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Microsoft Word 2016 is a word processing application that allows you to create a variety of
documents like letters, flyers, and reports. More than ever before, Word 2016 gives you the ability
to do more with your word processing projects.

1(Smh Design Templates :
<5 £ -d o
WO rd Recently Used Files R e R Sy e B, LU © ol Bl
e -
Recent
Today P
3 ©
b |
D) Take a
- tour
-] Blrd S iammnt Wk Lovm ) Wued Longhe @acod (Hhard!
a Title a TITLE TITLE
a S Ao et
a ——— ——=f
a AnEm EECDED
Wdee
Phs) jomd Bt g, Ve S el (Lo
b |
& Open Onher Documents .[Lt-l.g- BE

Select the Blank Document

Gl sty = |11 : ErECR HE T | asecene| asmecee 2 i AdB sssbcer anmcen o —— ]
n.:nr Trammturiy ¥ E M amn v B a- B e - 1 Horesall | Thiotonc.. Feadingl  Fnedeng 3 - Sobtite b o] gl {E_l
ebeied 1 Fodt : Faragenzh - - - e -
‘_‘,/""F'L . a . + —
~ | Bl
g anad Word Cosssber
V ‘!’ !
Fagrlell Sworth : _ == L r =




The Quick Access Toolbar

Located at the top of the Word window, the Quick Access GO0 R &M e
toolbar provides quick access to common commands. By
default, it shows the Save, Undo, and Redo commands. It
can be customized with commands.

Insert Design

Customizing the Quick Access Toolbar
Click the drop-down arrow to the right of the Quick Access toolbar.

1. Select the command from the drop-down N B @ -
menu. To choose from more commands, " UMD T) Cstomize Quick Acess Toolbar
select More Commands. -, . L. v Mew )
- Bl | Bady) Open ]

2. The command will be added to the Quick
Access toolbar.
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The Ribbon

Word uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs,
each with several groups of commands. Each tab will be used to perform the most common tasks in
Word.
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Customizing the Ribbon Display
The Ribbon is designed to respond to whatever task is selected. However, the Ribbon can be
hidden.

1. Click the Ribbon Display Options arrow in the upper-
R Auto-hide Ribbon right corner of the Ribbon.
Hide the Ribbon. Click at the top 2. SeleCt the desired Option

of the application to show it

.. Show Tabs

:a‘j p-';"""t‘,’:‘;" o C;“ 3 Pressing the Control-F1 buttons can also be used to hide and unhide
D to show th ommands
o Show Tabs and Commands the rlbbon
=== Show Ribbon tabs and
commands all the time



The Ruler
The Ruler is located at the top and to the left of the M O P
document. [t makes it easier to adjust the document with | -
accuracy. The ruler can be hidden to allow for more
space.

1. Click the View tab. . |
2. Click the check box next to Ruler to show or hide j ‘/\\%'
the ruler.

Backstage View

Backstage view gives the user various
options for saving, opening a file, printing,
and sharing documents. To get to the
Backstage view, select File from the Ribbon.

Retated People

Document Views

Word 2013 has a variety of viewing options that change how the Print Mode
document is displayed. The view options are Read Mode, Print Read Mode T Web Layout
Layout, or Web Layout.

y y \ B EH B - I
Print Mode

This is the default view. There are page breaks in between each page.

Read Mode
In this view, all of the editing commands are hidden. Arrows appear on the left and right side of the
screen to toggle through the document.



Web Layout
This view removes page breaks.

Document Setup

When working on a document, it is important to think about the look of the document and how it
should be formatted. One formatting aspect to consider is whether to make adjustments to the
layout of the page. The page layout affects how content appears and includes the page's orientation,
margins, and size.

Page Margins

A margin is the space between the text and the edge of the document. By default, a new document's
margins are set to Normal, which means it has a one-inch space between the text and each edge.
The margins can be changed.

Formatting Page Margins

Word has a number of built in page margins. To access the margin D& «@® = -
OpthIlS i Hgl;}?;\//‘ Insert Design Layout
¥ = = *— Breaks
; e {0 Line Numbers ~
1. Select Layout tab. QR e iation Sax Columns o eation -
2. Click the Margins command 1| Normal

Top

3. A drop-down menu will appear. Click the preferred U | e
margin size. -

Narrow

Moderate
Top 1 ottom:1
Left 0.75 Right: 075

Wide

Left 2 Right 2

Using Custom Margins

If none of the predefined margins work for the document, Word allows for custom margins to be
created.

Go to Layout > Margins > Custom Margins
The Page Setup dialog box will appear
Adjust the values as necessary

Click OK
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Margins Orientation Size Columns

3 Ho.m;,'f'» " Insert

DRE® @ -
Design

¥ H:‘ Pj %= Breaks -
Il

Normal

Top: 1 Bottom: 1
Lef: 1 Right: 1
Narrow

Top: 05 Bottom:0.5
Lef: 05 Right 05
Moderate

Top 1 Bottom:1
Lef: 075 Right: 0.75
Wide

Top: 1 Bottom: 1
Left 2 Right
Mirrored

Top: 1

Inside: 1.25

Office 2003 Default
Top: 1 Bottom:1
Left: 1.25 Right 125

Page Orientation

[ Line Numbers +

¢ Hyphenation ~

rPage Setup M1
Margins Paper Layout
Margins
Top: 79 = Bottom: 1 =
Left: 1 = Right: 1 =
Gutter: 0" 5 Gutter position: Left Izl
I Crientation
A |
A]
Portrait  Landscape
Pages r

Word offers two-page orientation options: landscape and portrait. Landscape means the page is
oriented horizontally, while portrait means the page is oriented vertically.
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Changing Page Orientation
1. Select the Layout tab. H S 0D
2. Click the Orientation command in the Page Setup group. file  Home
3. Adrop-down menu will appear. Click either Portrait or il
Landscape to change the page orientation. Margins Siution

4. The page orientation of the document will be changed. ’ -
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Page Size

By default, the page size of a new document is 8.5 inches B - DRe®meE-
by 11 inches. Depending on the project, the page size may file  Home Imset  Design
need to be adjusted. If the page size needs to be adjusted, T I“f‘-i, 4= Breaks - Indent
the settings can be found in the Layout tab. Margins Orientation (SRR Columns ' :"h””'"b""' = ;’"h
v - v - be Hyphenation ~ + Rig|
/ﬁ{4 Letter -
= 7/ 1 Legal
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Document Looks

With any type of document, you can use a variety of Themes and Styles. Themes and Styles can be
applies during the document setup before any typing actually begins, or after all the information is
in the document.

A is a unified set of design elements and color schemes that you apply to pages to give them
a consistent and attractive appearance. Using a theme is a quick and easy way to add interest to
pages and give them a professional look and affects the entire document.

A is a definition that determines the document formatting options that are applied to
characters or paragraphs

To access Themes and Styles, select the Design tab. Themes are mm

in a drop-down option with examples of the different Themes. |As]
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Styles focus predominately on the text in the documents.

AL - B

Also, the color scheme and font of a Theme of Style, you can be changed by selecting Colors or
Fonts on the Design tab.
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Customize Colors

Customize Fonts...

Working with Text

There are numerous options for formatting text and changing
the appearance of text within Word. Formatting options besi References M
include bold, underline, italics, font size and spacing and as
well as other font effects. Most of the formatting options can
be found in the Font group on the Home tab. phesrd 5 Fant T
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Formatting Text

Possibly the most frequented types of formatting include changing the font, re-sizing the font, bold,
underline, and italics. But Word offers so many other options to format the text. To format the text,
select the text to be formatted, then select which formatting option the text needs.

Right-clicking the highlighted text will also generate the quick-
access toolbar which provides a number of formatting options. Calibri Body) - |11 ~| &' A" & -

B I U W=~ A -iZ-15- anyles

Some of the other text formatting options include spacing, L
highlighting, super and subscript, font color, as well as text effects. By Copy

'y Paste Options:

Spacing can create space between the letters of a word making the

A Eonl
word take up more space, or it can take space away between the S Panagraph.
letteI‘S p Smart Lookup

Example Example

[
-

Highlighting places a coloring over the text selection. v Mew Comment
Highlighting

Super and Sub Script will decrease the size of the text and raiser or lower it.
SuperScript subScript

Other options include colors and text effects
COLURS

Text Bifects

If the formatting needs to be cleared on a selection, highlight the area and click clear
formatting.

More font options can be found by clicking on the expansion arrow at the bottom right corner
of the Font group.

Formatting Paragraphs

Word offers a variety of formatting options for paragraphs.
There are indent and spacing options, working with orphans
and widows, and alignment, just to name a few. The different
options can be found in the Paragraph group of the Home

ul

tab or by right-clicking on the selection of text to be Paragraph
formatted.
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To format the paragraph, use the mouse to highlight the selection of text and then click the

formatting option needed.

Spacing options changes the space between the lines of a paragraph. Alignment options provide for

the ability to left, center, right, or full justify.

View Add-ins

Sl ==L AaBbCeDe, Az
= = = B . [ T Normal | Th
~7
i 10
r 4 115
// -
V.

Line Spacing Options...

Add Space Before Paragraph

Remeove Space After Paragraph

More paragraph formatting options can be found by clicking
on the expansion arrow at the bottom corner of the
Paragraph group. Options include more details for alignment
and spacing, along with indentions, tabs, and line and page
break options.

Creating Lists & Columns

Lists are a way to make two or more items in a document stand out from the rest of your text and

Paragraph l ¥ iy

Indents and Spacing | Ling and Page Breaks

General
angoesent: [T~ ]
Quthine level: | Body Text 3

Indertation
Left: o 3 Speciat By
Bight: o + (nans) T|

Bdurar indents

Spacing
Bedare: 0 pt Lige spacing: 13
After: Bpt & Multiple [#] 108

Don't add spage between paragraphs of the same style

Praview

| set A5 Drefault

can be used for a variety of reasons, such as giving instructions, explaining the order of events,

listing specific items that should be done, etc.

Cancel ]

4
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Bulleted and Numbered Lists
To apply bullets or numbers to your text, highlight the text and choose the

Bullets command button, which is in Paragraph group of the Home tab. e e
Different bullet and numbering styles can be selected by clicking the wwnel| e o] |4 o
menu button next to the Bullets command. v

To halt the bullets, click the command button again and they're removed.

Creating Columns

To add columns to a document: s DPeedm-
1. Select the text you wish to format. = ._ i
2. Select the Layout tab s o S CLWL 4T Line Numbers
3. Then click the Columns command. A drop-down menu will D~ — el
appear. N =
4. Select the number of columns to create. i S| T
5. The text will format into columns. 1 = [
Cotumns [2&2&] The column choices are not limited to the drop-down menu
Presets _ that appears. Select More Columns at the bottom of the menu
E LU iE El to access the Columns dialog box. Click the arrows next to the
One Two Three Left Eight | .
e m Number of columns to adjust the number of columns.
‘Width and spaging Preview
Lol #:  Width: Spacing:
[t ]les  E : To remove column formatting, place the insertion point
] j : anywhere in the columns, then click the Columns command
ETIETOmE on the Layout tab. Select One from the drop-down menu that
Applyte: | Whole dooument E| Start new column appeaI‘S.
[_Concel ]

Page and Section Breaks
Breaks in a document can make it appear more organized and improve the flow of text. You can
add Page breaks and Section breaks.

Page breaks allows text to move to the next page before reaching the end of a m

page. —
1. Place the cursor where the break should occur. j ",I: j
2. On the Insert tab, click Page Break. There is also a Breaks option in Blank Page  Table

the Page Setup group of the Layout tab. Page Ereak
3. The page break will be applied to the document, and the text will Fages fables
move to the next page.

12



Section breaks create a divider between parts of a document, allowing each section to be formatted
independently. To add a section break:

1. Place the cursor where you want to create the break.

2. On the Layout tab, click the Breaks command, then select the
desired section break from the drop-down menu that appears. Mk the i s i

3. Asection break will appear in the document. : Cotunn )

The text before and after the section break can now be formatted
separately. Hext Page

There are three types of Section breaks.

e Next Page: Adds a section break and moves text after the break
to the next page of the document. This is useful for creating a ¢ DR A e
new page with normal formatting after a page that contains
column formatting.

e Continuous: Adds a section break and work to continue on the same page. This type of
break is useful when needing to separate a paragraph from columns.

o Even Page and Odd Page: Adds a section break and moves the text after the break to the
next even or odd page. These options may be useful when you need to begin a new section
on an even or odd page (for example, a new chapter of a book).

Creating Tables

A table is a group of cells arranged in rows and columns. Tables are useful for various tasks such as
presenting text information, numerical data, and creating forms. In Word, you can create a blank
table, convert text to a table, and apply a variety of styles and formats to existing tables.

Creating a Blank Table

1. Place the mouse pointer where the table needs to be. ome [JEEEE Desiogn  Laout  Redd
2. Click the Table command from the Insert tab. = I S e Y 3
3. Adrop-down menu containing a grid of squares will appear. Hover s Tl Pictures p?("[';f:s Shapes Sm:
the mouse over the grid to select the number of columns and rows 43 Table i
in the tabl N [ |
In the table. OO 000000
4. Click the mouse, and the table will appear in the document. ﬂ%&%ﬁﬁjétﬁ
5. Place the cursor anywhere in the table to add text. (nnnln(n/nnE
] O I
N v
B Insert Table..
™ Draw Table
B Excel Spreadsheet
Bl Quick Tables 3

13
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Creating a Table with Existing Text
Word can convert other text information into a table, and it can use the tabs or other
separators to separate the data into two columns.

1. Select the text to convert.

2. From the Insert tab, click the Table command.

3. Select Convert Text to Table from the drop-down menu.

4. A dialog box will appear. Choose one of the options in the Separate text at: section.
This is how Word knows what text to put in each column.

5. Click OK. The text appears in a table.

Convert Text to Table M

Table size
Number of columns: 1 s
Number of rows: 4

AutoFit behaviar

»

@ Fixed column width: | Auto

") AutoFit to contents

A

() AutoFit to window

Separate text at
@ Paragraphs () Commas
(") Tabs ) Other:

oK ] [ Cancel

Formatting a Table
Once a table is placed into a document, a Table Tools tab appears in the ribbon with many
formatting options for the table. The Table Tools tabs has a Design tab and a Layout tab.

The Design tab focuses on the appearance of the table, such as adding colors, borders, shading and
patterns to the table.

Document] - Wesd
Dresgn Layout Beferences  Maibngs B
) Header Row [ First Colureen e o o b . J
Total Reww Last Cobumn EEEE ===== =[==== - Yipt —— = &
EEEEE | — | I— Shadny  Beeder Bardéii Border
' Eanded Rires Banded Colenig . - Snder - LE Pen Cales = = Pairter

Takle Stybe Oplicsri Table Styled Banden
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The Layout tab focuses on the structure of the table, such as inserting and deleting rows and
columns, the height and width of rows and columns, alignment of text.

Inserting Images and Shapes
Pictures and shape are a great way to illustrate information and add accents to an existing
document. Pictures can improve the overall appearance of a document in used appropriately.

Insert a Picture
1. Place the cursor where the image should appear.

2. Select the Pictures or Online Pictures option from the Illustrations Design Lay
group on the Insert tab. L_| EL

3. [If Pictures is selected, the Insert Pictures dialog box will appear. The - 2
image should be located, selected, and then you can Insert the image. Pictures Online

4. 1If Online Pictures is selected, an Insert Picture box will appear, with the Pictures

option to perform an online search. Once the search is performed, select
the image to use, and then select Insert.
5. The picture will then appear at the location of the cursor.

Once the image is in the document and selected, a Pictures tab appears in the ribbon with
formatting options for the image.

Inserting a Shape

Word also has a large selection of shapes that can be added to a bt References  Maifings  Review
document, including arrows, callouts, stars, squares, and flowchart P\\ég/ﬁ o, W
shapes. Like pictures, shapes can add a visual aspect to your document. SPAPE ST Chart Screenshot | 3 My Ade

Recently Used Shapes
H\{jogﬂllﬂ&ﬁ
1. Select the Insert tab, then click the Shapes command. A drop-down % ¢ ¥

Lines
menu of shapes will appear. NANNTLLR AuNG4

Rectangles

2. Select the desired shape. OoDonoOo0

. . - : Basic Shapes

3. C(lick, hold, and drag in the desired location to add the shape to your EOANOACOOOO®
document. @Loodr L7 o080

O00®A0OVXE 3N

Q00 )

Block Arrows

Once the shape is in the document and selected a Drawing Tools tab DEGTOCHERPE S

appears in the ribbon with formatting options for the shape. ??3;:”:’ w0 >BYAG
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If needed, text can be entered in a shape. When the shape appears, you can simply begin
typing. You can then use the formatting options on the Home tab to change the font, font
size, or color of the text.

WordArt

WordArt is the text inside a text box, and can have many effects added to it, similar to the effects of
shapes. The text can also be transformed to have a wavy, slanted, or inflated appearance. Word
offers a variety of Quick Styles for WordArt. The Quick Styles can then be formatted to suit an
individual need. Just like when adding Shapes, the Drawing Tools tab will appear once WordArt is
added to a document.

To apply a quick style to text:

1. On the Insert tab, click the WordArt command in the A L St = UIE N O
Text group. A drop-down menu of text styles will appear.  weas ;Z:‘j‘ "™ Equation Symbol
Select the style to use. - J -

2. The text will appear in the selected style. If desired, the ' A \ﬁc\ A A
font or font color can be changed from the Home tab. A A A

If the text was not already in a text Box, World will place it in A A A

one once WordArt is assigned to it.
To transform text:
1. Select the text box, or select some text inside of the text box. e I e & B
2. Inthe Format tab of the Drawing Tools tab, click the Text BTRERET oomn- r?l'Z? | T e
Effects drop-down arrow in the WordArt Styles group. 1A S e ————
3. Adrop-down menu of effects will appear. Hover the mouse
over Transform and select a transform effect from the menu % *
that appears. A el
4. The text will transform into the selected style. A > osten »
a. Tramthorm b Mo Trangform
If desired, you can add additional effects such as shadow, bevel, :. '_p N
and more to the transformed text. T
abcde abcde  abcie  @bede
abtde abede <¢7r 2330
e w® {3

W e
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SmartArt

SmartArt is used to communicate information with images and graphics instead of just using text.
Word provides many options and different types of SmartArt such as lists, cycles, hierarchy, etc.

Adding SmartArt
1. Place cursor in the document where the
SmartArt graphic is to appear.
2. From the Insert tab, select the SmartArt
command in the Illustrations group.
3. Adialog box will appear. Select a category on the
left, choose the desired SmartArt graphic

Leign

Table Pil:tul-'ﬂ- Online Shapes Smartft Chart Screenshot
B P"—w p
Nlustratians

Tables

References Mailings

Layout

4. Then click OK.
5. The SmartArt graphic will appear in your
document.

A SmartArt Tools tab will be added to the Ribbon e

once the SmartArt is added. The SmartArt Tools tab
has a Design and Format Tab.

The Design tab focuses on the layouts, styles, colors of the SmartArt image as a whole.

The Format tab focuses on the individual shapes in the SmartArt image. Itis similar to the Drawing

Tools tab for Shapes and WordArt.

To add text to a SmartArt graphic:

1. Select the SmartArt graphic. The SmartArt task
pane will appear to the left.

2. Enter text next to each bullet in the task pane. The
text will appear in the graphic and will resize to fit
inside the shape.

3. To add a new shape, press Enter. A new bullet will
appear in the task pane, and a new shape will
appear in the graphic. You can delete any bullets
you're not using to remove the shapes.

Typer ettt beree
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Mail Merge

Mail merge is used to create a document that is sent to i Mailings

many recipients. The document is the same for each :

recipient, but mail merge allows the document to be StM-:g vl Rﬁﬂi;Ii:c:ty L

personalized for each recipient. The personalized [ Letters 1 rite &
-

E-mail Messages

information is captured in another source, usually a

spreadsheet. There are a few steps in the process. The ceclopes-.
Labels...
process is started using the Mailings tab on the Ribbon. Directory

Mormal Word Document

A8 0= 0

1. Set-up document or start with blank document.

2. Connect to the data source that contains the
personal information.

3. Determine what fields of the source to use.

Step-by-Step Mail Merge Wizard...

Farst_Name
Insert Mail Merge Field

Mail Merge Fecipients 1 ]
Insert Design Layout References Mailings I r
05131 1t o reipients that il b used i yous merge. s e opions ek 10 33 oo change our s
Uséthe ene e tros ‘o or
. Review  View  Add-ins
ot -
{ - [T — Tor 85 Lakerew Wey L =t R § ° [3 Rul M
FT - - P L =1 = \ 3 >
Start Maid Select } reet MaiMegbrtn. [7 il o 32060 Swee e ) e St
Merge - Recipients = © t v ! ack MeiMegenercs. [7 Abel Bace 12205, Cory o L 2 Match Fields
o 1 : o] e o Address Greeting Insert Merge v 2
BT Type a New List Write & o Rudeans 525, Victor Street Sc
s Mike 2208 Hltywood Dr. Hollywood Block  Line Field ~ F 1
T Usg an Bxsting List. - Write Employee ID Previe
B3] Choose from Outlook Contacts Ota sauree ne vecpient s b ' [
n [Masintergetrerase s u"‘m

Hare_Date

4. Determine where those fields will go on the document and any formatting that needs to be
done to each field.

Preview the document.

6. Complete the merge.

v

3 M4 L]

iekds ™ [DFind Recipient =
Previes . Finish &
Results L Check for Ervoes .

aFirst_MNames» «last_Mames T

whddressy

aCityn, aStaten afipw
Mike Sammis

2208 Hollywood Or.
Hollywood, CA 89022
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Headers and Footers

Headers and Footers are a great way to provide certain VAl EE 4 Lt
information such as the title, date, or page number for a document. "= < AT Do
To insert a Header and/or Footer on the document, select the

Header or Footer option in the Header and Footer Group in the '*

Insert Tab of the ribbon. ok (e Gl

When Header or Footer is selected, a list of header or footer
options appear. Enter the information you wish to display in the
Header or Footer.

Banded

There will also be a new tab on the ribbon called Header & Footer Tools, which provides many
formatting options for the Header and Footer. Options on the tab include a page number, date, file
name, etc.

HS-0Daema: Document! - Word

File Home " ot ¥ < Malngs Revew

e « Provices Difterent Fint Page Header trom Top 05 P m

» Next Diffetent Odd & Even Pages » Footer from

Header footer  Page Date & Document Quick Pictures Onkne Goto \
. Nuvber*  Time Info~ Pans~ Prtwes Footer <. Show Document Tt &) resert Algoonent Tab

[Type here]

Meader

Cutting, Copying, and Pasting Text
Text may need to be moved or copied from time to time. Word offers a variety of ways to move
text.

Cutting moves text from one location to another.

Copying will duplicate the selected text to place in another location in the document.

Once text has been cut or copied, it can be pasted to a new location in the document.

There are three options to cut, copy and paste text: the Ribbon, shortcut menu, and a keyboard

shortcut. To get started, select the data to be cut or copied, then use one of the following three
options.

19



Ribbon Short Cut Menu (Right Click) Keyboard Shortcut
Cut: Control+X

¥ Cut i~ - Copy: Control+C

| Ly Cof
Paste @ Copy B PateCptoms Paste: Control+P

- ¥ Format Painter

Clipboard ra

Undo & Redo (possible the two most used buttons!)
In the event an action needs to be repeated or undone, this can be by using S~ O
the Undo and Redo buttons found on the Quick Access Toolbar.

Find and Replace

To look for certain information in a document, search for it by using the Find feature. If there is text
that needs to be updated or replaced, there is an option to locate and replace it quickly and easily
with the Find and Replace feature.

Use the Find feature with an entire document or the Advanced Find feature ) [Fd o

for just a selection of text. To use the Find feature, go directly to the Find O Find

feature to search the entire document. The Feature is located in the Editing £ Advanced Find..
group of the Home tab. 3 GoTo. >

The Navigation window will appear on the left side of the screen. Type in

Navigation s
| o-  what should be searched. As the word(s) being searched are being typed,
Hesdings  Pages  Results items in the document are being highlighted at the location of the
searched text.
Text, comments, pictures... Word can find
just about anything in your document.
Use the search box for text or the magnifying
glass for everything else.
If text should need to be replaced in the document, but it is uncertain where the IOIEEEE

specific text is or how many instances that text may appear, the Replace feature
will be helpful. The Find and Replace option can be selected in the Editing Group
of the Home tab.

3D Replace
L\.; Select -
Pl Editing
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The Find and Replace dialog box [ Find anc Repiace ===

will appear. Type in the text to Fied| Regiece |Gale

search for and what to replace it tmdwhet i =
with.

Replace with: l]
There are options to choose to
replace each instance one by one ; -

Bdore > > Cancel
or replace them all. The other : : :
e )

options are available for the
search through the More menu.

Review Tab

The Review Tab provides many tools to assist during the creation of the document, as well as once
the document is complete. It offers a spelling and grammar check, dictionary, thesaurus, ability to
comment on a document, as well as tracking the edits of a document.

AR (-:I Fe® = 4+ J — W e Rt . M Provieus QJ
e ! d% ¥ - . L v crt ]

A % A - el L (N .
Speling & Theisuns Word  Smat Tramilste Language  Hew e Tanch Acoepl Rject Compare Restsel  Lisked
A Courtl | Lockap - . Conmant Commentl Chang - - -

v L[

Spelling & Grammar tool will proof the document and offer suggestions for errors it catches.
Please note, it is not perfect and will not catch all errors and will catch some things are correct.
Define feature will provide the definition of a word. A Microsoft account is necessary to access a
dictionary. Thesaurus will offer suggestions to selected words or phrases. Word Count counts the
numbers of words in the document.

Adding and Review Comments
While creating or reviewing a document, comments may be used to ask questions of the text or to
clarify information. To add a comment to a document

1. Highlight the selection of text for comment

2. Select New Comment from the Comments group on the Review tab

3. A pop out box will appear near the selected text and the comment can be typed.

4. A callout box will appear in the margin near the text with the comment for readers to know

there is a comment nearby.

5. To view the comment, the reader can click on the callout box, and the text with the
comment will become highlighted and the comment will appear.
"0 & DT J) R Dree= o
Testing | . A few seconds ago
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Track and Review Changes

Track and review changes allows users to track suggested changes to a document, without actually
changing the document unless the suggestion is accepted. Every change made to the document will
appear as a colored markup. If text is deleted, it won't disappear—instead, the text will be crossed

out. If text is added, it will be underlined. This allows the reader to see edits before making the
changes permanent.

Track Changes
Track Changes must be turned on in order to use the feature. From

the Review tab, click the Track Changes command. The reader .Z' TSR Markup -
can then make the suggested changes to the document. Once the Track

reviewer has completed the review, the reader can review the

changes and choose to Accept or Reject them. Tracking

To accept or reject changes:

=01, EFS Simple Markup -

Changes ~ Reviewing Pane -

T

1. Select the change you want to accept or reject. £ Previous

2. From the Review tab, click the Accept or Reject command. . 2] Next S—

3. The markup will disappear, and Word will automatically - -
jump to the next change. The user can continue accepting =~ = <ol
or rejecting each change until you have reviewed them all.

4. When finished, click the Track Changes command to turn Accept All Changes

off Track Changes_ Accept All Changes and Stop Tracking

To accept all changes at once, click the Accept drop-down arrow, then select Accept All
Select Accept All and Stop Tracking to turn off track changes.

Printing a Document

Pr

1. Click File and then click Print.
(Keyboard shortcut: press CTRL+P).

2. To preview the next and previous pages,
at the bottom of the Print Preview
window, click Next Page and Previous
Page.

3. To set the printing options, do the
following:

a. To change the printer, click the
drop-down box under Printer, and
select the printer that you want

b. To make page setup changes, including changing page orientation, paper size, and
page margins, select options needed under Settings.

4. Click Print
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Saving a Document

1.
2.
3.

Click the File Tab.

Click Save As.

Select a location or choose Browse to select a
location not listed.

In the Save As dialog box, in the Save as type
list, select Word Document.

In the File name box, enter a name for the
document.

Select Save.

ey
b Libraces » Documents » v |49 W Search Documents

2l
|
Organize v New foider - ® |
Some library features are unavailable due to unsupported lbrary locations. Click here to leam more... x
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