HOME ~ IMSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILUNGS = REVEW  VIEW  Kayls Clay. - ﬁ
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the proo'ﬁng group. Proofing Comments Changes Compare A‘
Shortcut: You can also click the Word Count 7 x
word count in the status bar to statstics
. . Pages 3
open the Word Count dialog Board of Directors Mq - ygrq; 544
March 6 Characters [no spaces) 3,273
bOX. Characters (with spaces) 3,875
New Communication Eiar":s“'“h’ zg
H | h Camille Orne was na coordinate and direct
ere you can see not on y the all formal internal and | ettt o ¢
Word count bUt aISO a know-how as an offic _i| 2grees in both
4 . marketing and commtimcauons: carmme s resporsn roes-will include:
character count (both with and Client correspondence
. Internal communication
without spaces), a paragraph Press releases
. Updating th b si
count, and a line count. peating the web site
The Month in Review
e C||Ck Close When yo u're done_ March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon -
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The Word Count dialog box closes.
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Use the Thesaurus

Use Word’s built-in thesaurus to help you find synonyms of a word. For example, you can use the thesaurus

to replace the ho-hum word “good” with one of its synonyms, such as “beneficial,” “capable,” or “excellent.

Select the word you want to
replace.

On the Review tab, click
Thesaurus.

The Thesaurus pane at the
right shows a list of words with
similar meanings to your
selection. If a word has
multiple meanings, each
meaning will have its own list
of synonyms.

Hover over a new word and
click the menu arrow.

Click the Insert button.

o

Your selection is replaced with
the new word.

5

Shortcut: Right-click a word. Select
Synonyms and then select a new word
from the list.

you’re done.

Close the Thesaurus pane when

”

05-word-count-and-thesaurus - Word
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Find and Replace Text

Don’t waste time scanning through your document to find text and replace it with something new. The find
and replace commands can do this for you with just a few clicks of your mouse.

Find Text

You can use the Navigation pane to search for specific words or phrases in a document.

Click Find on the Home tab.

The Navigation pane appears
on the left, displaying the
Results view.

Shortcut: Press Ctrl + F.

Click in the Search document
box in the Navigation pane and
type the text you want to find.

The search runs automatically.
Results are highlighted in the
document, and the Navigation
pane lists all instances of the
word.

Click a search result to jump to
it in the document.

You can use the arrows under
the search box to jump to the
Previous or Next search result.

Click Close when you're
finished.

The Navigation pane closes.
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New Communications Director

Camille Ome was named
communications director and will
coordinate and direct all formal internal

and direct all formal internal and client
communications. Camille has four
years of know-how as

Inc. and has degrees in both marketing
and communications. Camille's

responsibilities will include:

Internal communication
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New Communications Director

Camille Orne was named communications director and will coordinate ¢
all formal internal and client communications. Camille has four years of
know-how as an office manager at Luna Sea, Inc. and has degrees in bot
marketing and communications. Camille’s responsibilities will include:
Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review

March turned out to be a very busy and productive month for Bone Voy
business was up 34 percent from last April. Flight delays were minimal—
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion -
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Advanced Find

To search your documents for more specific items, such as certain capitalization or only whole words, use

Advanced Find.

Click the Find button list arrow.

Select Advanced Find.

The Find and Replace dialog
box opens.

Type the word you're looking
for in the Find box.

By default, the Find and
Replace dialog box only shows
the basics—a search field.
There are more options
available if you expand the
dialog box.

Click the More button.

The advanced options here let
you set some options on how
to conduct the search.

Check the advanced criteria

you want to use.

You can choose to exactly
match the case or only search
for whole words. You can also
use wildcards, or ignore
punctuation and spacing.

Click Find Next.
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Classic Las Vegas Excursion

Next month Bone Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.
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Word navigates to and selects
the next instance that fits the
additional criteria.

Click Close when you’re done.

The Find and Replace dialog box closes.
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Replace Text

If you’ve spelled something incorrectly in multiple places, Word can fix them all with just a few steps.

(5
(6

Click the Replace button on the
Home tab.

The Find and Replace dialog
box opens to the Replace tab.

Type the word you need to
replace in the Find what text
field.

Type the corrected word in the
Replace with text field.

Select a replacement option.

o Replace: Replaces the first
instance of the word. Keep
clicking to fix them one at a
time.

o Replace All: Fixes all
instances of the word at
once.

Once all the instances of the
word have been replaced, a
dialog box will pop up to let
you know it's complete.

Click OK.

Click Close when you’re done.

The Find and Replace dialog box closes.
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Insert Symbols

Your keyboard doesn’t contain all the characters you might want to include in your documents. Word lets
you insert these special symbols and equations separately.

Common symbols that you can insert include copyright (©) and trademark (™) symbols, additional
punctuation marks (?), foreign currency symbols (¥), mathematical symbols (+), and accented characters (3).

Insert a Symbol

Click where you want to insert
the symbol.

Click the Insert tab.
Click Symbol.

This menu shows recently used
symbols. If you need to use a
symbol repeatedly, it will be
found here after you’ve used it
the first time.

Click More Symbols.

The Symbol dialog box opens
to the Symbols tab. This lets
you browse all the characters
contained by the font you're
using. If you're looking for a
common symbol, the Special
Characters tab has a shorter list
that may have what you need.
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New Communications Director

Camille Orne was named communications director and will coordinate and direct
all formal internal and client communications. Camille has four years of
know-how as an office manager at Luna Sea, Inc. 5 degrees in both
marketing and communications. Camille’s responsibintes will include:

Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New

business was up 34 percent from last April. Flight delays were minimal—Bon -
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Click Special Characters.

This list includes common
punctuation characters and the
shortcut keys you can use to
insert them using your
keyboard.

Select a symbol.

o Click Insert.
The symbol is inserted, even
though it may be hard to tell

with the dialog box still open.

Click Close when you’re done.

8

The Symbol dialog box closes.

Tip: Inserting an equation works
similarly. Just click the Equation button
list arrow on the Insert tab and select
an option from the menu.
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ol Insert
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Insert Text from Another File

If you have some text saved in another file that you want to use in your current document, you can insert it

directly without having to open it.

Insert Text from File

Click where you want to insert
the file's text.

Click the Insert tab.

Expand the Text group (if
necessary).

Click the Object button list
arrow.

Select Text from File.

Select a file.

©0 0 00 O

If the Word document you're
inserting has bookmarks set,
you can click the Range button
to select a bookmark range.
Otherwise, the entire
document will be inserted.

Click Insert.

The text from that file is placed in the
document.
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Customize AutoCorrect

AutoCorrect is a feature that automatically corrects commonly misspelled words and replaces certain
symbols and abbreviations with specific text. As you type, instead of being highlighted as misspelled, words
in the AutoCorrect list will automatically be replaced with the correct spelling.

Add New AutoCorrect Entries

You can customize AutoCorrect by adding new words to the list of replacements.

Click the File tab.

Select Options.
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Click the Proofing tab.

Click the AutoCorrect Options
button.

The AutoCorrect options
window opens.

At the top, there are a few
options for fixing capitalization
errors that can be turned on or
off.

At the bottom is the
AutoCorrect word list. When
text from the left column is
typed, it will be automatically
replaced with the text from the
right column.

Enter text in the Replace field.

When you type this text,
AutoCorrect will trigger and
this word will be replaced.

Enter text in the With field.

This text is what will replace
the previous field when
AutoCorrect is triggered.

Click Add.

The AutoCorrect entry is
created.

Tip: You could also delete
entries here by selecting an
entry and clicking Delete. You
can disable AutoCorrect
entirely by clearing the
Replace text as you type check
box.

Click OK to close the
AutoCorrect dialog box.

O
O

The AutoCorrect entry is created, and
will be automatically inserted from now
on.

Click OK to close the Word
Options dialog box.
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Word Optiens
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Display
Procfing
g Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center
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Format Text and Paragraphs

Once you understand the basics of entering text, it’s
time to move on to learning how to format that text in
a way that looks nice and is very functional on the

page.

In this module, you’ll learn how to format text by
changing font, size, color, and other effects. You'll also
learn ways to format paragraphs, including alignment,
indenting, spacing, borders, and shading. This module
also shows how to format text and paragraphs as
different types of lists, how to copy formatting, and
how to find and replace formatting.

Objectives

Format Fonts

Create Lists

Paragraph Alignment
Borders and Shading

Line and Paragraph Spacing
Copy Formatting

Indent Paragraphs

Tab Stops

Find and Replace Formatting
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Format Fonts

One way to change the appearance of text in a document is by changing its font type. A font is a set of
letters, numbers, and punctuation symbols designed around a shared appearance. A font will have
variations for size and styles, such as bold and italics.

Change the Font

Changing a font itself will have the greatest effect on the appearance of text.

Select the text you want to
change.

Click the
Home tab.

list arrow on the

Tip: You can also click the Font
list arrow on the Mini Toolbar
that appears when text is
selected.

Select a new font from the list.

The text is now sent in the selected
font.

When changing fonts, be sure to
choose the right font for the tone of
your document. Don’t use casual script
fonts in a professional document, and
also avoid using too many fonts at once.

Serif Times New Roman,
Garamond, Cambria,
Georgia, Palatino

Sans Serif Arial, Calibri, Helvetica,

Verdana, Trebuchet MS

Brush Script, Zapfino,
Lucida Handwriting

Script

Monospace Courier New, Consolas,

American Typewriter
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Serifs are small details at the ends of some letter strokes,
meant to improve legibility. Suitable for both header and
body text.

Sans serif fonts lack the small details at ends of letter
strokes, leading to a plainer look. Suitable for both header
and body text.

These fonts are meant to mimic handwriting, either
calligraphic or casual. Useful in very specific designs, but
unsuitable for body text and most headers.

All letters and symbols use the exact same amount of space.
Useful when displaying computer code, or when precise
horizontal alignment between lines is important.
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Change the Font Size

Changing the font size helps differentiate between titles, headers, and body text.

0 Select the text.
e Click the Font Size list arrow.

Tip: You can also click the Font
Size list arrow on the Mini
Toolbar.

0 Select a font size.
The font size changes.

Tip: Click the Increase Font Size (») or

Decrease Font Size ( # ) buttons to
increase or decrease by one point at a
time.

Note: Font size is measured in points

(pt) that are 1/72 of an inch. The larger

the number of points, the larger the
font.

Change the Font Color
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Press releases

and has degrees in both marketing and communications. Kerry's
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Client comespondence

Internal communication

Updating the web site
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You may need to change font color to make text stand out, comply with brand standards, or add visual

appeal.

o Select the text you want to
change.

e Click the Font Color list arrow.

Tip: You can also click the Font
Color list arrow on the Mini
Toolbar.

e Select a new color.
If you don’t like any of the available

theme colors, select More Colors to
display the Colors dialog box.
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and direct all formal internal and client communications. Kerry has
four years of experience as an office manager at Luna Seaq, Inc.™
and has degrees in both marketing and communications. Kerry's
responsibilities will include:

Client comespondence

Internal communication

Press releasss

Updating the web site

The Month in Review
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Apply Bold, Italic, or an Underline

In addition to changing font type, size, and color, you can also enhance the text further by using other
features in the Font group like bold, italic, or underline.

o Select the text you want to BHS O- 01-format-fonts - Word T ®m - 0 %
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e To italicize, Ctrl + 1.
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Change the Case

If you want to change the case of a block of text, you don’t need to retype the whole thing. You can easily
change the case of selected text with the Change Case menu.

o With the text selected, click EH o O- O formatfont - Word 7w oo
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e |lowercase
New Communications Director

Kerry Oki was named communications director and will coordinate
[ )
UPPERCASE and direct all formal internal and client communications. Kerry has
four years of experience as an office manager at Luna Sea, Inc.™

e Ca pitalize Each Word and has degrees in both marketing and communications. Kerry's
responsibilities will include:
Client comespondence

e tOGGLE cASE Internal communication

Press releases
Updating the web site

The Month in Review
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Clear Formatting

If you change your mind and want to remove all formatting from text, you can easily clear all formatting at
once.

o With the text selected, click B S O O1-fomatfonts - Word w0
clear AII Formatting HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay.. = ﬁ
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New Communications Director

Kermry Oki was named communications director and will coordinate
and direct all formal internal and client communications. Kerry has
four years of experience as an office manager at luna Seq, Inc.™
and has degrees in both marketing and communications. Kemry's
responsibilities will include:

Client comespondence

Internal communication

Press releases

Updating the web site
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Create Lists

When you have a list of items to include in a document, you can format it as either a bulleted list or a
numbered list. Adding a new item to a list will automatically insert a bullet, or a sequential number, in front

of the item.

Numbered List

A numbered list will automatically number each line of the list in sequence. This is helpful for a list of steps

that must be done in order.

The selected items are turned into a
numbered list.

Select the text you want to use
to make a numbered list.

Click the Numbering button.

You can remove the list formatting by
clicking the Numbering button again.
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e,

Paste
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Clipboard 1=
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

Client correspondence

Internal communication

Press releases

Updating the web site

The Month in Review
April turned out to be a very busy and productive month for Bon Voyage. New
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Bulleted List

Use bulleted lists when the order of items in a list doesn’t matter, such as listing items you need to buy.

o Select the text you wanttouse |®H ©- O - 02-create-lists - Wrd ? @ - D;
. HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = A
to make a bulleted list. oy [ T T — (e
. 0 B I U-mnx A = = AaBbCeDe| AaBbCeDe AaBbCc -
e Click the Bullets button. Pte o n o nonee k@O, b 4 |LENemol | TNoSpec. Heingl || EdtnG
Clipboard & Font [ Paragraph I Styles [+ ~

The selected items are formatted as a
bulleted list.

Like with a numbered list, clicking the
Bullets button again will turn off the
list formatting.
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New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry's responsibilities will include:

1. Client correspondence

2. Internal communication

3. Press releases

4. Updating the web site
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April turned out to be a very busy and productive month for Bon Voyage. New
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Multilevel Lists

Both numbered and bulleted lists can have multiple levels, letting you put together an outline of topics and
subtopics. Any list can be turned into a multilevel list by demoting list items.

Select the list item you want to
demote.

The list item is indented, and
depending on the list style, the bullet
or number may change.

Click the Increase Indent
button.

You can indent a list item multiple
times to create additional levels.

To promote a list item back to a higher

level, just click the Decrease Indent
button.

Change the List Style
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April turned out to be a very busy and productive month for Bon Voyage. New

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’s responsibilities will include:
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While both bulleted and numbered lists have a default style, you can change the bullet style or numbering

style for your lists.

Select the list you want to
change.

You could also select just a
single list item to change only
that list item’s style.

Click the Bullets button list
arrow or the Numbering
button list arrow.

Depending on which style of
list you’re using, you can
choose a new symbol for the
bullets or a different
numbering style, such as
roman numerals.

Select a new list style.

The list style is updated.
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Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
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Custom Numbering

Numbered lists automatically number each list item in order, but you can change it if you need to.

Right-click a list number.

Select Set Numbering Value.

Shortcut: To reset your list
back to “1,” select Restart at 1
from the contextual menu.

Make your adjustments:

e Start new list: This is the
default, and it starts your list

at Ml.ll

Continue from previous list:
Start numbering where the
numbered list prior to it left
off. If you check Advance
value, you can skip
numbers.

Set value to: Allows you to
manually enter a number
other than “1” to start your
list.

o

The list numbering is updated.

Click OK when you’re done.
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Paragraph Alighment

The text in your paragraphs is aligned to the left margin by default, but you can easily align it to the right
margin, center it between the margins, or justify it to spread evenly between the margins on a page.

Align a Paragraph

Click anywhere in a paragraph
you want to align, or select
multiple paragraphs.

|

Paste

Clipboard =

Click an alignment option in
the Paragraph group.

(2
Shortcuts:
o To align left, press Ctrl + L.
e To align right, press Ctrl +R.
e To center, press Ctrl + E.

e To justify, press Ctrl + ).
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New Communications Director
Kerry Oki was named
communications director and will
coordinate and direct all formal
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Board of Directors
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New Communications Director
Kerry Oki was named
communications director and will
coordinate and direct all formal
internal and client communications.
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

1. Client correspondence

2. Internal communication

3. Press releases

4. Updating the web site
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New Communications Director
Kerry Oki was named
communications director and will
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Borders and Shading

Adding borders and shading to paragraphs can make them more attractive, organized, and easy to read.

Add a Border

Borders are lines that you can add to the top, bottom, left, or right of paragraphs. They are especially useful

for emphasizing headings.

Click in the paragraph where
you want to add a border.

If you want to add the same
kind of border to several
paragraphs, select them all at
once.

Click the Borders list arrow.

©
3

The border is applied to the selected
sides of the paragraph.

Select a border type.

To remove a border, select the No
Border option in the Borders menu.
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Add Shading
Change the background color of a paragraph by adding shading.

o Select the paragraph or @H S 0= 04-borders-and-shading - Word 7 ® - 0O x
paragraphs you want to add HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVEW VW  KaylaClay. - fI
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o Click the Shading list arrow. Clipboard = Fort o | Theme Colors =s = -

H EEEEEEHR
e Select a shading color.
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Standard Colors

The color is applied behind the text. - w = m m mletNE

No Color

e Nl More Colors...
If the color you want to use does not New|Communicatiol ™
. . Kerry Oki was named communications director and will coordinate and direct all
appear in the IISt, Select More c0|0r5 formal internal and client communications. Kerry has four years of experience as

an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry's responsibilities will include:

1. Client correspondence

2. Internal communication

3. Press releases

4. Updating the web site
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Additional Border and Shading Options

If the options available on the ribbon don't have what you're looking for, open the Borders and Shading
dialog box to see more options.

o Click the Borders list arrow. EHS O - 04-borders-and-shading - Word 2 ® - 0O x
HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... ~ ‘i
i = alibri (Bo - -
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0 Use the options in the dialog T TopBorcer -
box to adjust the border and Left Border
R Right Border
shading: 51 Mo Sorder
. Boi FH AllBorders g
To apply a border: Click the Bl Outside Borders

Borders tab and select your
border style, color, and width.
Then, click the side(s) of the
paragraph in the Preview
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To apply shading: Click the
Shading tab. Click the Fill list
arrow and select the color you
want to use. You can also click

the Style I|St arrow in the B HdH®-0- 04-borders-and-shading - Word ? EH - O X
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Click OK when you’re done.
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Style:

Preview

The border and shading settings are
applied.

Tip: You can also add a border or
shading to just some of the text rather
than an entire paragraph. Select the
text and open the Borders and Shading
dialog box. Click the Apply to list arrow,
and select Text. Then, specify the
border and shading options you want
to use.

Click on diagram below or
use buttons to apply borders

Width:
Custom Yept

Automatic ~

Apply to:

Paragraph

Options...

Cancel
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Line and Paragraph Spacing

You can change the amount of space between your lines and paragraphs to give documents structure and

improve readability.

Change Line Spacing

o Select the paragraph or
paragraphs you want to adjust.

e Click the Line and Paragraph
Spacing button.

A list of line spacing options
appears. The options here
range from 1.0, which adds no
extra space between lines, to
3.0, where the spacing for each
line is triple that of a single-
spaced line.

e Select a spacing option.

The spacing between the selected lines
is changed.

Tip: For more spacing options, select
Line Spacing Options to open the
Paragraph group dialog box.

B E S - 05-line-and-paragraph-spacing - Word 2 H - O %
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW KayIaCIayH.v‘i

s Calibri (Body) T No- & #
0 B I U-mx x A = AaBbCcDc AaBbCeDe AaBbCc |
Editing

ifi

="
Paste 8 =
. L A - Aa- IR ) VT ... Headingl |5

Clipboard = Font N Paragrapht 115 & ~

Board of D Line Spacing Options...

Add Space Before Paragraph

RS

Add Space After Paragraph

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

1. Client correspondence

2. Internal communication

3. Pressreleases

4. Updating the web site
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Change Paragraph Spacing

If you want to add space above or below the paragraph, adjust the paragraph spacing.

Click the Paragraph dialog box
launcher.

Adjust the settings in the

05-line-and-paragraph-spacing - Word

Spacing group.

o Before: Adds space above
the paragraph.

e After: Adds space below the
paragraph.

Click OK.

Additional space will be added before
or after the selected paragraph.

Note: You can quickly add or remove
12 pts of spacing before or after the
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all

formal internal and client communications. Kerry has four years of experience as

an office manager at Luna Sea, Inc.™ and has degrees in both marketing and

communications. Kerry’s responsibilities will include:

. Client correspondence
. Internal communication
. Press releases
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. Updating the web site
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selected paragraph by clicking the Line
and Paragraph Spacing button on the
Home tab, then selecting Add/Remove
Space Before Paragraph or
Add/Remove Space After Paragraph.
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Copy Formatting

Once you get some text formatted just right, save yourself time applying the formats elsewhere by copying
the formatting to other parts of the document. The format painter copies the character formatting (like
bolding, font color, or italics) and paragraph formatting (like line spacing or indentation) of the selected text

so that you can quickly apply it somewhere else.

Copy Text Formatting

o Select the formatted text you
want to copy.

Tip: To copy paragraph
formatting (such as line or
paragraph spacing) as well as
text formatting, select the
entire paragraph you want to

copy.

e Click the

button on the Home tab.

The cursor changes to a
paintbrush, indicating that the
format painter is ready.

o Select the text you want to

apply the copied formatting to.

To apply copied formatting to multiple
areas, keep the format painter turned
on by double-clicking the Format
Painter button, and then select each
area you want to apply the formatting
to. Click the Format Painter button
again or press Esc to turn the Format
Painter off when you’re done.
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and

communications. Kerry’s responsibilities will include:
1. Client correspondence
2. Internal communication

3. Press releases
4. Updating the web site

The Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
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Indent Paragraphs

Indenting adds blank space between the page margin and the paragraph text. Long quotations, lists, and
bibliographies are a few examples of paragraphs that are often indented.

Increase or Decrease Indent Using the Ribbon

The most common type of indent is a left indent, where text is indented in half-inch increments from the left
margin. You can quickly add or remove this type of indent from the Home tab.

o Click anywhere in the B d S O - 07-indent-paragraphs - Word ?2 B - 0 X
paragra ph you wa nt to indent HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ‘i
' == m
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ol Calibri (Body) |14 -
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e Click the Increase Indent e

R TNormal | TNo Spac.. Headingl |5| Eding

button on the Home tab. Clipboard = Font [ Paragraph Ta Styles [ ~

The paragraph is indented 0.5” from

the left margin. ) _
Board of Directors Meeting
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc.™ and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

. Client correspondence

. Internal communication

. Press releases
. Updating the web site
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Custom Indentation Options

You can easily set a custom indent, specifying the exact amount of space between the text and margins on
both the left and right sides.

0 Click the Paragraph dialogbox [® H - © - O dentcparaarph - Word Tmen X
| h HOME ~ INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  Kayla Clayw. - ﬁ
auncner. a.D Calibri (Body) -l -] =izt EEaE AaBb &
B I U-mx x A = = 1=. AaBbCcDc  AaBbCcDe aBbCt . -
e Adjust the indentation settings. | "= « ﬁ.ay.A.:a.x P s THormal | TNoSpac.. Headingl || E4¥ng
Clipboard T Font [ Paragraph [ Styles 1 ~

You can adjust the indentation
on both the left and right sides
of the paragraph.

Click OK when you’re done to
close the dialog box.

Tip: Click and drag the Left Indent
marker or the Right Indent marker on
the Ruler to adjust where the text will
start and end on a line.
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communications. Kerry's responsibilities will include:
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. Press releases
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First Line and Hanging Indents

Besides the left and right indents, two special indents can be used in your paragraphs: hanging and first line

indents. A first line indentation lets you indent the first line of a paragraph independently of the other lines.

In hanging indentation, the first line of the paragraph remains against the left margin while the other lines in
the paragraph are indented. Hanging indentations are often used in bibliographies or lists.

o Click the Paragraph dlalog box EH 9 0= O7indent-peragrephs - Word .
| h HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  KaylaClay.. - )
auncher. o Calibri (Body) vl L =L E L h &
. o 0 BIU-smxx A . | AaBbCCDC AaBbccDe AaBbCe| | -
e Click the Special list arrow. U W T Normal | 1NoSpac.. Heading1 5| *in9
. Clipboard 1 Font I Paragraph A Styles [ ~
9 Select an option: -
e First line: Indents the first
line Of a paragraph Board of Directors Meeting
independently of the other May 6
I|nes. New Communications Director

[Kerry Oki was named communications director and will coordinate and

e Hanging: The first line of a
paragraph will remain

direct all formal internal and client communications. Kerry has four years
of experience as an office manager at Luna Sea, Inc.™ and has degrees in

againSt the IEft ma rgin, both marketing and communications. Kerry’s responsibilities will include:
while the other lines in the
paragraph are indented.

. Client correspondence
. Internal communication
. Press releases

. Updating the web site

BowoN

o Enter the indent amount or
use the arrows to increase or
decrease the indent.
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C||Ck OK When you,re done, EBHEHS 0= 07-indent-paragraphs - Word ? H - O %
HOME  INSERT| Paragraph ? X N VIEW  KaylaClay.. - ‘2
. . o Calibri (Body) Indents and Spacing  Line and Page Breaks haBbhC i
The selected paragraph will be set with | - BT U -sme| oo 433 L g
L TN A-W.p - eading1 || O
the special indent. i a A pigument: et c
ipboard Font Qutline level: | Body Text ~ Collapsed by default i ~
el ¥ P ¥ o
Tip: Click and drag the First Line Indent Indentation
. . Left: 025 = Special: By:
marker on the ruler to adjust the first P~ T — .
line indent or drag the Hanging Indent O tror indents o
marker to adjust that indent. Spacing
New Con  Before: ept |5 Line spacing: at
KEI’WC After: &pt = 1.5 lines ~ = nd
[] Don't add spage between paragraphs of the same style
direct & ears
of expg  Preview esin
hoth m luce:
1. Cliel
2. Inte
3. Pre: 4
4. Up Tabs... Set As Default Cancel
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Tab Stops

By using tab stops in your document, you can create uniformly spaced text. And, unlike if you were to just
enter a bunch of spaces to separate text, tabs ensure your text remains properly aligned. Each time you
press the Tab key, the cursor moves to the next tab stop. By default, Word has left tab stops set at every
half-inch, but you can create your own tab stops in a specific position or change the location of the existing

tab stops.

Enable Formatting Marks and the Ruler

Before you start adjusting tab stops, make sure to turn on both formatting marks and the ruler. The
formatting marks make it easy to see what's going on in your document, especially when it comes to tabs.
The ruler is necessary to easily add, move, and remove tab stops.

o Click the Show/Hide 9] button
on the Home tab.

Each space is represented by a
dot (-), each pilcrow () is a
new paragraph, and each
arrow (—) is a tab.

e Click the View tab.
e Check the Ruler check box in
the Show group.

The ruler appears above and to the left
of the page.

B H® O- 08-tab-staps - Word .
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVEW  VIEW  KaylaClay.. - Jf)

1

o Calibri (Body) -4 -] iz Noe & #

| B I U-mnx A = 1= AaBbCcDe AaBbCeDe AaBbCe -
R s 1 T Normal | 71No Spac.. Heading1 || Editing
Clipboard & Font [ Paragraph I Styles IF1 ~

?T EHE - O X

The-Month-in-ReviewT]

busirtes$'was-up-34-percent-from-last-April.-Flight-delays-were-mipimal —Bon-
Voyage-received-only-one-customer-complaint-because-of-a-delay.q

1

Agent:Office-Sales

lona-Ford -+ Paris+10,5009
Kerry-Oki - Minneapolis22,4709
Pepe-Roni—+ Torreon - 3,500
Robin-Banks:Minneapolis-23,5009
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Maich-tulned-out-to-be-a-very-busy-and-productive-month-for-Bon-Voyage.-New-

BH® 0= 08-tab-stops - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFEREMCES  MAIINGS  REVIEW | VEW

Eﬂ |:| =g | Ruler Q I:‘:) B & New Window EE'

|
S = Draft Gridlines Bl OE 5 Arrange Al

T EH - O X
Kayla Clay... = ﬁ
=

Read Print  Web . Zoom 100% Switch™ Macros
Mode Layout Layout Navigation Pane B split Windows ~ -
Views Show Zoom Window Macros ~
1 -
The-Month-in-Review

March-turned-out-to-be-a-very-busy-and-productive-month-for-Bon-Voyage.-New-
business-was-up-34-percent-from-last-April.-Flight-delays-were-minimal—Bon-
Voyage-received-only-one-customer-complaint-because-of-a-delay. 9

1

Agent:Office-Sales

lona-Ford —+ Paris+10,500

Kerry-Oki + Minneapolis-22,4701

Pepe-Roni—+ Torreon —+ 3,500

Robin-Banks:Minneapolis23,5009
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Set a Tab Stop Using the Ruler

Select the text you want to
align.

Select the type of tab stop you
want to use.

The tab icon at the upper-left
shows the type of tab that's
active. If you want something
else, click the icon to cycle
through the available options.

Click on the ruler where you
want to place the tab stop.

The tab stop is added and everything
after the tab is aligned to it.

EHS O-
HOME

Read = Print

Mode Layout Layout

Views
2 e e
1
bl The:Month:-in: wi

08-tab-stops - Word ? H - O %
INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW = VIEW | KaylaClay.. ~ ﬁ
= = i e
=L Outline Ruler Q [E) EH =BNewWindow [11 EE Eﬁ
Eloraft [ Gridlines M g B AmangeAl  [E]
Web Zoom 100% Switch  Macros
[ Mavigation Pane B split Windows ~
Show Zoom ‘Window Macros -~
F) 4 5 3 & [=]

March-turned-out-to-be-a-very-busy-and-productive-month-for-Bon-Voyage.-New-
business-was-up-34-percent-from-last-April.-Flight-delays-were-minimal—Bon-
Voyage-received-only-one-customer-complaint-because-of-a-delay.q

1

Agent:Office-Sales

lona-Ford -+ Paris+10,5009]

Kerry-Oki - Minneapolis22,4709

Pepe-Roni—+ Torreon — 3,5009

Robin-Banks:Minneapolis23,5009
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Types of Tab Stops

- | =L |
3.14 314 ‘3.14
Right‘é Decimalé Bar

Aligns the left
side of text with
the tab stop.

L ol
3.14 3.14
éLeft Ce éter

under the tab
stop.

Aligns the text so
that it’s centered

Aligns the right
side of text with
the tab stop.

A vertical line
character is

Aligns text and

numbers by

decimal point.
bar tab.

inserted at the
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Set a Custom Tab Stop

If you want to create an additional tab at an exact location, you can use a custom tab stop.

c Click the Home tab. WHS O - 08-tab-stops - Word T ® - o0 x
HOME = IMSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  Kayla Clay.. = ‘2
i i o i (8o - - =
a Click the Paragraph dlalog box 0 lftaudy?# ~ 149 E AaBbCeDe AaBbCeDe AaBbCi [ #
launcher. Pate ¢ A - "’/_vAvAa- Nox B 8L g T Marmal | 1NoSpac... Heading1 || Edting
Clipboard & Font [ Paragraph 7 Styles [ ~
e Click Tabs. T s g ; : ; : : — -
1
o Type a tab stop position. 7 The:Month-in-Review]
March-turned-out-to-be-a-very-busy-and-productive-month-for-Bon-Voyage.-New-
Select the type Of tab Stop you business-was-up-34-percent-from-last-April.-Flight-delays-were-minimal—Bon-
tt . th Al t Voyage-received-only-one-customer-complaint-because-of-a-delay.1
want to use In e Ignmen b q
Section Agent:Office-Sales
’ lona-Ford -+ Paris+10,5001]
You can set a tab leader here, ° Kerry-Oki + Minneapolis22,4709
which is a series of dots, eetisni-o Tanenm < &850
dashes, or Iine that eXtendS R Robin-Banks:Minneapolis23,5009

across the empty space added
by a tab. These are very helpful
when you need to line up
information across multiple
lines, like in a directory or table
of contents.
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B H® O- 08-tab-stops - Word ? H - O %X
. Paragraph ? X ayla Clay... - fii3
0 Click OK. h HOME | INSERT arae VIEW  Kayla Clay... - Jf]
"D Calibri (Body) Indents and Spacing  Line and Page Breaks BbC i)
The tab stop is added. Youcan | rae _ ;%0 A“* X e sng1 || Edting
M Aligr] -
repeat the process to add Ciipboard Font | ) Tox 5 -
L I g ~. | Iab stop pasition: Default tab stops: 3 & 7 -
more tab stops. 9 iy o5 2
+ The-Mon :F::t ¥ Tab staps to be dleared: |
The tab stops you set are added to the March-turr  gign + peNew:
business-w| o -Bon-
selected paragraph. Voyagered  [ignment
i 1 spacin| () Left O Center @iRignt} =
Agent0ffia Befo () Decimal () Bar
Tip: Click the Clear button in the Tabs JonaFord  after Leader :
. . o ©1Nene IR G353
dialog box to remove a single tab stop 2 Kerry-Oki Os__
or click the Clear All button to remove PepeRoni:  Previc = el Moo
all tab stops. e, ol
o ‘ Tabs... Set As Default Cancel =
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Move or Remove a Tab Stop

You can adjust a tab stop directly from the ruler, moving it to a new position or removing it entirely.

Click and drag a tab stop along
the ruler to reposition it.

As you drag a tab stop to a new
position on the ruler, the text
affected by that tab stop will
move with it.

Click and drag a tab stop off
the ruler to remove it.

Removing a tab stop will shift the text
over to the next tab stop. If another
tab stop isn’t set, the text will instead
use the default half-inch tab spacing.

B d® 0= 08-tab-stops - Word ?2 B - [ X
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVEW  VIEW  KaylsClay.. - Jf)
- Calibri (Body) -lu - == #
| P TR——— AaBbCcDr AsBbCeDe AaBbC(
Paste o p. . A-na- KA TNormal | T NoSpac.. Headingl || Editing
Clipboard & Font [ Paragraph I Styles IF1 ~
L B g 1 L 2 3 4 3 N 7 -
1
M The-Month-in-Review }
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B I U-ax x & AaBbCcDe AaBbCeDe AaBbCe gl
. —| Editing
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1
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Find and Replace Formatting

If you have a lot of text throughout a document with the same formatting and it all needs to be updated,
save yourself some time by using the find and replace formatting feature.

Find and Replace Text Formatting
o Click the Replace button onthe @ H ©- O - e andrepace fermating - erd PEom

HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAINGS  REVIEW  VIEW  KaylaClay.. - m
Home tab. - i
¥ Calibri (Body) N TR i EIE i Find -
. By B I U-mex x A = = = AaBbCcDe AaBbCeDe  AaBbh@ms 2 Replace
o Click More to expand the Pajta € A-W-p-ma- K4 De 8l o TNarmal | TNoSpac.. Headin§ ST [ ¢ .
1 Clipboard 1= Editing -~
dla Iog bOX' Find and Replace T X -
Find Replace  GoTo
Find what: ~
21 Replace with: ~
More >> Replace Replace All Find MNext Cancel

communications. Kerry's responsibilities will include:

1. Client correspondence
2. Internal communication
3. Pressreleases

4, Updating the web site

The Month in Review
April turned out to be a very busy and productive month for Bon Voyage. New

0 ne AA 0 24 ne =
PAGE1OF1 OWORDS [[2 ENGLISH (UNITED STATES)

88



® 000

Click the Format button.

A list of different formatting
types appears. You can search
by font, paragraph, tab,
language, frame, style, or
highlight formatting.

Select the type of formatting
you want to replace.

A dialog box opens, showing all
the formatting options
available to search for in that
category.

For example, the Find Font
dialog box is basically a copy of
the Font Formatting dialog box,
with all the same formatting
options available.

Specify the formatting you
want to replace and click OK.

You can repeat these steps to
find additional types of
formatting. For instance, you
can search for text with both
specific font formatting and
paragraph formatting at once.

Once you've specified all the
formatting you want to find,
repeat these steps for the

formatting to replace it with.

Click in the Replace With field.
Click the Format button again.

Select the type of formatting
you want to replace.

Specify the formatting options
you want to apply and click OK.

B H S 0= 09-find-and-replace-formatting - Word ?2 m -
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW  KaylaClay..
8= Y Calibri| Find and Replace ? ® Find -
Em B I Bac Replace
Paste ) Find = Replace GoTo ac ep
- (A [} Select -
Clipboard & Find what: sl Editing
Replace with: ~
: Replace Replace All Cancel
| Ssearch Options
K searcn: |an v
f Font.. [ Match prefix
- [ match suffix
Paragraph...
a
Tabs... [ 1gnore punctuation characters
9 Language... ol [ 1gnore white-space characters
Frame..
Style..
R Highlight
| Fomat- | | spedal~ No Formatting
The N _liew
April turned out to be a very busy and productive month for Bon Voyage. New
#] A p 4 nercen om 15 Anri ioht dala ini O
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Find Font ? x
= M Calibri| Findan T x Find ~
pate Ey B I fing | FeDY | Advanced 4 Fac Replace
TN A~ = L [: Select~
Find
Clipboard = 1ndw) Eont: Font style: Size: e Editing
Bold Italic
+Headings A | [Requiar A |8 ~
Replac Agency FB ltalic 9 ~
Algerian Bold 10
Arial 1
Arial Black v | [NotBold ¥ | [12 hd
; IZ Font color: Underline style: Underline color: Cancel
~ search No Color ~ v No Color ™
K seard |ertects
f e | @] strikethrough [®] small caps
[JFi| | @ Double strikethrough [®] All caps
a8 [dui | @ superscipt [m] Hidden
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I AaBbCeYvZz
Replag|
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-
= y
The Md [ ok ] cane
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@ Select a rep|acement option. B HS O - 09-find-and-replace-formatting - Word 2 B - O x

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW  Kayla Clay... ~ ‘2

¢ Replace: Replace just the - §<> Calibi| Find and Replace 7% e -
. . . B B I 5 Bic Replace
first item found. Continue e i seect-
. . Find what: -
clicking Replace to keep Cupbozre Fonts Said ran
replacing instances of —— . -
formatting. Font: Bold, talic
g [ " Replace Replace All Find Next Cancel
o Replace All: Replace all ' Searcn options
. L earch; v
instances at once. searcre. A1 o
f [ Match case " P~ - refix
[ Find whale wo| Microsoft Wor uffix
o Find Next: Skip to the next 4 [ usewidearss
. . d [ sounds like (En o All done. We made & replacements, punctuation characters
item fOU nd WIthOUt [ Find all word f lwhite-space characters
replacing the currently o]
selected one. Replace

Format - Spedial - No Formatting™

Once you have either replaced o T RETEw

or skipped all the instances of Aprilturned out to be 2 very busy and productive month for Bon Voyage. New
the formatting you searched PAGE1071 owoRps [ ENGUSHUNTEDSATES '
for, Word will show a dialog

box, informing you that the

search is complete.

m Click OK.

@ Click the Close button.

vere min —Ran
El e -——&+——+ 0%

The Find and Replace dialog box closes.
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Format the Page

Once you've filled a page with text, it’s time to step
back and think about how that text appears on the
page. When you format a page, you change how much
of the page is covered in text as well as how that text
flows through the page.

In this module, you’ll learn how to adjust a page’s
margins, size, and orientation. You’ll also learn how to
add content to the header and footer of a page,
including page numbers. Finally, you'll learn how to
break text into columns, how to manually break
between pages, and format what, if anything, appears
on the page’s background.

Objectives

Adjust Margins

Page Size and Orientation
Headers and Footers
Page Numbers

Columns

Page Breaks

Page Background Elements

© 2018 CustomGuide, Inc.
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Adjust Margins

A margin is the empty space between a document’s contents and the edges of the page. Word’s default
margins are 1 inch on each side of the page, but you can change the margins to accommodate the needs of

your document.

Choose a Margin Size

Word includes several built-in margin settings that you can choose from.

Click the Page Layout tab.

Word adjusts the size of the margins
and automatically redistributes your
content to fit.

Click the Margins button.

Select a new margin setting.

EHdS O-
E f‘Dﬂ'ientation' ’#Eraaks'

e #[Line Numbers -

HOME INSERT DESIGH

- == Columns~  b& Hyphenation -

Last Custom Setting -
Top: 0.5 Bottom: 0.5"
Lef: 0.5 Right: 0.5"

Normal
Top: 1
Lef: 1" Right: 1"

Bottom: 1"

Narrow
Bottom: 0.5"

Top: 05
Left 0.5 Right: 0.5"
D Moderate

Top 1 Bottorn: 1"
Left 075" Right 0.75"

Wide
Top: 1" Bottorn:1"
Left: 2" Right: 2"

Mirrored
Top: 1"
Inside: 1.25"

Bottom: 1"
Outside:1"

Custom Margins...

145worDs [

PAGE1 OF1

01-adjust-margins - Word

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
Indent, Spacing Bring Forward
=0 =T : Send Backward
_ - —{ Position Wrap o .
=£/0" - Text - Ol Selection Pane

Paragraph LF] Arrange
ing

irector

mrmunications director and will coordinate and direct all
it communications. Kerry has four years of experience as
1a Sea, Inc. and has degrees in both marketing and

s responsibilities will include:

E - 0 %
Kayla Clay... = ‘i
15 Align~

Group

Rotate
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Set Custom Margins

If the common margin settings don't meet your needs, you can create custom ones.

o Click the Margins button on @ o Otadjustmargin: - Word .
HOME IMSERT DESIGN PAGE age Setu ? F
the Layout tab. . Pege setep © o<
DOnantatlnn' ¥= Breaks - Tndent varains | paper | Laport
. i[lLine Numbers+ 3= |0"
e Select Custom Margins. = CBlumns~  bF Hyphenation- | =2 o~ | | O™
Last Custom Setting - L3 z o [ v = -~
i i i i Top: 05 Bottomn: 0.5" = s T 5 Right: 1 % "y
e AdJUSt your margin Settlngs n @ Lef 0.5 Right:  0.5" Gutter: o z Gutter position: Left ~
the dIaIOg bOX. Normal Orientation
@ Top: 17 Bottormn:1"
. Left: 1" Right: 1"
° Click OK. o
Narrow Portrait Landscape
: . - [l zs s
Tip: Another way to adjust margins is Mutiple pages: | Normal >
. . . Moderate
to click and drag the Left Margin, Right D Top 3 Bowomt” | |wunicd
Left 075" Right: 0.75" Preview
Margin, Top Margin, or Bottom ras na
Margin line on the Ruler @ Too v ommy | |7
: Lef: 2" Right 2" itions
anagg
. . . ermred‘ ) zting 4
Tip: If you intend to bind a document T fer, bty Bfoml o
and require extra space for the P “spon| AoPter [Wnotedocmen 2
bindings, use the Gutter setting on the " Internal commur] | Setés petaut == Il

PAGE1OF1 145 WORDS

Margins tab in the Page Setup dialog
box.
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Page Size and Orientation

The page size and orientation are two of the most noticeable page layout properties of a document.

Change Page Size

Word can lay out the page for any paper size that your computer’s printer supports. This means that you can
use Word not only to print letters, but also legal documents, postcards, tickets, flyers, and any other
documents that use a non-standard paper size.

o Click the Page Layout tab. B H S O - 02-paper-size-and-orientation - Word 7 EH - 0O X
}f‘!E IMSERT DESIGN PAGE LAYOUT _iNCES MAILINGS REVIEW VIEW Kayla Clay... = ‘i
e Click the Size button. E PD\ rientation ~ ’#Eraaks' Indent Spacing Bring Forward [Z Align~
1 Size - #[YLine Numbers~ 3= 0" z Send Backward Group
. . Margins| = —{ Position Wrap . .
A list of common page sizes i TE et - Text- Bl Seecton Pane  “k etate
8.5"x 11 Paragraph ] Arrange ~
appears. = -
PP 10 e
i Statemen A
e Select the size you want to use. e 1 1
; . T | I =il
. O =% T e
The document preview on the screen ;; 1
adjusts to use the selected paper size. -
|:| A4
8.27" x11.69"
Tip: If the size you want to use doesn’t o~
. . 583" k827"
appear in the list, select More Paper ba 0
Sizes. The Paper tab of the Page Setup foazaes
. B5 UIS)
dialog box appears, where you can 74751012
enter a custom paper size. [] b B
More Paper Sizes...
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Change Page Orientation

Every document uses one of two different types of page orientations: Portrait and Landscape.

o From the Layout tab’ click [ I = 02-paper-size-and-orientation - Word 2 ® - B0 x

. . HOME FRT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW  Kayla Clay.. - ﬂ
Orientation. —— : 5
@ [P Orientation = = Breaks - Tndent Spacing Bring Forward [T Align-
. . Vo D Line Numbers - i lope - oot Send Backward Group
. argins| Portrait = ‘gsition  Wrap
€)  Selectapage orientation: : st | ovemsion | S0 iR 3] " W% G cunchanbane 2ot
D o [ Paragraph [ Arrange -~
. . andscape =
o Portrait: The paper is taller

than it is wide—like a S —
portrait painting. This is the
default orientation setting.

o Landscape: The paper is
wider than it is tall—like a
landscape painting.
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Board of Directors Meeting
May 6

New Communications
Kerry Oki was named communications director and will coordinate and direct all Board of Directors Meeting
forma internal and client Kerry has four years of experience May 6
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilties vl include:

« Client correspondence

New Communications
Kerry Oki was named communications director and will coordinate and direct allformal internal and client

« Internal communication v of expe an office manager at Luna Sea, Inc. and has degrees in
o Press releases both marks ications. Kerry's ibilities will include:
« Updating the website o Client correspondence

« Internal communication
o Press releases
* Updating the website

Month in Review
Aprilturned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon

Voyage received only one customer complaint because of a delay. Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New business was up 34 percent from
Classic Las Vegas Excursion last April. Elight delays were minimal—Bon Vioyage received only one customer complaint because of a delay.
Next month Bon Voyage willintroduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic.
Freemont Street.

Classic Las Viegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will get to experience.
the Las Vegas of yesterday. Accommadations will be in the famous Gold Nugget hotel, located on historic
Freemont Street.
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Headers and Footers

Documents with several pages often have information—such as the page number, the document’s title, or
the date—located at the top or bottom of every page. Text that appears at the top of every page in a
document is called a header, while text appearing at the bottom of every page is called a footer.

Use a Header or Footer

o Click the Insert tab. E E (j- (_'j = 03-headers-and-footers - Word ?T EH - O %X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINS S REVIEW VIEW Kayla Clay... ~ ﬂ
o Click the Header or Footer L=y~ @ B s el 1 Dk 4. 9
Pages Table Pictures' Sufine Shapes Apps | Grline | Li_BuEin =
bUtton' ? T Eﬂ e Pithres - vp -1 Fip ?lid‘en Blank
. . . Tables Illustrations Media
A list of built-in header or e

footer designs appears. Each

option will include one or more
placeholders for information Board of Directors Mesting e
such as document title, date, Mav 6

Blank (Three Columns)

e b (iyen here]
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or page number. o
New Communications Director
Hover over a built-in header or Kerry Oki was named communications di
. . . formal internal and client communicatior
fOOter Opt|0n to view its an office manager at Luna Sea, Inc. and H{8anded
attributes and a description Of communications. Kerry's responsibilities
how it might be used best Clent corespondence .
’ Internal communication [& More Headers from Office.com »
e Select a built-in header or Press releases —
% Remove Header

footer design. PAGETOF1 145 WORDS

A new header or footer is

inserted, and the Header and
. B HS O - 03-headers-and-footers - Word HEADER... 7T @ - O X
FOOter Des'gn tab also appears h HOME INSERT DESIGM PAGELAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN Kayla Clay... = ‘i
on the ribbon_ [ Header~ : [E Quick Parts - i B Ss =
[ Footer - r‘ =l [ Pictures = B E-os = E
Date & Document Goto Options Close Header
Click the Close Header and [ PageNumber=  Time  Info- L@ Online Pictures | 1oader Footer - and Footer
Header & Footer Insert Navigation Pasition Cllse ~
Footer button when you're - E
done.
[Document title]
The Header and Footer Design tab [Header |  Board of Directors Meeting
closes, and the header and footer are May 6

set.

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases
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Remove a Header or Footer

Once you've added a header or footer, you can easily remove it if you find that it isn’t what you want.

Click the Header or Footer
button on the Insert tab.

Select Remove Header or
Remove Footer.

The header or footer is removed.
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay...
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Tables Tlustrations Media Comments Header & Footer
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an office manager at Luna Sea, Inc. and

Client correspondence
Internal communication

Press releases
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Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
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Create a Custom Header or Footer

Once you've added a header or footer, you can use the Header and Footer Design tab to customize its
appearance. Or, if you'd prefer to start from scratch, you can customize the header or footer without using
one of the built-in presets.

Click the Header or Footer
button on the Insert tab.

Select Edit Header or Edit
Footer.

The Header and Footer Design
tab appears, and you can now
add text, graphics, and
placeholders to the header or
footer.

Tip: You can also display the
Header and Footer Design tab
and edit the header or footer
by double-clicking in the top or
bottom margins of the
document, or by right-clicking
in the top or bottom margins
and selecting Edit Header or
Edit Footer.
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Board of Directors Meeting

May 6

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases

145 worDs  [2

Kayla Clay... - ﬁ

o X

[~ 3= B!
HOME

Clj=
Pages  Table

Tables

PAGE1 OF 1

o x

- = 03-headers-and-footers - Word T H -
INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW  Kayla Clay.. ~ ﬂ
DRE -
) E =] [ Header 0O
=) ’—'—’E'“ % ] » E:L P“Buut-i:wj ! B
Pictures Online Shapes Apps  Online L
Pictures - @+7 T Video Blank
Tlustrations Media
1y eeel

Blank (Three Columns)

Type here]

Board of Directors Meeting 1o e et

May 6

Austin

New Communications Director

S—
Kerry Oki was named communications di
formal internal and client communicatio

an office manager at Luna Sea, Inc. and h B2nded

communications. Kerry's responsibilities

Client correspondence

[@ More Headers from Office.com
[ Edit Header

Internal communication

Press releases
[3% Rerove Header

145 WORDS

98



Make selections using the
Header and Footer Design tab
tools on the ribbon.

The Insert group contains
options for inserting document
info placeholders, which are
fields that automatically fill in
information, such as page
number, the current date, the
file name and path, or the
author’s name.

In the Options group, you can
also choose to use a different
header or footer on the first
page of a document, or to use
different headers or footers on
odd and even pages.

Click Close Header and Footer
when you’re done.

The custom header or footer is applied.

EH S O = 03-headers-and-footers - Word HEADER... ?TEH - O X
HOME INSERT DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW VIEW — DESIGN Kayla Clay... = ﬂ
[ Header~ r\ =] Quick Parts - = y | | Es|0.5" :
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Header Board of Directors Meeting
May 6
New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:
Client correspondence
Internal communication
Press releases
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Page Numbers

Add Page Numbers

If you have a longer document, you can add automatic page numbering to make it easier to know your place
in the document.

o Click the Insert tab. @HS O- 04-page-numbers - Word T @ - o x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... ~ ‘i
i L DR ea
o Click the Page Number button. | s = [ DB (a3 le {3 g: t <l e
Pages Table Pictures ine Shapes Apps  Online Links  Comment B oo Text  Symbols
Next, choose where you want g e il mp?wu:n,- ¢ 0
al imple - Top of Page 3 -~
the page number to appear. Fioin Fomber T B Emees , -
You can choose either the o . B) Page Margins '
. . [ Current Position »
header or footer, in the side By Format Page Numbers..
margins, or where the text Plain Number 2 Bk Remove Page Numbers
cursor is currently placed. .

e Select a part of the page.

Page X

flccent Bar 1 coordinate and direct all

bur years of experience as

There are plenty of built-in

designs available, from plain both marketing and
numbers to more stylized -
More Page Numbers from Office.com 13
numbers and shapes.
o Select a page number style. Press releases
PAGE1OF1 145WORDS [2 R B -—bF——+ 9%

The page number is added as a
new page header or footer.

The page number will T H S = 04-page-numbers - Word HEADER & FOOTER.. ? B — O X
. . HOME INSERT DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Kayla Cla... -ﬁ
increment automatically for —
[] Header~ E‘Q i [E Quick Parts ~ |__| B 405 . B 0
H = — N .

each page, while the other text gime; . Date & Document E‘gzc‘twe; . Goto Gote Options —'L%* 1 Close Header

. . ageNumber~  Time  Info- U@®OninePicturss  Heager Footer - and Footer
and decoratlon WI” Stay the Header & Footer Insert Navigation Position Close ~
same. =

e Click the Close Header and 1

Footer button. Fesaer ] Board of Directors Miseting: T

May 6th

The page number is added.

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications Kerry's responsibilities will include:

Client correspondence
internal communication
Press releases
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Format Page Numbers

Once you've added page numbers, you can customize the number format, enable chapter numbers, and
adjust how the numbering starts.

o Click the Insert tab. EHS O- Otpagenumbers - Word 7 E - 8o
HOME | IMSERT = DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW  Kayls Clay. - ﬂ
i i DRE ea
e Click the Page Number button. |8 /= [ O™ a & | B: t 1l =
Pages Table Pictures ine Shapes ! Apps  Online  Links  Comment ooter Text  Symbals
e Select Format Page Numbers. - Pidwes - @t T Ve - Bllfesethumber] - | -
Tables Illustrations Media Comments D Top of Page 3 ~
The Page Number Format e
dialog box opens, with a few 1 B Current Position '
: 0 [y Eormat Page Numbers...
Ways tO CUStomlze hOW page Board of Directors Meeting: B Remove Page Numbers
numbers appear. May 6th
o (Optlonal) Choose a number New Communications Director
format.
Kerry Oki was named communications director and will coordinate and direct all
|n addition to num bers' you formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
COUld alSO use Ietters or roman communications Kerry's responsibilities will include:
numerals.
Client correspondence
o (Op“onal) Include chapter internal communication
Press releases
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also specify a number that the ® G TS
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an office manager at Luna Sea, Inc. and egrees in both marketing and
The num ber format haS Changed communications Kerry's responsibilities will include:
Client correspondence
internal communication
Press releases
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Remove Page Numbers

If your document no longer needs page numbers, they're easy to remove.

o Click the Page Number button.
o Select Remove Page Numbers.

The page numbers are removed.

Tip: You can also remove page
numbers manually by editing the
header or footer to remove the page
number placeholders.
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Pictures Online Shapes Apps

Pictures -~ @+
Tllustrations

Board of Directors Meeting:
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New Communications Director
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Links  Comment Symbols
B [#] Page Number - -

Comments | B] Top of Page
[ Bottom of Page
El Page Margins

Current Position
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i
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0 [% Remove Page Numbers

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications Kerry's responsibilities will include:

Client correspondence
internal communication
Press releases
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Columns

If you have a document that is pretty text-heavy, like a newsletter or magazine, you can format it in columns
to make it a little easier to read. When using columns, you can also control where a new column begins
using column breaks.

Use Columns
0 Click the Page Layout tab. ®HO O 05 ol - Werd e

HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW  KaylaClay... ~ ﬁ

e Click the Columns button. 24 Orientl /= Breaks - tndent A Spacing Bring Forward - [ Align =
%10 Size £[Line Numbers= 3 0 SiZlopt - L Send Baclward Group
Margins - - - Position Wrap
A short list of a few column . == Columns+ 1% Hyphenation~  =€|0" St ept : Test - Bl Selection Pane Rotate
. e [ Paragraph [ Arrange ~
optlons appears. You can select -
one, two, or three columns, or Twe
a special two-column layout e
with either the left or right g flew?
eft
but to be a very busy and productive month for Bon Voyage. New
CO| umn narrower than the up 34 percent from last April. Flight delays were minimal—Bon
other' Right ved only one customer complaint because of a delay.

=2 More Columns... :gas Excursion

e Select a column option.

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

The column layout is applied.

Two Nation Vacation

Tip: Select More Columns to man ua||y Travelers heading for the Pacific Northwest have the opportunity to sample two

. nations in a single visit. Seattle and the Canadian cities of Vancouver and Victoria
Conflgure your COIumn IaVOUt from the form a triangle of destinations that are worth visiting. In a week or less you can hd
Columns dlalog box. PAGE1OFZ 351 WORDS
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Use a Column Break

Inserting a column break ends the current column, moving the text cursor and any text after it to the top of

the next column.

The column break is inserted, and the
cursor moves to the beginning of the
next column.

Click where you want to insert
the column break.

Click the Breaks button on the
Layout tab.

Select Column.

Bd S G-
IMSERT DESIGN

PD Orientation = ’# Breaks =
IE Size~

Margins

PAGE1 OF 2

HOME

- == Columns~

Page Setuy

©

Mont

April 1
produ
New |
from

minin
one ¢
delay

Next |
introc
Vegas

eXpericiiue uic Las vegas ul

351 WORDS

05-columns - Word
PAGE LAYOUT REFEREMCES
Indent Spacing

Page Breaks

L |
™

Section Breaks

MNext Page

= Insert a section break and start the new
section on the next page.

Page
Mark the point at which one page ends
and the next page begins,

3

Column
Indicate that the text following the column
break will begin in the next calumn,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Tnsert a section break and start the new

El :
5 section on the next even-numbered page.

E=

=3

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

A

MAILINGS REVIEW VIEW

Bring Forward

Send Backward

Position  Wrap
Text

" Arrange

EQ Selection Pane

le city with a glittering harbor
brant ethnic neighborhoods.
wver has world-class museums
ne of the best aguariums in
America.

1-accented Victoria on

wiver Island, a short boat ride
Jancouver or Seattle, has an
lance of historic sites and the
-famous Butchart Gardens.

s will enjoy Victoria's pubs and
ea, and children will enjoy
ture World and the marine

marnmals at Undersea Gardens.

?

E - 0 %
Kayla Clay... = ﬂ
\: Align~

Group

Rotate
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Page Breaks

While Word automatically manages when text flows to a new page in a document, you can also manually
choose where a new page starts.

Insert Page Breaks

A page break is a special marker that will end the current page and start a new one.

o Click to place your cursor @H S 0 - 06-page-breaks - Word 7 ® - D0 x
Where you Want to Sta rt a new HOME IMSERT 1 PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ‘2

= r‘ EQ@"E » E’; & . [ Header ~ p o

] [ Footer -

age. )
p g Pages | Pictures Online Shapes Apps  Online  Links  Comment Text  Symbals
M - Pictures + @7 - Video - [# Page Number - - -
e C||Ck the Insert tab Tables Tlustrations Media Comments | Header & Footer ~
5 L . -
[ e i
E D — ©°P Eurail

e If necessa ry, expa nd the Pages Cover Blank  Page , ¢\ hean Rail system is considered by many to be the finest on earth.

Page~ Page Break
- . B opean trains are known to be fast, reliable, economical, and pleasant.
group by clicking it. Pages P p

Rail is the preferred method of travel for Europeans traveling through Europe.

o CI|Ck the Page Break button Regrettably, Americans frequently forget about the train option for their intra-

European travel, perhaps because most Americans have never riddenon a
passenger train. For Americans, ground travel usually means driving a car. While

A page break is inserted, and any text
after that point is moved to a new

page.

Shortcut: You can also insert a page
break by pressing Ctrl + Enter.

rail travel is considered to be a poor travel option in America, train travel pales in
comparison to European rail travel in most every regard. Try this travel method ~

Tip: |f you’d rather insert an entire PAGE1OF1 OWORDS [[2 ENGLISH (UNITED STATES) B B -——b—+ 0%
blank page at the break, select Blank
Page in the Pages group.
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Remove a Page Break

If you decide later that you don't want the page break where you inserted it, you can remove it.

Page breaks are inserted as special hidden formatting marks, so to easily find and remove them, first show

formatting marks.

o Click the Home tab.
Q Click the Show/Hide 9] button.

This displays special
punctuation characters in your
document, such as spaces,
paragraph markers, and most
importantly for this lesson,
page and section breaks.

e Double-click the page break to
select it.

o Press Delete.

The page break is deleted.

Insert a Blank Page

BFEH S - 06-page-breaks - Word ?2 B - O %
HOME 1 DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... ~ ‘i

£ Calibri (Body) Al ] i= #
B I U -~abex, ¥° # et

Paste iting

e X A-WopA M- AN N

Clipboard 1= Font LF] Paragraph ] Styles [F] ~

AaBbCeDc AaBbCeDe AaBhC( [

J Normal | TNoSpac.. Headingl |=

Europe-by-Eurailf]

The-European-Rail-system-is-considered-by-many-to-be-the-finest-on-earth.-
European-trains-are-known-to-be-fast,-reliable,-economical,-and-pleasant.q

SR 71019 ;171 S——, |

Rail-is-the-preferred-method-of-travel-for-Europeans-traveling-through-Europe.-
Regrettably,-Americans-frequently-forget-about-the-train-option-for-their-intra- -
PAGE1OF1 OWORDS []2 ENGLISH (UNITED STATES) B B -—b—+

You can also insert an entire blank page at any point in the text.

o With your insertion point
where you want the blank
page added, click the Insert
tab.

e Expand the Pages group, if
necessary.

e Select Blank Page.
Two page-breaks are inserted, creating

a full blank page before the text
continues.

B H S O-= 06-page-breaks - Word ?2 B - B X
HOME INSERT A PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ‘2
. Ty I -
= @ [ Header 4 o
Qe Lo 23R ) o
Pages ™ | Pictures Online Shapes Apps  Online  Links  Comment Text  Symbols
- - Pictures - @+ 7 Video M [# Page Number - - -
Tables Tlustrations Media Comments Header & Footer -~
N | | =
[ by i
E D — ope by-Eurailf]

Caover Blank Page
Page~ Page Break
Palles

European-Rail-system-is-considered-by-many-to-be-the-finest-on-earth.-
opean-trains-are-known-to-be-fast,-reliable,-economical,-and-pleasant.q

Rail-is-the-preferred-method-of travel-for-Europeans-traveling-through-Europe.-
Regrettably,-Americans-frequently-forget-about-the-train-option-for-their-intra-
European-travel,perhaps-hecause-most-Americans-have-never-ridden-on-a:
passenger-train.-For-Americans,-ground-travel-usually-means-driving-a-car.-While-

rail-travel-is-considered-to-be-a-poor-travel-option-in-America,-train-travel-pales-in-
comparison-ta-European-rail-travel-in-most-every-regard.-Try-this-travel-method- -
PAGE1OF1 O0WORDS [2 ENGLISH (UNITED STATES) B B -——b——+ 0%
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Use Paragraph Line and Page Breaks

You can also control breaks with paragraph formatting. For example, you can make sure an entire paragraph
stays together on one page, or make sure a paragraph always starts on a new page.

6

Select the paragraph(s) that
you want to format.

Click the Page Layout tab.

Click the Paragraph group’s
dialog box launcher.

Click the Line and Page Breaks
tab.

Use the options to set your
formatting.

There are several options here
that control how a paragraph
will break across pages.

e Widow/Orphan control
prevents the last line of a
paragraph (widow), or the
first line of a paragraph
(orphan) from appearing by
themselves on a page. An
additional line will be moved
up or down with the widow
or orphan.

o Keep with next will prevent
the page from breaking
between the selected
paragraph and the following
one.

o Keep lines together will
prevent the page from
breaking within the selected
paragraph.

e Page break before will add a
page break before the
selected paragraph.

Click OK.

The line and page break options are
applied to the selected paragraph(s).
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passenger-train.-For-Americans,-ground-travel-usually-means-driving-a-car.-While:
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Page Background Elements

You can dress up pages in a document with page borders and background settings. You can line the margins
of your pages with borders to give them finished edges or to make certain pages stand out, and you can
even create your own page designs using colors and watermarks.

Add a Watermark

A watermark is a faint message or image that indicates a document should be specially treated. It does not

obscure text on the page.

o Click the tab.

o Click the button.

You can choose a built-in
watermark from a category
such as Confidential,
Disclaimers, or Urgent, or you
can create a custom
watermark.

e Select a watermark.

It's applied to every page in the
document, set behind the text.
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REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ﬁ
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= [_| Colors Fonts Watermark Page Page
- - » €D Setas Default - Color = Borders
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CONFIDENTIAL 1 CONFIDENTIAL 2 DO MOT COPY 1
|
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DO MNOT COPY 2 -
Internal commut [ More Watermarks from Office.com r
[ Custom Watermark...
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Add Page Color

You can also add a background color to your document. This color will only appear in digital copies of the

document—Word will not print the page color.

On the Design tab, click the
Page Color button.

@ =

Thie

-0 = 07-page-background-elements - Word
HOME INSERT DESIGM PAGE LAYOUT REFERENCES
- - e R

o Select a color. hames =

Page color won't be printed; it will only
appear when viewed digitally—as a
Word document, PDF, or web page.
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Document Formatting
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New Communications Director
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@ Effects -
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More Colors...

Fill Effects...
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Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications Kerry's responsibilities will include:

Client correspondence
Internal communication
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Add Page Borders

Finally, you can add page borders along the margins to give it a finished look.

o On the Design tab, click the BH S O- 07-page-background-elements - Word 2 ®m - 0O x
Page Borders button HOME  INSERT | DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW  KaylaClay.. - Jf)

A = Paragraph Spacing - D @ D
=

(Hm[A] o

—| Colors Fonts - Watermark Page Page

Using the Borders and Shading - = "
i H Borders and Shading ? w  JorT Borders
dialog box, customize how you around A
orders  Page Border  Shadin
want the border to look. Serders | 22 Shasing o

o Select a border style from the
Style list.

Preview

Click on diagram below or
use buttons to apply borders

You can choose from a variety
of solid lines, dotted and
dashed lines, and patterns.

Apply to:

e Select a border color. - e on® fut cane oo
w Options...
. Cliel

Select a border width.
o Intel Cancel
e Choose which sides of the page Press releases

H H . Updating th bsiti -
WI” have a border by CIICkIng PAGE1 OF1 OWORDS I ﬂHlTEDSTATES]

the top, bottom, and/or sides
of the preview.

0 Choose which sections of the
document will have the border.

You can choose the whole
document, just this section, just
the first page in this section, or
every page in the section but
the first page.

o Click OK.

The border is added to the selected
pages.
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