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Write and Edit

What is Word?

With Word on your PC, Mac, or mobile device, you can:
e Create and format your document with Themes.
e Review work with Track Changes.
e Polish your words with proofing tools like Editor.
e Save to OneDrive, to get your documents from your computer, tablet, or phone.

o Share your work to chat, comment, and collaborate with others, wherever they are.

Create a document
To create a document, simply open Word, select a blank document or template, and start typing. Word offers many
professionally designed templates to help you create letters, resumes, reports, and more.

Create a blank document
1. Open Word. Or, if Word is already open, select File > New.
2. Select Blank document.

Create a document using a template

1. Open Word. Or, if Word is already open, select File > New.
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. JOIN US AT OUR -
Title ANNUAL EVENT ]
1 Meawwa - —— ‘_ B J
g ’ Poapot Ton
AEEEED
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2. Double-click a template to open it.



Tip: Pin templates you like, so you always see them when you start Word. Select the template and then select the pin icon
that appears next to the name of the template.

Search for a template

1. Open Word. Or, if Word is already open, select File > New.
2. Inthe Search for online templates box, enter a search word like letter, resume, or invoice.

Search for online templates

Suggested searches:  Business Personal Industry Print Design Sets Event Education

Or, select a category under the search box like Business, Personal, or Education.

3. Click a template to see a preview. Click the arrows on the side of the preview to see more templates.

Report design (blank)
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Create

4. Select Create.

Add and edit text
Add text

1. Place the cursor where you want to add the text.
2. Start typing.
Replace text

1. Select the text you want to replace.



o To select a single word, double-click it.
o Toselect a line, click to the left of it.
2. Start typing.
Format text
1. Select the text you want to format.

2. Select an option to change the font, font size, font color, or make the text bold, italics, or underline.

Calibri (Body ~ |11 ~| A A  Aa- A

B 7 U ~abes X, X /M~ - A -

Font [P

Copy formatting

1. Select the text with the formatting you want to copy.
2. Click Format painter, and then select the text you want to copy the formatting to.

Tip: Double-click Format painter if you want to copy the formatting in more than one place.

Check spelling, grammar, and clarity
Word autocorrects a lot of mistakes for you, and if it's not autocorrected, you'll see a squiggly line appear under
misspelled words, a double underline for grammar, and a dotted line appear for issues with clarity.

Note: This feature is only available for Office 365 subscribers.
Fix spelling and grammar as you work
1. Right-click text with a squiggly line or a double underline underneath.

2. Select the correct spelling from the list of suggestions.
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Check your entire document



1. Select Review > Check Document.

2. In the Editor pane, you'll see Corrections and Refinements to help improve your writing with each task broken

down by category.

3. Select a category to review, and Word shows a suggestion for each issue it finds.
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Select the drop-down arrow to see why Word suggests this advice.
4. Select a change if you'd like to keep it, and Word moves to the next issue.
5. You also have other options for working through document issues:
o Ignore Once: Word skips this item once in your document.

o Don't check for this issue: Word skips all instances of this issue in your document.

Show word count
When you need to know how many words, pages, characters, paragraphs, or lines are in a document, check the status bar.

Check the number of words in a document

e Check the status bar to see the number of words of your document.

fits in your documen
table, click where yo

Reading is easier, tod
the text you want. If

1330 WORDS [

PAGE 2 OF 3

e For apartial word count, select the words you want to count. The status bar shows the word count for that
selection and for the entire document.


https://support.office.com/en-us/article/ab3fdbda-e994-4ff1-9b8a-a8bc81569e05
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Find the number of Characters, Paragraphs, and Lines

e Click on the word count in the status bar.

Statistics:

Pages

Wards

Characters (no spaces)

Characters {with spaces)

Paragraphs 28
Lines 83

Include textboxes, footnotes and endnotes




Format Text

Change line spacing
Change the line spacing in your document to make it look how you want.

Change line spacing for the entire document

1. Select Design > Paragraph Spacing.

2. Under Built-In, hover the cursor over each spacing option to see how the line spacing changes.

3. Select the option you want.

File Home Insert Layout References Mailings Review View Q Tell me what you want to do
Aaj Title TITLE fith Title TITLE Tite E =7 Paragraph Spacing ~ |—'ﬁ
e R e | s Crtemereee WeaminG 1 ! el - Style Set
Themes | Tomao— | Somims = mrmmmmen st Secoemnis Tooimoe— (| Colors Fonts
N N N —(".4 Default
Document Formatting &
ST Default
Include textboxes, footnotes and endnotes No Before: 0pt
After: 8 pt
Line Spacing: 1.08
Compact
5| Tight
? Open
Format Text
% Relaxed
Change line spacing
; Double
Change the line spacing in your document to make it look how you want.
Custom Paragraph Spacing...
Change line spacing for the entire document
1. Select Design > Paragraph Spacing.
2. Under Built-In, hover the cursor over each spacing option to see how the line spacing changes.
3. Select the option you want.
b NSO AR, / T UF DU, P | & omaloos N T | N gy

&l [

Page Page
Color = Borders
ackground

Note: If you want to single space your document, select No Paragraph Space.
Change line spacing for select parts of your document

1. Select the paragraphs you want to change.

2. Select Home > Line and Paragraph Spacing.

3. Select the amount of line spacing you want.




Insert Design Layout References Mailings
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Change line spacing for select parts o Line Spacing Options...

1. Select the paragraphs you want t Add Space Before Paragraph

&
S

2. Select Home > Line and Parag: Remowve Space After Paragraph

3. Select the amount of line spacing you want.

Or, select Line Spacing Options.
4. In the Paragraph dialog box under Spacing, select the options you want, including the
spacing Beforeor After each paragraph.
Note: If you want your custom line spacing to be the default spacing for all new documents, select Set
As Default and then select All documents based on the Normal template and finish by selecting OK.

Or, select Line Spacing Options.

4. Inthe Paragraph dialog box under Spacing, select the options you want, including the
spacing Beforeor After each paragraph.

Insert Design Layout References Mailings
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- = Ll : bt Before: 0pt = Line spacing: At
3. Select the amount of line i want.
e After: Bpt = Multiple ~| [hos =
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4 Inthe Paragraph dialog box under Spacing, select
spacing Beforeor After each paragraph. Preview
Note: If vou want vour custom line spacing 1o be the defay
As Default and then select All documents based on the )
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Or. select Line Spacing Options. Tabs... Set As Default Cancel
4. In the Paragraph dialog box under Spacing. select the options yvou want, including the
spacing Beforeor After each paragraph

Note: If you want your custom line spacing to be the default spacing for all new documents, select Set As Default and
then select All documents based on the Normal template and finish by selecting OK.



Apply styles
Apply styles to text to give your document a consistent, professional look. Word offers many styles to choose from.
Apply a style

1. Select the text you want to format.

Tip: If you place the pointer in a paragraph, the style is applied to the whole paragraph. If you select specific text, only
the selected text is formatted.

2. Point to a style to preview how the selected text would look with that style, and select the style you want.

F_}_ Share

£ Find -

EEC Replace

@ Tell me what you want to da...

AaBbCeDe AaBbCeDe AaBbCc Asgbcc AQB assbeer
TMormal | TNoSpac.. Headingl Heading 2 Title Subtitle |+ DgSeIect'

Styles Ta Editing

Apply themes

Apply a theme to quickly format an entire document and give it a modern, professional look.

Choose a theme

1. Select Design > Themes.

Tike T Tioe
_.-":"-. a . LE Title
— ::Lu—b-—-l-- Faarrg | l:::.:;. s e .
Themes —:oo=om— SISiSiios Tooosmas T s
. i, e, (M e g e e — e e v} S
-
Office el

Aa Aal Aa

. - -- ... .-

Office Facet Gallery Integral
Aa Aa Aa } Aa 1

L L Bl ] ] ] . .- ... ..
—|
lon lon Board... Organic Retrospect

2. Hover over a theme to see how it would look in your document, and select the theme you want.

Choose a style

You can also choose a new style if you want.

1. On the Design tab, choose a new Style. Click More '~ to see all options.
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Change the theme colors

1. Select Design > Colors.

2. Point to a color to see how it will look in your document, and select a color scheme.

Home  Insert [ layout  References  Mailings  Review  View O Tell mewhat you wantto do
e it e Title e e e n =f Paragraph Spacing ~ D @ D
hed ity 1 s i 1 Hiuze|
it e e —— HEATING | ik e i - @ Effects »
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Document Formatting Office (4] Page Background
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File Home Insert Orange Red
This Document e Orenge
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Themes s Red Violet
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Change the theme fonts
1. Select Design > Fonts.

2. Point to a font to see how it will look in your document, and select a font.

Home Insert I Layout References Mailings Review View Q Tell mew
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File Home Insert Layout Corbel

Aaj This Document
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Insert tables, pictures and watermarks

Insert tables
In Word, you can insert a table, convert text to a table, and even draw a table.

Insert a table
To quickly insert a table:

o Select Insert > Table and move the cursor over the grid until you highlight the number of columns and rows you

want.
m HOME IMSERT DESIGM PAGE LAYOL
B CoverPage~ D r )
0 leg [& B

[} Blank Page ) '
L Table Pictures Online Shapes SmartAn
" Page Break v Pictures -
Pages 5x2 Table itions
I
L0000

I A |

| s s s s s |

For larger tables, or to customize the table:

1. Select Insert > Table > Insert Table.

FILE HOME IMNSERT DESIGM PAGE LAYC

B Cover Page - D E |-—Ql_:l r[

7] Blank Page ; ’
N Table Pictures Online Shapes Smart
= Page Break - Pictures -

Pages Insert Table ition

____________________________ A e S
""""""""""""""" I i § s ) i i 3 i s i

F Insert Table... I}
S

2. Select the number of columns and rows, AutoFit behavior, and then select OK.

Insert Table m

Table size
Number of columns: 5 %
Number of rows: :2 ej‘
AutoFit behavior
@ Fixed column width: | Auto =

() AutoFit to contents

() AutoFit to window

D Remember dimensions for new tables

I—  I—
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Tip: Check Remember dimensions for new tables if you want all new tables to look like this.

Convert text to a table

1. Separate the text you want to convert to a table with paragraphs, commas, tabs, or a special character. Then select
the text.

2. Select Insert > Table, and then select Convert Text to Table.

Home Insert Design Layout Re

]|—||_|Lt:1|_eéi|aP

Page Table  Pictures Online Shapes 5
BEreak < Pictures <

Insert Table

A Insert Table...
[ Draw Table
Convert Text to TaIT{Le...

I%l(‘)

a

@ Excel Spreadsheet .
F Quick Tables >

3. Select the table size, AutoFit behavior, and how you separated the text: paragraphs, commas, tabs, or a special

character.
4. Select OK.
Draw a table

1. Select Insert > Table > Draw Table.

2. Draw a rectangle to make the table’s borders. Then draw lines for columns and rows inside the rectangle.

First... then...

-
I,

L

and =0 an...
—

Lo
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Select a style
1. Click anywhere in the table to select the table.

2. Onthe Table Tools > Design tab, select a style.

TABLE TOOLS
- REVIEW VIEW DESIGM LAYOUT
1D

—| Shading  Border
- Styles = E

Insert pictures
Get your point across visually — with pictures.

Add a picture from your computer
1. Select Insert > Pictures.

2. Select the picture you want, and then select Insert.

Design Layout References Mailings Review i @ Tell me what you want to da
B D 1) "5 SmartArt T e, VT = i %+ [7] Header - E -~ [# - T Equation ~
g Insert Picture = 4 - B Q) Symbal ~
c] Y
ages  Table Pictures On Text D
T T Pict I <« reports » 0365 » word v & Search word L Box~
Tables Text Symbols
Organize + Mew folder =~ @ @
_J 3D Objects ~ - o
.
[ Desktop . [
Documents B = [ ]
‘& Downloads 1 2 3
j Music -
[&] Pictures . . — ) -
m Videos
. . 4 5 6
. OSDisk ()
P
=x Data Drive (0:) -: IS
=x¢ Templates (T:) B | 1 . I -
= Home Drive (U:)
- i 7 3 9
- malalaki (\\/QEB
|_j Metwork I ; 4 I B
hd 10 1 12 A
File name: IJ ~| | All Pictures (*.emf:*.wmf;*)pg;* ~

Teols Cancel
2_Select tmmmd.thmh“ﬂ

15



Add an online picture
1. Select Insert > Online Pictures.

2. Select the picture you want, and then select Insert.

Design Layout References Mailings Review View Q Tell me what you want to do 9. Share
R ~N ™ ol s B VIS
P D K a Ei)) ] SmartArt 8 Store W EEB =} [] Header ERAF U Equation
i N ¥ gl Chart - = [3] Footer~ 4~ 5 € Symbol -
ges  Table Pictures Online Shapes 3 My Add-ins ~ Wikipedia Online Links  Comment Text |
> - Pictures ~ i Screenshot~ Loath Video - [#) Page Number ~ Box~ Cl=
Tables Ilustrations Add-ins Media Comments Header & Footer Text Symbols

b bin ms n [y

Add an online pi¢  Sizev Type~ Color~  Creative Commonsonly »  Clear filters
1. Select Inse

How multiple sclerosis progresses

A

2. Select the p)
Resize a picture

» Select the p)
‘Wrap text aroung
« Select the p|

v
Hover over the op!

These results are tagged with Creative Commons licenses: review the license to ensure you comply. Show all results X

You are responsible for respecting others' rights, including

: Select one or more items. Insert Cancel
copyright. Learn more here.

isearch] With Text Wrapping Lest

Resize a picture
e Select the picture and drag a corner handle to resize it.
Wrap text around picture
e Select the picture, and then select an option to wrap the text around the picture.

Hover over the options for a preview.

E- LAYOUT OPTIONS X p help
oo click
Online In Line with Text =
embed ~ ant to
add. ¥ —— i to
search With Text Wrapping pest
fits you r
docum Hath ot ==
produd I,
footer, N = @5
design ther.
Forexg @ Movewith text (0 hing
cover g Fix positionon @ |Click
ferent gal page Blso
ign and ¢
g See more...
ur new th es,
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Move a picture

o Select the border of the picture, and drag it to the new location.

Insert Icon
Communicate your ideas with icons.

Insert an icon

1. Select Insert > Icons.

Draw Design Layout References Mailings

ﬁ L - R s s [ ﬁ 1 Smartaut
L) '™ | a0 lag <] M s Char .
Cover Blank Page  Table Pictures Online Shapgs loons £l Do
Page= Page Break o Pictures = Models - e Screenshot -
Pages Tables |Nustrations

% Don't see this feature? Inserting icons and SVG files are only available to Office 365 subscribers on Windows, Mac,
Android, or Windows Mobile.

2. Select the icon you want, and then select Insert.

SR N RPN ECEUELN N N B b A
- A A BN P2

—  @monloGadEcim=a0dn
s Mt 0o f e e

W ® IO NLSSIRENE R
i & e X &8

=R me&mLaes=BE [
B B8 .

3. Select an option to wrap text around the icon, and move it where you want it.
Change the icon color

e Right-click the icon and select a color from the Fill drop-down.
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Insert WordArt
When you want text to really stand out on a page, use WordArt to add outlines, shading, and other effects to your words.

Add WordArt

1. Select Insert > WordArt and select the option you want.

4 @Signature Line - L Equation
F.;':-:;.Date & Time ) Symbol =~

WordArt OCrop
= Cap M object ~ ] Mumber

A A A A A
A A AN ! A
A A A A S

2. Enter your text.

T .

%V@uﬂrﬁ itéﬁzft [‘m@rf@

o O o]

Convert existing text to WordArt

1. Select the text.

2. Select WordArt and select the option you want.
Customize your WordArt

1. Select the WordArt.

2. Select Text Fill and select an option.

Drawing Tools

View Farmat Q Tell me what you want td

A Text Fill -

A A [\ -] A TetOutline~

7| /A Text Effects~

WordArt Styles [Pl

3. Select Text Outline and select an option.
Add Text Effects

1. Select the WordArt.

2. Select Text Effects and select an option:

o Shadow
18



Reflection

o
o Glow
o Bevel
o 3-D Rotation
o Transform
Rotate your WordArt

1. Select the WordArt.

A Ted Fill- ||} Text Direction ~ 1 Bring Fol
B Text Outline=  [5] Align Text = — [ Send Ba
Pasition Wrap
) Text Effects~ & Create Link +  Ted- Ol Selectio
/B Text Arrangl
;J_ Shadow 3 LS =
B\ )
s\ Reflection 3
A\  Glow »
) No Transform |~
/B\  Bevel 3
abeds
,’l\ 3-D Rotation
ey Follow Path
cde, otUe.  wed,
ﬁ, Transform » ° n h = oni)
w o
h “rde"h ;%,\q\" "”noq
Warp
abcde abcde abcde bcde
abcde abede 282 &%

2. Select the rotation handle and drag it to rotate the text

O

/

P

o =y

Welegy
e T SV
e f?clf S’Ude

Q@

O
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Add watermark

Quickly add a watermark to any Word document.

Add a watermark
1. Select Design > Watermark.

2. Select the watermark you want.

Layout References Mailings Review

-l—me TITLE Tithe Title

eI | [

View Q Tell me what you want to do

u ;‘Paragraph Spacing ~
- @Eﬁfe(ts'

Document Formatting

S

d watermark

uickly add a watermark to any Word document.
|dd a watermark
1. Select Design > Watermark.

2. Select the watermark you want.

sl _ Colors Fonts
e AR . @ Setas Default

L)

de

~

B RN

Watermark Page Page
v Color - Borders

Confidential

S share  [J

CONFIDENTIAL 1

DO NOT COPY 2

Disclaimers

COMFIDENTIAL 2

DO NOT COPY 1

DRAFT 1

DRAFT 2

@ More Watermarks from Office.com

[ Custom Watermark...

SAMPLE1 -

Add a custom watermark
Select Design > Watermark.
Select Custom Watermark.

Select Picture or Text.

A w0 o

Add the logo or text you want.
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Layout Margins

Change margins
Change margins in your document to change the layout and make sure everything fits.

Apply a predefined margin setting

1. Select Layout > Margins.

Home Insert Design References

@ DDE IE "= Breaks ~ Indent
; ) ) i i Line Mumbers~ 3= Left: |0
Margins |Crientation  Size Columns

- > > > bt Hyphenation~ =% Right: |0
Page Setup T

2. Select the margin measurements you want.

Mormal

Top: 1" Bottom: 1"

Left: 1" Right: 1"

Marrow

Top: 0.5" Bottom: 0.5"

Left: 0.5" Right: 0.5"

Moderate

Top: 1" Bottom: 1"

Left: 0.75" Right: 0.75"

Wide

Top: 1" Bottom: 1"

Left: 2" Right: 2"

Mirrored

Top: 1" Bottom: 1"

Inside:  1.25" Outside: 1"

Office 2003 Default

Top 1" Bottom: 1"

Left: 1.25" Right: 1.253"
Custem Margins...

Note: If your document contains multiple sections, the new margins apply only to the selected sections.
Create a custom margin

1. Select Layout > Margins.

2. Select Custom Margins.

3. In Margins, use the Up and Down arrows to enter the values you want.

4

Select OK when done.
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References

E |_—E'|_Q¢ ID *— Breaks ~ Indent Spacing
- i Ij_ - 2 Line Numbers - = Lefkz 0.25" = = -
PMMargins Orientation Size Columns o — 1o = Position Wra
- - - - Text
Page Setup 7 >
Page Setup
Margins Paper Layout
Margins
Top: o.s" = Bottom: .57 =
Left: o.5" = Right: .57 =
Sutter: o~ = Gutter position: Left ~
Crrientation
Portrait Landscape
Pages
MNote Multiple pages: Mormal - the s
Previews
Apply to: Whole document -~
Crea
Set As Default _ Cancel
2. Select Custom Margins.
2. In Margins, use the Up and Down arrows to enter the values you want.
4. Select OK when done.

Insert a header or footer

Use headers and footers to add a title, date, or page numbers to every page in a document.

Insert a header or footer
1. Select Insert > Header or Footer.

2. Select one of the built-in designs.

Design Layout References

Mailings

Review

1
2,
- 8
4

In Margins, use the Up and Down arrows to enter the

. Select OK when done.

S share D [
—~ = o - - i -
j = ,_—|<>/. ] SmartArt il store W E’ﬂ@ @, 'I':] [] Header A E ~ & TT Equation
= 1l Chart . Built-in “
le  Pictures Online Shapes = . Wikipedia Online Links Comment
Pictures = &+ Screenshot ~ ¥ My Add-ins Video - Blank
es Hlustrations Add-ins Media Comments
Lrea;
Set As Detaurt oK Miseherct
. Select Custom Margins.

Blank (Three Columns)

Insert a header or footer

Insert a header or footer

1. Select Insert > Header or Footer.

2. Select one of the built-in designs.

Use headers and footers to add a title, date, or page numbers to every pag

Mype here] Mype bere] [Type hese]

Austin

o srvees tit]

Banded

[POCUMERTTITLE

Facet (Even Page)

V-

Facet (Odd Page)

Facet (Even Page)

Page number on geometric graphic,
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3. Type the text you want in the header or footer.

4. Select Close Header and Footer when you're done.

4. Select Close Header and Footer when you're done.

Note: To edit any existing header or footer, open the Header & Footer Tools by double-clicking
inside the header or footer area.

Different first page
1. Edit an existing header or footer by double-clicking inside the header or footer area.
2. Inthe Header & Footer Tools, select Design and then Different First Page.
Remove header or footer

« Select Insert > Header or Footer.

« Select Remove Header or Remove Footer.

Note: To edit any existing header or footer, open the Header & Footer Tools by double-clicking inside the header or
footer area.

Different first page
1. Edit an existing header or footer by double-clicking inside the header or footer area.

2. Inthe Header & Footer Tools, select Design and then Different First Page.

Remove header or footer
e Select Insert > Header or Footer.

e Select Remove Header or Remove Footer.

Insert or remove page numbers
Add basic page humbering to your document or remove your page numbers.

Insert page numbers
1. Select Insert > Page Number.
2. Select where you want the page number to appear.

3. Select the style you like and Word automatically numbers each page for you.
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Design Layout References Mailings Review  View Q Tell me what you want to do Q 0

4 Share L)
Ty I L - - [7- ion -
a Q>"I [] SmartArt il store W E‘W@ = [ Header E-[¥- T Equation
E 1] Chart o ; i [2] Foter~ 4-5 | QSymbol- each page for you.
ures Online Shapes &y Add-ins - Wikipedia  Online Links | Comment Text
Pictures ~ s ocreenshot - Video - [#] Page Number - Box ™ M-
lllustrations Add-ins Media Comments B Top of Page 3 Symbols A
[s] Bottom of Page »  Simple
B Page Margins ¢ Plain Number 1
[/ Current Position »
Insert or remove page numbers E‘E Format Page Numbers... 1
E;( Remove Page Numbers
Add basic page numbering to your document or remove your page numbers. Plain Number 2
Insert page numbers
1. Select Insert > Page Number. !
2. Select where you want the page number to appear.
Plain Number 3
3. Select the style you like and Word automatically numbers each page for you.
Start page numbering on second page
e l_Onien the Headsr & Enater Tonle by double-clicking inside the headsc or fonter area Bage X

Start page numbering on second page

1. Open the Header & Footer Tools by double-clicking inside the header or footer area.
Select Design > Page Number > Format Page Numbers.

Set Start at to 0 and select OK.

Select Different First Page.

a M DD

Select Close Header and Footer.

Design Layout References Mailings Review View Q@ Tell me what you want to do
) T3 SmartArt AV Exﬂ +:] Header - -7~
|_—|<>’_| = Sma ol store it % [ Header E Q‘
Onlie Shuges 11 Chart Wikioedia | Onine | Links | G [5] Footer~ I B 9
nline apes = - Wikipedia nline n omment ext
Pictures ~ i+ Screenshot~ & My Add-ins Video - [#] Page Number - Box - -
Ilustrations Add-ins Media Comments Header & Footer Text
Page Mumber Format ? X
Mumberformat: (1,2, 3, ...

|:| Include chapter number
Chapter starts with style: |Heading 1 e
Use separatorn - [hyphen] [

Examples: 1-1, 1-A

Page numbering
O LContinue from previous section
@) start at: | 13| =
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Remove page numbers
1. Select Insert > Page Number.

2. Select Remove Page Numbers.

Insert or remove a page break
Use page breaks to control where a page ends and where a new page begins.

Insert a page break
1. Place the cursor where you want to start a new page.

2. Select Insert > Page Break.

Home Design Layout References Mailings Review View Q@ Tell me what you
i

B D F ' ) 75 Smartart & store AV E"ﬂ@ a, ] [ Hea

1/l Chart o _ : [2] Foot
Table  Pictures Online Shapes 3 Wy Add-ins - Wikipedia Online = Links | Comment

- Screenshat=  *F VY ins . - Pa
- Pictures - @+ Video d,
Tables [Nustrations Add-ins Media Comments Headeg

B U=

[ ]
Cover EBlank | Page
Page~ Page | Break

Lo |

Pages
Insert a Page Break (Ctrl+Return)

End the current page here and
move to the next page. 2age Number.

9 Tell me more Page Numbers.

Insert or remove a page break

Change page break settings

1. Select Layout.

2. Inthe Paragraph group, select the small arrow.

3. Inthe Paragraph dialog box, select Line and Page Breaks.

4. Under Pagination, choose the option that works best for you:
o Widow/Orphan control
o Keep with next
o Keep lines together

o Page break before
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dome Insert Design References Mailings Review

™% IE = Breaks - Indent Spacing Ls [& Align -
j_ ; f[ILine Numbers~ 2= Left:  [0" : I: Before: |0 pt : -~ . u D’ Group
htation Size Columns . = —1| Position Wrap  Bring Send  Selection
> S > bt Hyphenation - =% Right: 0" - | += After: |8 pt - Text~ Fonward = Backwasd Pane k Rotate -
Page Setup [P Paragraph P Arrange
Paragraph ? x

Indents and Spacing

Pagination
Widow/Orphan control
File Home Design Layout References Mailing| D Keep with next
N — . [] Keep lines together
TEHEEREET
= S N g Chan [1 Page break before
Pages Table Pictures Online Shapes T
e - Pictures =~ 4 Screenshot~ & My Add-ins Formatting exceptions

Tables Iustrations Add-ins |:| Suppress line numbers

E ™ J\_J Dgon't hyphenate

L1
Textbox options

Cover Blank | Page
Page~ Page | Break Tight wrap:
Pages Mone b

Insert a Page Break (Ctrl+Return)

End the current page here and
maove to the next page Page Number.

© Tell me more Page Numbers.

Preview

Insert or remove 3 page break

Sl Tiet Sarmela Tas Srm ol Tt Sy Tt Sarmelo T Sarm el oot Sarmisln Tt S el Tons Sarml ot
Sl Tieet el Tt S ol Taot Sl it Sl Tt Sl Taot Sl Tt Sl Tt Sl Tat
Sarnpla Teet Sarmpsla T S el 0 Taoet

Change page break settings

1. Select Layout. Tabs... Set As Default Cancel

2. _In the Paragraph group, select the small arrow. ]

Remove a page break
1. Click Home > Show/Hide 1.

This will display non-printing characters—paragraph markers, section breaks, page breaks, etc.—that you may want to see
while you’re working on your document.

2. Double-click the page break so that it's selected, and then press Delete
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Save and print

Save a document
Save your document to OneDrive so you can get to it from anywhere — at work, at home, or on the go.

Save a document
1. Select File > Save As.
2. Select OneDrive so you can get to your document from anywhere.

Save personal files to OneDrive - Personal, and work files to your company OneDrive. You can also save to another
location in the list like This PC, or Add a Place.

Save As

& OneDrive - Contoso OneDrive - Contoso
Tomy K oondond com

y Sites - Contoso
Tomy K QCondoso Com

OneDrive - Personad

Ty K1 234@outiook com

This PC

+ 3 » 8

Add a Place

Browse

3. Enter a descriptive name for the file, and select Save.

OneDrive - Contoso
Get outdoors

Word Document {* docx) - k2 save
More options..

Mame 1

Attachments NOW na me it 117 10:5% AM

Ernail attachments 10/17/2017 11:39 AM
Office Templates 10/19/2017 B:58 AM
Private 4/14/2017 11:36 PM
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Create labels with a mail merge
With your mailing addresses set up in an Excel spreadsheet, use a mail merge in Word to create labels.

Create your address labels

1.

© o N o o &~ w D

e =
N B O

13.
14.

In Word, click Mailings > Start Mail Merge > Step-by-Step Mail Merge Wizard to start the mail merge
wizard.

Choose Labels, and then click Next: Starting document.

Choose Label options, select your label vendor and product number, and then click OK.
Click Next: Select recipients.

Click Browse, select your Excel mailing list, and then click Open.

Make sure the First row of data contains column headers box is selected and click OK.
Check your list. Drag the bottom right corner to make the dialog box bigger. Then click OK.
Click Next: Arrange your labels.

To add the address block, click Address block and click OK.

. Click Update all labels.
. Click Next: Preview your labels.

. If the text doesn't fit, press Ctrl + A to select all, right-click and select Paragraph, select the Don't add space

between paragraphs of the same style box, and click OK.
Click Next: Complete the merge.
Click Print, click OK, and click OK again

Convert or save to PDF
With Word, you can easily convert or save a document to PDF format.

Note: If you're using tablet or phone, see Save a PDF of your file on your mobile device.

Save your document as a PDF

1.

2
3.
4

Select File > Save As.
Select where you want to save your document, like OneDrive.
Select PDF for the file extension.

Select Save.

28


https://support.office.com/en-us/article/save-a-pdf-of-your-file-on-your-mobile-device-05e9cacd-bcb4-4679-a791-fb0331c92906

6 OneDrive - Oxfam

malalaka@oxfam.org.uk

Sites - Oxfam

malalala@aoxfam.org.uk

L ThisPC

o Add aPlace

Account Browse

Options

Feedback

word.doéx=Ward Muthana Alalala 7 = (]
I Desktop > OXFAM = My work for oxfam = Oxfam doc...
word |
Word Document (*.docx) - | Ed save
Word Document (*.dox)
Word Macro-Enabled Document (*.docm)
Word 97-2002 Document (".doc) current
Waord Template (*.dot)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot) .
PDF (*.pdf) modified
XPS Document (*xps)
2018 %08 AM

Single File Web Page (*.mht, *.mhtmil)
Web Page (*.htm, *.htm)

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

Plain Text (".bet)

Word XML Decument (*xml)

Waord 2003 XML Docurnent (*.xml)
Strict Open XML Document (".doex)

OpenDocument Text (*.odt)

Create a PDF/XPS file

If your document has properties that you don't want to include in the PDF:

1.

o o B~ D

Select File > Export.
Select Create PDF/XPS.

Select Options.

Select Document and clear the Document properties checkbox.

Select OK.

Name the file and then select Publish.
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El:': sh as PDF or XP5S

1 < Desktop » OXFAM » My work for oxfam » Cxfam decs » reports » 0363 v O Search 0363
Organize * Mew folder
~ | Options 7 hs
I Desktop A MName F Size
= Page range
= Documents word L
Downloads
* O Current page
J’ Music Selection
| Pictures (O Page(s) From: [4 =] To: [4 &
B videos Publish what
=, 05Disk (C1) (® Document
= Data Drive (0:) Document showing markup
= Templates (T:) Include non-printing information

. Create bookmarks using:
== Home Drive (U3) mje 2

= malalaki (\\|/QEE

Headings
Word bookmarks

Eﬂ Ml Document properties
B Document structure tags for accessibility
v PDF options
File name: | word [] PDOF/A compliant
Save as type: PDF (".pdf) 1 Bitmap text when fonts may not be embedded |

. |:| Encrypt the document with a passwaord .

Cancel Options...

O Minimum size
{publishing online)

Open file after publishing

» Hide Folders Tools Publish

Edit a PDF
To edit a PDF, simply open it in Word.

Convert a PDF to a Word document
1. Select File > Open.
2. Select the PDF file you want to convert, and then select OK.

Note: This converts the PDF to a Word document, so the formatting may change a little. The PDF-to-Word conversion
works best with documents that are mostly text.

Now you can edit the file in Word.
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Share and coauthor

Share a document
Share a document with a co-worker or friend so you can collaborate together.

Share a document
1. Select Share.

2. Save it to OneDrive.

Share

Please upload your document to OneDvive to
share it

CSAT GOALS OneDrme - Contoso

mnm“’mmxoiiw\:rcﬂ'.mu

We know that we're not when it comes to vur

OneDrive {
product packaging Bu: & S is a game-changing
product and so it needs At it gets into the
customer’s hands and ey ackaging
Our primury goal for pa st showease u
product but connect wit Attach a topy instead {d be unigue and
creative, but not simply g different. There
needs to be a reason tot y ... g help the consumer

connect with the produg

3. Give the file a name.

4. Select permissions to decide who has access to the file and if they can edit it.

Link Settings i

Wit il oa Il This |ink 10 woek ST Leam
e

CSAT GOALY @ amoee [y

=

r;': Foopls in yaur angararatian
We koow that we're not ¢ when it comes 1o our

. - ., . .

produce tmn.'l;.agmg Bt .,'_",: People with exisling access = is & gmn:--clunglng
product and so it needs - cnl it gets inte the
J S pedfic prople
customer™s hands and ey packaging

i . Hbar wetings .
Our primary goal [or pa - just showecase o

Allosy editin
product but connect wif 9 nld Ee wnigoe and

creative, but not simply| T set sxpiration date = vy, dilferent. There

nesds to be a reason I'ul;

..} Ccloct permissions

5. Add names or email addresses for the people you want to share with.

6. Type an optional message if you want.
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Send Link e A

. Cnly the secple you specity wil
Nawve 0oeds 1 edint

CSAT GOALS
@ Adgle Vance X

We know that we're not : when it comes 1o vur
- Add antthe o M
product packaging. But = is a pame-changing
product and so it needs ent it gets into the
{ Covv yous v p epwiewy this 'vp(.11 F\ | - )
customer’s hands and ey AN packaging
i L'\I-l

Our primary goal lor pa just showcase

product but connect wif Wild be uaigue and
creative, bur not simply ing different. There
needs to be a reason fot @ s’ #lll‘ help the consnmer
connect with the produ¢ 0 !

M

7. Select Send.

Track changes and show markup
Turn on Track Changes to show edits made in a document, and use Show Markup to show the types of revisions you'd
like to display.

Use Track Changes
e Select Review > Track Changes to turn it on.

Make edits in your document and Word captures any edits you make.
o Select Review > Track Changes to turn it off.

Word stops making new edits, and any made stay in the document.
0 e e e e —— e e

$ ¥ + Pt & D — X o5 Sample Markup - R + Prwvoes B o )
- ; ¢ ’
ax A § Show Markup - & N i
Varshes Langusge  New  Oslots Previoun Nest  Show . £ Acoopt Rejact Compae Rernct Mide  Rasums
9 0 " -
’ v Commant Comments Changes A ' r Ediing nh Assistant
(R Corvrverh Yoy Charge Corvpute Mrdent ) Revoree

MARKETING SEGMENT GOALS

W know that we'se mot the mont cutting-edge whes it comes 1o our
product marksting. But chis release will be different, This 15 a game
shanging praduct 1o it needs 1o be game-changing fram the moment It

Comments v

gets into the customer's hands and even hefore that, Thiv starte with our

packaging. Aed then continees with our marketing strategy . Lymne Roblins
Consdder

Qur primary goal for package design is 1o not just showcaie a2 prodoct but

connect with our comsumer, The packaging shoulidl he unique and creatsve

and not nmply to create something different. There must be & reason for

this packaging—owr marketing rescarch shows that every element shounld

help the consumer connect with the prodect in some way

LmatSonal conpection Is the key. Whether or nut the consumer has seen
sur v CrnE, or i wecing the product for the Niest tune. When they are
i the store shopping. the package ix their Lieat direct smpression of the

product
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Use Show Markup
1. Select Review > Display for Review.
2. Select the option you want:
o Simple Markup points out where changes are made with a red line in the margin.
o All Markup shows all edits with different colors of text and lines.
o No Markup hides markup to show what the incorporated changes will look like.

o Original shows the document in its original form.

layout  References  Mailings

[ W Te odo
%’ (ﬁ# 'E'V:] E B—} Eﬁ aPrevious

) B Simple Markup ] ':’jl'\lext
Translate Language = New  Delete Previous Next  Show Track All Marku Accept Reject Compare
© © Comment Comments  Changes~ Mol kp @ © ©
Language Comments Trat cf .ar P Changes Compare
L Criginal
Use Show Markup

1. Select Review = Display for Review.
2. Select the option you want:
o Simple Markup points out where changes are made with a red i

o All Markup shows all edits with different colors of text and lines

3. Inthe Show Markup list, select the types of revisions you'd like to see:
o Comments
o Insertions and Deletions
o Formatting
o Balloons

o Specific People
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Design  layout  References

Mailings

Use Show Markup

2. Select the option you want:

Accept or reject changes

[‘-\ % ﬁ$ 'E' 1 X M P =S, G5 SimpleMarkup ~ E] € Previous Eﬂ
@ S - T Show Matkup~ = 5] Nex
Check  Translate Language = New  Delete Previous Next  Show Track Acennt. Reject Compare  Block R
cessibility v v Comment Comments  Changes» ¥ Comments v v Authors =
cessibility Language Comments v Ink Changes Compare Proteq]
v 1198 teserech shows thet avvry element sheobd 4
v Insertions and Deletions | vk the groduet 1o vome v
v Formatting '.‘.,
[j—. Balloons » a
Specific People »

1. Select Review > Display for Review.

oSimnla Marbun nainte autanhers changac aze made with 3 zed lins in the ma)

Before you share your document, accept or reject tracked changes to remove any markup for a clean look.

Accept or reject changes one at a time
1. Place the pointer at the beginning of the document.

2. Select Review > Next to see the first tracked change.

+ X € 3 28 A Merhu

eh Oy r ] S
)
aa A L 5 St My - vl Xl oy sl 5 o
Tarakin Larguumge  New  Dodete Nwocus Nea Tack Accap! Fagect Compare Pantaizy Hde  Roune
; = Arviaing Prre
iy ~ Comment - Cranzem - g - - - fantng =k Asastem
= Lavgange Conmera Tacdrg r Dhwrges Corrpurs Frotect e PezaTw
D Finalize design ang content 2726 a3
O Neinncw ta mannfecturing

MARKETING SEGMENT GOALS

Lyrnre Robbirs 2 hou's 190
Corarder re wendiug this satence.

> y
- Baply 2 Ravches

h\'u konow 1hat we re ool the ssust cutUpg-edye when it comsd (o vur
product markebing Fut tho releaxe will be different Thix ix 4 game
5 L D yamss

changlay produ ¢ saris with our
sentinues wik our marks tng =iralegy.

thangioy. This

packaging. Aml thin

ur primary goil lor pechage design is tu ol juxl showvase

shoald by

steale sumethang differend. There musl ke « ccuson loe

4 product but

ronmert with our ronsumer. The packaging unipar and ceeative

and uot shamply (o

this packuging—ver marketing rescarch shows that every elesent should

help the consumer connect wich the product 1o some way

Umotional connection ie the key Whether or mot the consumser hae seen

wor advertisi is secing the product for the flrst time. 'When they are

in the etore shopping, the package is their first Impression of the

produrt

Lynne Rebbing
Deleted: |

Lynne Rebibins
Deteted: o the wawvert i st ko e
cunroenes s harde med even befoce

@ Adels Vancn
Let's ez ware to sk the strebogy w2 the meat
eoctian

Lynne Rebhine
Dealeted: foo e s of caiog

Q Adele Vance

Srcabd we meenca someedlng ahaut Zemac)

3. To keep the change, select Accept.
To remove the change, select Reject.
Repeat this until you've reviewed all tracked changes in the document.

Accept or reject all changes at once
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1. Place the pointer at the beginning of the document.

2. To accept all changes, select Review, select the arrow below Accept, and then select Accept All Changes.
To reject all changes, select Review, select the arrow below Reject, and then select Reject All Changes.
Delete comments

e Toremove a comment, select Review > Delete.
Or, right-click the comment and select Delete Comment.

« Toremove all comments, select Review, select the arrow below Delete, and then select Delete All Comments in
Document.

Use Word on a mobile device
Edit or create documents from just about anywhere using the Word mobile app on your mobile device.

Install Word on your mobile device
1. Go to the download site for your device:
o Toinstall Word on a Windows device, go to the Microsoft Store.
o Toinstall Word on an Android device, go to the Play Store.
o Toinstall Word on an iPhone or iPad, go to the App Store.
2. Search for the Word mobile app.
3. Tap Microsoft Word or Word mobile.
4. Tap Install, Get or Download.
Open the Word mobile app for the first time
1. On your device, tap the Word app.
2. Sign in with the account you use with Office 365.
Be productive on the go
o Create and save your documents on your device or in OneDrive.
o Edit and format text, even using Styles. Tap the ribbon to see all of your options.
e Word saves changes you make automatically so you don't have to worry about losing your work.
e Share files with your coworkers by sending a link or attachment.

e Open attached documents from your email and edit or comment on documents directly in the Word maobile app.
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Use word for school

Research a paper
Researcher in Word helps you research topics, find reliable sources, and add content with citations all within Word.

Note: Researcher for Word is only available if you have an Office 365 subscription in the following languages: English,
French, Italian, German, Spanish, and Japanese.

Research and add content with citations

Researcher uses Bing to pull in the appropriate content from the web and provide structured, safe and credible
information.

1. Select Reference > Researcher.

Document1 - Word

Home Insert Draw Design Layout References
— * - : -

) Add Text - 1 s Man

AB ” gV =
| Update Table AR' - LA Style

Table of Insert 2> Smart Researcher Insert

Contents - Footnote Lookup 5 Citation - ¥\ Bibli
Table of Contents Footnotes . Research Citations & Bibl

2. In the search box, type a keyword for the topic you're researching, and press Enter.

3. Choose a topic in the Results pane.

FY
Researcher Voo
Find Sources | My Research
Use word for school Oxfam X
Research a paper Relevant topics -
Oxfam
Researcher in Word helps you research topics, find reliable sources, and add cont DXFAM . ) N -
History, Oxfam's work, Cffices and affiliates...
Mote: Researcher for Word is only available if you have an Office 365 subscription
French, ltalian, German, Spanish, and Japanese.
s L
Research and add content with citations } * v Oxfam Australia
Researcher uses Bing to pull in the appropriate content from the web and provide Ux FAM History, Emergency response, Programs, Ca...
information. huystralia
1. Select Reference » Researcher.| o
Oxfam Canadz
History, Mission, Activities, Methods, Fundraising
Design Layow
= — More topics

Or, select the plus sign in the upper right hand corner of on any result to begin an outline, add the result as a topic
heading, and save a link to the result in a comment.
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4. Explore the text in the Results pane and select one of the following:
o Add - to add only text to your document.

o Add and Cite - to add text and also include a citation for the source.

o See all images - to open the image gallery. Choose the plus sign to add the image to your document.

Find Sources | My Research

é_.

Rainforest

See all images

Overview

Rainforests are forests characterized by high rainfall, with annual

rainfall in the case of tropical rainforests between 250 and 450
entimetres, and definitigns YETlTe B R e Tloly B foTah Iy le LI -1
rainforests. The monsoc Add and Cite  vely known ... Read

More Add

en.wikipedia.org - Text under CC-BY-SA license

5. After you add text or image, you are prompted to update your bibliography. Select Update to automatically create
or update your existing bibliography.

Edit citations

o Select the citation and select Edit Citation from the drop-down..

Edit Source...
Convert Citation to Static Text
Update Citations and Bibliography

Write an equation or formula
If you need to use an equation, add or write it in Word.

1. Select Insert > Equation or press Alt + =.

2. To use a built-in formula, select Design > Equation.
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3. To create your own, select Design > Equation > Ink Equation.

4. Use your finger, stylus, or mouse to write your equation.
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5. Select Insert to bring your equation into the file.
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Improve accessibility and ease of use

Do things quickly with Tell Me

Use the Tell me what you want to do text box to enter search words to find what you want to do, get to feature, or
perform an action.

You can also use Tell Me to find help articles, or to use Smart Lookup to research or define the term you entered.
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Improve your reading skills with Learning Tools
Learning Tools helps you improve your reading skills, by boosting your ability to pronounce words correctly, read quickly
and accurately, and understand what you read.

Note: This feature is only available if you have an Office 365 subscription. If you are an Office 365 subscriber, make sure
you have the latest version of Office.

Use Learning Tools to help with reading fluency and comprehension
Select View > Learning Tools, and then select an option:

o Column Width can be used to change the width of the line length, to reduce visual crowding and improve focus
and comprehension on words and characters in a text-rich document.

e Page Color can be set to be Sepia (pale yellow page with print feel), Inverse (black background with white text)
to make text easy to scan and consume, or left at None.

e Text Spacing increases the spacing between words, characters, and lines, to easily scan text and aid reading
fluency.

o Syllables shows the breaks between syllables of words in your content, to improve word recognition and
pronunciation.

o Read Aloud lets you hear your document and see each word highlighted simultaneously in your document.
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