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WELCOME TO YOUR WORD INTRODUCTION
TRAINING COURSE.

= At the end of this one day Word training course you will have a good
working knowledge of Word basics.

* You will feel more confident using Word and be able to create a
document from scratch.

* Understanding and using some of the built in layout and text editing
functionality will enable you to produce far more striking and effective
documentation in your work and home Word environments.

» Documents that you create will be easier to read and look more

presentable.
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UNIT 1: GETTING STARTED

In this section you will learn to:

» Explain the elements of the Word window

= Create and save documents

= Access and use Help

Elements of the Word window

1. File Tab (Backstage) 7.
2. Quick Access Toolbar 8.
3. Title bar 9.
4. Minimise Window 10.
5. Tabs 11.
6. Ribbon

www.MicrosoftTraining.net 0207 987 3777
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Ruler

New document
Vertical scroll bar

Status bar
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Pageletl | wostna 3
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Create a new document

M e
428bCc: - £38bCcx AaBb( AAB tapice | A 4o
= THarmal | EMaSpac.. Headrg Tree Suntthe :v:'_) 3 Sewa
5 S Y Y . Yy 1 r

BAE 2. 0% (-

New

Search for anline templates

Suggested searches:

FEATURED  PERSONAL

Blank document

Aa

, Single spaced (blank)

=  File Tab > New, or Ctrl + N

=  Blank document

=  Create

900
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Title a

Blog post
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Saving a document

Save As

6 OneDrive - Personal F‘; Computer

Current Folder

FI___I Computer Desktop

Recent Folders

= Add a Place
‘%E Upgrade to 2013
Desktop » Upgrade to 2013

Desktop

word_2013_advanced
C: » Users » jens » Downloads » word_2013_advanced (1) » word_2013_advanced

word_2013_intermediate
C: » Users » jens » D loads » word_2013_i »word_2013 ]

Account
Downloads
C: » Users » jens » Downloads

Options

word_2013_introduction
C: » Users » jens » Downloads » word_2013_introduction » word_2013_introduction

Documents

Browse

=  File Tab—> Save, or Ctrl+S
=  Select Location to save to
= Enter filename

=  Save

Use Ctrl+S to save additional changes made to your document

Using Help

TABLE TOOLS ? B - 8 X
DESIGN LAYOUT Microsoft Word Help (F1)

l_xhgn' # % [ Height: |7.37 cm

-

\Rotate~ | TP e Width: [1168cm {

Size rx ~

Click ? or press F1 to launch Help
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Word 2016
Word 2016 has the Tell Me search bar where you can describe the function or

feature you need:

Tell me what you want to do...

AaBbCcDc AaBbCcDe AaBh(q
I§ S R TMormal = TMoSpac. Headingl

Paragraph a

Notes
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UNIT 2 : EDITING DOCUMENTS

In this section you will learn to:

»= Open and move around a document
» Use Word's AutoCorrect feature

= Edit text in a document

» Use the Undo and Redo commands

= Search for and replace text

Open a document

Open

~ t
@ Recent Documents

testpdf iy
| Desktop » Upgrade to 2013
&& OneDrive - Personal
@j Word Introduction Incourse manual content changed formatting need.
Desktop

‘.;l Compfer @j Word Intermediate Incourse manual content changed formatting need..
Desktop
Add a Place @j \éveamer v2.docx
esktop

* File Tab = Open, or Ctrl+O
=  Select the Location the file is saved in
= (Click on the file once

= Open
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Navigating a document using the scroll bar

#% Find ~
2 Replace
[:.j Select ~

Editing A

Fs

On the vertical scroll bar, click up or down arrows, or click on and drag place

marker

Navigating a document using the keyboard

Page Up
Move up the document

(toward first page)

Page Down
Move down the document

(toward last page)

Home

Move to start of a line

End

Move to the end of a line

www.MicrosoftTraining.net 0207 987 3777 @@@ 6



Ctrl+Home

Move to the start of the document

Ctrl+End

Move to the end of the document

Using Go To

# Find ~
ibC

# Find
#% Advanced Find...
- GoTo..
I £
Find and Replace ? X

Find Replace GoTo

Go to what: Enter page number:

[ - |

Section

Llne‘ Enter + and - to move relative to the current location. Example: <4

Bookmark will move forward four items.

Comment
Footnote ¥

Previous Next Close

= Home tab-> Find>Go to
or Ctrl+G

= Select Page on left

= Enter page number

* GoTo

www.MicrosoftTraining.net 0207 987 3777
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Edit text in a document

Backspace

Remove the character to the left of the cursor

Delete

Remove the character to the right of the cursor

Overtype

Replaces text as you type

Turn off or on by pressing Insert key or double-click on the letters OVR in the

status bar at the bottom of the screen

Undo and Redo
@HS O-
Both buttons are located on the Quick Access toolbar.

Undo reverses the previous action taken, shortcut is Ctrl+Z

Redo repeats actions that have been undone, shortcut is Ctrl+Y
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Notes

Autocorrect feature

JU Equation ~
€2 Symbol ~

Symbols

T ® 3 @
L= S R |
€ £ ¥ ©

™

I+

+ <

I

£} Maore Symbaols...

To view existing AutoCorrect entries:

»= Go to Insert tab->Symbols group
= Click Symbol and select More Symbols
= Click AutoCorrect

10 Q@@ 02079873777
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To create an entry:
= Type mis-spelt entry into Replace box, and correctly spelt entry into With

box
= (Click OK.

~
X

Symbol

Symbols  Special Characters

Font: | Symbol

oofBOV
F|=|= (...

"

X |[H
—|] |@

Z|lcl|lc|e

= U0 (|®
Recently used symbols:

%Ol €lL|¥

Unicode name:
Symbol: 167

™

—~|@ (% |
—| 2l |l
3|8 |«
2D
—[> Q|
—~|< |D |x
—|0|C|8

0
=
&=

|

i
@ |N|—|?
<
M@ |t [T |
O =U |e

™| 4+

®)

®@
-
IA
v
|

xlolpla|B|x

Character code: | 167 from: | Symbol (decimal) v|

Vl_\u’(oCorrect... [ Shortcut Key... Shortcut key:

AutoCorrect: English (United Kingdom) ? X

AutoCorrect  Math AutoCorrect
Show AutoCorrect Options buttons

Correct TWo INitial CApitals | Exceptions...
Capitalize first letter of sentences '

Capitalize first letter of table cells

El Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: Wwith: (O Plaintext (@ Formatted text

www.MicrosoftTraining.net 0207 987 3777 @@@ 11



Find and Replace

#% Find ~
25c Replace
(% Select ~
Editing
= Home tab—>Editing group
» Use Find to search for a word; or Replace to replace one word with another

Find and Replace ? X

Find Replace  GoTo

Find what: sales v
Replace with: |deals| v
More >> Replace Replace All Find Next Cancel

Use shortcut keys Ctrl+F for Find
Ctrl+H for Replace

12 @@@ 0207 987 3777 www.MicrosoftTraining.net



UNIT 3 : MOVING AND COPYING TEXT

In this section you will learn to:

= Select text by using the mouse and keyboard

= Copy and move text

Selecting text using the mouse

Select a word

Double-click on the word

Select a paragraph
Triple-click within the paragraph

Select several paragraphs
From left margin using ﬁ

Selecting text using the keyboard

Select a line

Ctrl+End (cursor positioned at start of line), or

Ctrl+Home (cursor positioned at end of line)

www.MicrosoftTraining.net 0207 987 3777
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Select a paragraph
Ctrl+Shift+Down Arrow (cursor positioned at start of paragraph),

or
Ctrl+Shift+Up Arrow (cursor positioned at end of paragraph)
Select whole document

Ctrl+A

Notes
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Move or copy text using the mouse

The wolf was faster and jumped over all of them.
The quick brown fox jumped over the lazy dog,

The guicker red fox jumped over the lazy dog.

b

The quick brown fox jumped over the lazy dog,
The quicker red fox jumped over the lazy dog,

The wolf was faster and jumped over all of them.

iz}

To move select text, then click on the text and drag to the new location.

To copy select text, then hold down the Ctrl key.

Click on the text and drag to the new location.

Move or copy text using Cut, Copy and Paste

FILE HOME INS

s, X Cut
h
o '?[3 Copy
Paste |
% % Format Painter
Clipboard rx

= Select text

= Home tab->Clipboard group

» To move, select Cut or Ctrl+X

= To copy, select Copy or Ctrl+C

= Position cursor where the text is to go

= Select Paste or Ctrl+V

www.MicrosoftTraining.net 0207 987 3777 @@@
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Notes
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UNIT 4 : FORMATTING CHARACTERS AND

PARAGRAPHS

In this section you will learn to:

» Use character formatting to enhance text

» Use basic paragraph formatting to enhance a document’s appearance

=  Use tabs in a document

Applying character formatting — font and font size

Arial *12 ~|A A |Aa~ | R

v |10

Theme Fonts
Calibri Light {Headings)
Calibri {Body)

Recently Used Fonts

O Arial Narrow

O ALGERIAN

All Fonts

O Agency B8

O ALGERIAN

O Arial

O Arial Black

O Arial Narrow

O Arial Rounded MT Bold

O Arial Unicode MS

O Baskerville Old Face

O Bavhaus 93

O Bell MT

O Berlin Sans FB

O Berlin $ans FB Demi

O Bemard MT (ondensed

O Blackutter 7

O Bodoni MT v

www.MicrosoftTraining.net 0207 987 3777
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11 |~

10
11
1:
14
15
15

22
4%

- S

A A

= Select the text to be formatted

» Home tab->Font group—>select font or font size

Shortcut keys

Select text and use

» Ctrl+] to increase font size by 1pt

» Ctrl+[ to decrease font size by 1pt

Other character formats

Arial *112 ~|A A |Aa~ | &
B I U ~abe X, X° aly . A -
Font P

= Select the text to be formatted

L

* Home tab—>Font group—>click in bottom right of Font group

18 @@@ 0207 987 3777 www.MicrosoftTraining.net



Font ? x

Font Advanced

Font: Font style: Size:
Arial Regular 12
~Headings PSR Regquiar | |8 A |
Agency FB Italic 9 |
Algerian Bold 10
LBold Italic 11 |
|Arial Black (EEN ™ |

Font color: Underline style: Underline color:

Automatic ~ (none) ~ Automatic

From the Font dialogue box effects such as:
= Strikethrough
= Superscript
= Subscript
= Shadow

can be applied.

Using paragraph formats

Paragraph

Kl

Paragraph formatting commands can be found on the

Home tab->Paragraph group.
View paragraphs
T

Click the Show/Hide button in the Paragraph group to reveal paragraphs and

other non-printing characters in a document.

www.MicrosoftTraining.net 0207 987 3777 @@@ 19



Paragraph alignment

Left alignment
Ctrl+L

Right alignment
Ctrl+R

To change alignment:
= Select the paragraph(s) to be aligned.

» Click an alignment button in the Paragraph group.

Centre alignment
Ctrl+E

Justify alignment
Ctrl+)J
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Thie quick brown fox jumpedaverthe lazy dog. The quick brown fox jumped overthe lazy dog, The quick
Left brown fox jumped aver the lazy dag, The quick brownfos jumped over the lary dog, The quids brown
fox jumped ovarthelazy deg The guick brown fox jumped averthe lazy dog.

The qu dckbrownfox jumped owverthe lazy dog. The quick brown fox jumpedaver the lazy dog. Thequick
let b vl i uamn e Oves the lazy dog, The quick brown o jumped oser the laey dog. The gquick bBrovn
L] | 2

fox jumped overthe lazy dog. The quidk brawn fas jumped over the lazy dog

Center e oo jun pad owarthe laey dog The guick beglen fas jum gad ower the lszy dog The uick brawn

The qui ck brown fox jumpedaverthe lazy dog The Quick brown fox jumped overthe lazy dog, The guick
fan jumped cver the lazy dog. The quil brown fox jumped ower the lazy deg

Justkified brown fox jumped aver thelazy dog, The quick brown foe jurmped over the lazy dog, The quic Brown

Thee quick brown Fox jumpedaver Lhelazy dog Theguick brown Fos jumped over Uhe lagy dog, The guick
fax jum ped cwer the laty dog. The quick brown fax jumped ower the laty dog.

Indentation

R — e — e 3y -
—_——— — = N
Paragraph M |

To change indentation:

= Select the paragraph(s) to be indented.
= (Click an indentation button (Decrease Indent or Increase Indent) in the

Paragraph group.

Line spacing

Paragraph M
To change line spacing:

= Select the paragraph(s) to apply line spacing to.

= Select line spacing using the dropdown arrow next to Line Spacing button.

www.MicrosoftTraining.net 0207 987 3777 @@@ 21



Bullet and numbering

e — —— L — I it
T R — =" @ il
Paragraph s

To apply bullets or numbering:
» Select the paragraphs to be bulleted or numbered.
= Click the Bullets button or Numbering button to apply.
» To access Bullet Library or Numbering Library click on the down arrows
next to the bullet and numbering bottoms.
=  Word symbols and pictures can be used as bullets.
Bullet Library

None ® O [ | +* 0:0

| Document Bullets
| || | ®
€ Change List Level »

Define New Bullet..

Define New Bullet ? X

Bullet character

Symbol... Picture... Font...
Alignment:
Left v
Preview

Cancel
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» Click Symbol to use Microsoft's symbols as bullets.

Symbol

? X
Font: Webdings v
2 o\ o®[83] 5| v | 0|1 @ || 5 [l 2| ©| | % *
4@~ BOX? @@ E (O ® - | |my
O R|F[F|F| QT BT || E | foen| 2| E |
isii=IU TR EEEAL Sh o~ e =l e =TI YP-E s
O ea| B e |E) | (| BBy 2 | B |G| | @
AR E s LR P EA P S N AN AT A 1=
Recently used symbals:
(R |OJ€|L£[¥|® ™| #| |2 x|o|p|ax|B|T|O
! Unicode name: [ 1

Character code: |39 | from: | Symbol (decimal) |~

| Webdings: 89

T

= Each font has symbol and there is hundreds of them.
» Click Picture if you want to use a picture as a bullet.
= Picture on the pc can be used or online pictures.
b bing | search Bing Images.. [ feedback
A

\( \ 7
Snowflakes - Beaches

Electronics and technology

Phones Headphones

Ay Fromafile

Browse files on your computer or local network
J

Transportation

www.MicrosoftTraining.net 0207 987 3777 @@@ 23




» The numbering library can be used if you wish not to use the default

numbering.

4 — 1—
—y I— v

5 —

| E=]2| 9 || AaBhC_

: Numbering Library

1. 1
None 2. 2y

3 -1 1-3)

l. A a)

I B.. by
Sl c. )

Document Number Formats

1.

Define New Mumber Format..

Notes
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Tabs — viewing the ruler

V| Ruler
Gridlines
v| Navigation Pane

Show

Ensure the ruler is visible near the top of the screen:
View tab-> tick Ruler checkbox in Show group.

Selecting a tab type

@ I'Z-lﬂl-l-ﬁf}f:-|v1~|~2~|v3'1v4-|-5-1

To select a tab type, click on the tab button to the left of the ruler to cycle through
different tab types.

Types of tabs

Left tab
Text starts at the tab position and flows to the right as you type.

To set a tab:

1. Select the tab type at the left of the ruler.
2. Click on the ruler at the point where the tab is to be positioned.

3. Press the Tab key to shift the cursor to the tab position; and begin typing.

www.MicrosoftTraining.net 0207 987 3777 @@@ 25



Right tab

Text starts at the tab position and flows to the left as you type.

@ x-2-|~1-|-$:>-1"~1-1-|v-|~4-|-5v|-6'

Centre tab

Centre of the text is at the tab position.

@ I'Z'I'l'l'gr:.}:i'l'l'I'2'1'3®'|'5'l-6'l

Notes
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Viewing tabs

Paragraph

Memof]

1

To: —+ Allstaff From: - Aileen

+

To view tabs on the screen:

* Go to the Home tab—>Paragraph group.
= Click the Show/Hide button.

=  Tabs will show as small arrows.

Working the tabs dialogue box
Tabs ? X

Tab stop position: Default tab stops:
| 1.27 cm =

Tab stops to be cleared:

Alignment
@) Left O Center (O Right
(O Decimal (O Bar

Leader
(® 1 None Y @
O4__

Clear All

To change current tab settings, or remove tabs:
= Double-click on a tab marker on the ruler.
» Select the tab stop to be altered or removed from the list of tab stops on
the left.

www.MicrosoftTraining.net 0207 987 3777 @@@ 27



Notes

Now the alignment for the selected tab can be changed; or the tab can

be cleared.
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UNIT 5 : CREATING AND MANAGING TABLES

In this section you will learn to:

=  Create tables in a Word document
= Edit the structure of tables

» Enhance the appearance of tables

Insert a table

INSERT DESIGN PAGE L

E

Table | Pictures Online Shapes
> Pictures

'l TA) E

& -

Insert Table

Insert Table...

> @ @ [

Ml
E3€

Draw Table
Conyert Text to Table...
rﬁ; Excel Spreadsheet
| F Quick Tables »

Column \I/

Row 9

Cell

To create a table:
* Go to the Insert tab->Table button.
= Select the number of cells to be included by dragging the mouse over the
grid;
or

Select Insert Table.
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To add text:
= Click in a cell and type.

=  Press Tab to move to the next cell.

Inserting rows or columns

City Max Temperature (° C}l

To insert additional rows or columns into a table:
» (Click in a cell next to where the row or columns is to be added.
= Go to the Table Tools Layout tab>Rows & Columns group.
» Click the appropriate Insert button.

TABLE TOOLS

DESIGN LAYOUT

geslcucieeee sl
L)&« e EgH BHH HES
Delete | Insert Insert Insert Insert
v Above Below Left Right

Rows & Columns e

Deleting rows or columns

City Max Temperature (" C}|

To delete rows or columns from a table:
= (Click in a cell within the row or column is to be deleted.
* Go to the Table Tools Layout tab->Rows & Columns group.
» Click the appropriate Delete option from the dropdown arrow next to

Delete.
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TABLE TOOLS

DESIGN LAYOUT

ol | FEE

Delete | Insert Insert
v Above Below

)

Delete Cells...

~ Faf

(.

Delete Columns

Delete Rows

1 % X

Delete Table

Using AutoFit options

TABLE TOOLS

DESIGN LAYOUT

AutoFit options are used to adjust the size of the table columns
automatically.

= Click in a cell within the table.
* Go to Table Tools Layout tab—>Cell Size group.
» C(Click the dropdown arrow next to the AutoFit button to select an AutoFit

option.

R » R
3_[]He|ght: 418 cm
AutoFit | == \width: 11.94 cm

P AutoFit Contents 2
e AutoFit Window

= Fixed Column Width

www.MicrosoftTraining.net 0207 987 3777 @@@ 31



Changing cell text alignment

City Max Temperature (" C}|

To align text within a cell:
= (Click in the cell containing the text, or select the column or row.

»= Go to Table Tools Layout tab—>Alignment group.

= Select the alignment option to be used.

FIEE A3 ‘

e Text} Cell
€
== & Direction Margins
Alignment

Repeat Header rows:
If table continue over many pages is can be very useful to have the headings on

top of each page. Select the rows you want to repeat at the top of each page and

click Repeat Header Rows in the Data group on the Layout tab.

3 E = ==t R | BYE B B | B BB | [eg] | e o < x
5 ,ﬁj B | B f- £ LJ [47 fﬂ] B2 | ::% = | |5 | ElHeight 073 cm 2| B Distribute Rows
Select  View Properties | Draw Eraser | Delete | Insert Insert Insert Insert | Merge Split Split | Autofit | = \ytn [s08cm | FH Distribute Columns | —
- Gridlines Table - | Above Below Left Right | Cells Cells Table | ~ =
Table Draw Rows & Columns & Merge

Al [TF) Repeat Header Rows
Z [ Convert to Text
Sort

Jx Formula

Data

Cell Size
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The headers will now be on top on all pages.

B opnanrrrernnrenarsnnneerrnpnasssreannaTeT s s R R
January February { March April

'January £ February {‘March 1 April

Notes
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UNIT 6 : CONTROLLING PAGE LAYOUT

In this section you will learn to:

* Add headers and footers to a document
» Set and change the margins for a document

* Add and delete manual page breaks

Accessing the header or footer

Built-In
Blank

ype text]

Blank (Three Columns)

Mypetest)  [Typetet] [Type text]

Alphabet

[Type the document title]

Annual

[Type the document title] | [Vear]

7) More Headers from Office.com

£
= Edit Header
1

5% Remove Header

To access the header or footer:

=  Go to Insert tab=>click Header button or Footer button.
= Select a built-in option

or
Select Edit Header or Edit Footer.
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Editing the header or footer

= e R T, ST ST ERY R TR AL R
|[Beaserseqonz | "Your Best STL Learning Tools [ T

As part of your training, we provide you with the following tools and |
resources to support and enhance your learning e: nce

N ‘ Welcome to your Best STL training course
[
|

Type into the header or footer, then use the Tab key to move across to the next

tab stop position.

Notes
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Navigating and inserting page numbering

HEADER & FOOTER TOOLS

DESIGN

On the Header & Footer Tools/Design tab:

= Use the Go to Footer or Go to Header button to navigate between the
two areas
= Use the Page Number button to insert page numbering

= (Click Close Header and Footer to exit.

D [Z14 Previous

. G =1y Next
Go to oto
Eleader: Eootar s . Link to Previous

Navigation

02 s

Header Footer Page
v *  Number~

Header & Footer

Close Header
and Footer

Close

36 @@@ 0207 987 3777 www.MicrosoftTraining.net



Changing document margins

@ @ IE '— Breaks ~

: ) : . [’ Line Num
Margins Orientation Size Columns
a-
v - - - bc Hyphenat
Normal -
Top: 2534cm Bottom:2.54cm

Left: 254cm Right 2.54cm

Narrow
Top: 1.27cm Bottom:1.27 cm
Left: 1.27cm Right 1.27cm

Moderate
Top: 254cm Bottom:2.34 cm
Left: 1.97cm Right: 191 cm

Wide
Top: 254cm Bottom:2.54cm
Left:  508cm Right 508cm

Mirrored
Top: 254
Inside; 3

cm  Bottom:2.54 cm
cm  Qutside:2.54 cm

Custom Margins

Custom Margins...

To change a document’s margins:

» Go to Page Layout tab->Page Setup group.
= Click the Margins button.
= Select from preset margin options; or use Custom Margins to enter

margin sizes.
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Inserting a page break

"= Breaks ~
[ Line Numbers ~
be Hyphenation ~

s

To insert a page break:
= Click the cursor where the page break is to be positioned.

» Go to the Page Layout Tab->Page Break button.

Shortcut keys: Ctrl+Enter to insert a page break.

Delete a page break

T

Whenyou<reatepictures, charts,or-diagrams, they-also-coordinate
look.q
Page Break 1

Youcan-easily-change theformatting-ofselectedtextinthe-docume
selectedtextfromthe-Quick Stylesgallery-on-the-Hometab.-You-car
usingthe-othercontrols-onthe Hometab.-Mostcontrols-offera-cho

Delete

= Turn on the Show/Hide button (Home tab—>
Paragraph group).

» Click the cursor to the left of the page break.

» Press the Delete button on the keyboard.
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UNIT 7 : USING PROOFING TOOLS

In this section you will learn to:

» Use Word's Spelling and Grammar feature to proof a document

= Use Word's Thesaurus to find alternative words

Using the spelling and grammar checker

FILE HOME INSERT C

ABC E ABC

v I_ 123
Spelling & Define Thesaurus Word

Grammar Count

Proofing

To launch the Spelling and Grammar checker, go to Review tab—->Spelling &

Grammar button

Spelling W
huse

lgnaore Ignare All Add

hues
hose
house
hue

hoes

Change Change Al

hues =

- types
» shades
= kinds

Word currently does not have a dictionary
installed for English (United States). To see
definitions:

Get a Dictionary

To ignore the suggestion, click Ignore Once or Ignore All.
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Use Add to Dictionary to add a correctly spelt word to Word's dictionary (so the

word won't come up as an error in future).

To correct an error to a suggested option, click Change or Change All.

Spelling and grammar checking options

Word Options : x
Gene:
i [259 change how word corrects and formats your text.
Display al
Proofing AutoCorrect options
Save

Change how Word corrects and formats text as you type: | AutoCorrect Options..
Language
When correcting spelling in Microsoft Office programs

Ad
Ignore words in UPPERCASE

Ignore words that contain numbers

Custor bon

SuickfccessTodlbag Ignore Internet and file addresses

Add-Ins Flag repeated words
Trust Center [ Enforce accented uppercase in French
[ Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings| v

Spanish modes: | Tuteo verb forms only v
When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type

Frequently confused words

Check grammar with spelling

[ Show readability statistics

Writing Style: |Grammar Only [V | Settings...

Recheck Document

Exceptions for: @ Word Introduction Incourse manual con...| v

[ Hide spelling errors in this document only

[ Hide grammar errors in this document only

Cancel

To change spelling and grammar options, go to File Tab->Proofing category.

Using the thesaurus

larg’

Paste Options:
-

O

Font...

[r)4

Paragraph...

E 4 >

Define
Synonyms » big
Ea"&'-; Translate reat

,.1.
]

Search with Bing

gb Hyperlink...
¢ New Comment bulky
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To look up/use an alternative word:
= Right-click on the word.
* Go to Synonyms and select another word to replace the one currently

used.

Notes

Printing Word document

Click the File tab and to the right click Print. The print preview will show you how

Word will print your document.
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Printer e

B

Settings

Print All Pages

All the print options are on the left side. Which printer?, which pages?, how many

copies?. You also have access to the page setup where you can control all options.
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UNIT 8 : WEB FEATURES

In this section you will learn to:

» Saving documents as web pages
=  Working with hyperlinks

= Emailing documents

Creating a hyperlink

Seeourweb site

&, Hyperlink
| Bookmark
E]_?j Cross-reference

Links

To create a hyperlink:
= Select the text that is to become a hyperlink.
* Go to the Insert tab->Links group.
= Click the Hyperlink button.

= Create hyperlink settings using the Insert Hyperlink dialogue box.

= Click OK.
= Use Ctrl+Click to test the hyperlink.

Shortcut keys:

Ctrl+K to access Insert Hyperlink dialogue box.
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Link to: Text to display: | < <Selection in Document> > ScreenTip...

L@ Look in: B Desktop vl |2 r”q
Existing File
orWeb Page Access VBA course files ~ Bookmark...
Current Dashboard Advanced
Folder T ™ ‘
] Dashboard data files arget Frame...
PE:Z_:;::? 5 . Dashboards Excel |
_rpc;vgv:: Dashboards Excel 12. Jan - Copy
¥ Datafiles {
Create New Recent !E Datafllés‘np :
Document Files dealogic
(@ dealogic.zip v
L‘J Address: %
E-mail
Address
Cancel
Notes
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Emailing a document from Word (using Outlook)

Account

Options

Share

Word Introduction Incourse Email
manual content changed 0

ly
. [="
formatting needed ST—I
end as
Desktop Attachment
Share
©%  Invite Peopl
Pl ple
% Email
YR
& Present Online Send as
= PDF
a Post to Blog
Send as XPS
(]
=
Send as

Internet Fax

Everyone gets a copy to review

Everyone works on the same copy
Everyone sees the latest changes

Keeps the email size small

%, Document must be saved in a shared location

Everyone gets a PDF attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

No fax machine needed

You'll need a fax service provider

To email an open document from Word using Outlook:

Go to File Tab>share>Email.

A new Outlook email message opens, with the open Word file attached.

Enter recipients’ email addresses and send.
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Save a document as a web page

[ save As X
<« v N ¢& > OneDrive v & Search OneDrive yel
Organise v New folder =2
~ Y -
@ Microsoft Word hare
. Documents |
¢& OneDrive .
Music |
|:| This PC Pictures |
[ Desktop
|| Documents
4 Downloads
_h Music
| Pictures
v £ >
File name: | m v
Save as type: | Web Page (*.htm;*.html) o
Authors: Best STL Tags: Version 1
[J Save Thumbnail Pagetitle: \Word 2007 Introduction

Change Title...

4 Hide Folders Tools ~ Cancel

Notes

Go to the File Tab->Save As>
Save As Type
Select Web Page as the file type under Save as type.

Save.
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QUICK REFERENCE: WORD SHORTCUT KEYS

Command Keystroke
Bold Ctrl+B
Close Ctrl+F4
Copy Ctrl+C
Cut Ctrl+X
Exit Word Alt+F4
Font Ctrl+D
Font grow/shrink 1 pt. Ctrl+ ] or[
Help F1
Help—What's This? Shift+F1
Hyperlink Ctrl+K
Italics Ctrl+l
Justify—Center Ctrl+E
Justify—Full Ctrl+)
Justify—Left Ctrl+L
Justify—Right Ctrl+R
Line-spacing 1 Ctrl+1
Line-spacing 1.5 Ctrl+5
Line-spacing 2 Ctrl+2

List Bullet Ctrl+Shift+L
New document Ctrl+N
Open a document Ctrl+O
Paste Ctrl+V
Print Ctrl+P
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Print Preview

Ctrl+Alt+|

Repeat/Redo

Ctrl+Y

Underline

Ctrl+U

Underline—double

Ctrl+Shift+D

Save Ctrl+S
Select All Ctrl+A
Spelling and Grammar check F7
Table—to column bottom Alt+PgDn
Table—to column top Alt+PgUp
Table—to row beginning Alt+Home
Table—to row end Alt+End
Undo Ctrl+Z
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