Microsoft
Word 101

Course Facilitator: D] McDonald


http://superuser.com/tags/microsoft-word-2013/info
https://creativecommons.org/licenses/by-sa/3.0/

Contents

Getting Started With WOLd .......ccviiiiiiiiiii s 3
OPENING FLES... ettt 3
Navigating Files & DOCUMEINLS .......ccviuiiiiiiiiiieiiiciie e 4
SAVING DOCUMIEILS ... bbb 4
MANAGING FILES.....oiiiiiiiiiiic s 5
COPY/ CUL/ PASTE ..ttt bbbt ni s 6
PLIEING ot 6
Change Text FOIMAttNG......cccviiiiriiiicie et 6
CLEALE A LIST.rurieiieiicict e 7
Create a list frOm EXISTNG TEXT..uviuiiriiiriiriiiieieiiseseses s eas 7
Create @ TADLE ... e 7
Format Pages 1 WO ..o 8
AlIZN YOUT AOCUMENL ...cvriiiiiiiiiiiiicicti s es 8
Adjust the PAge OIIENTAION. .....viviiieiicic s sees 8
Change the 8126 Of the PAPEL ..o 9
Adjust the headers and fOOTELS ... 9
Insert page or section breaks with the Breaks Menu ..., 10
Adjust the margin size with the Marging tOOL. ..o saens 10
Add columns to split your text vertically 0n the Page.......cccccviiiiiiiiiniiiicic e 11
Experiment with dOCUMENE STYLES .....viuiiiiiiciiiiiic s 11
Customize the Quick Access Toolbar by using the Options command...........ccveuvicinieinieinicnicnieneneeeens 12
Use mail merge for bulk email, letters, labels, and envelopes.......cc.ocviviiriiiniiniiniieeees 13
TUtnt On/ O SPEIl CRECK. ... vttt ettt 14
Use FINA & REPIACE. ...t 14
Insert & Format Graphic Elements into Word DOCUMENLS .......ccvciiiiriiiiiiiiiciiiiciricieie e 15



Getting Started with Word

1.

Open up Word. There are several ways to do so:

a. Click the Start button in the bottom left-hand corner of your screen and use your

mouse to scroll to “W” for “Word” and then double click to open the Word app.

b. Click on the Search bar in the bottom left-hand corner of your screen and type

“Word” to open it.

c. If you have Word saved to your toolbar, double click the Word icon to open it.

Opening Files

1.

To open a new Word document, go to File — New — Blank Document. There are also several

templates you can choose from if you’re looking for something specific.

To open an existing
Word document, go to
File — Open and then
navigate to where your
file is stored. There are
a lot of places it could
be. Let’s take a look at
the dialog box that will
appear (see right).

The default view is the
“Recent” tab. These
are your most recently
opened documents.
Useful for if you’re
continuously updating
documents and need

to refer back to them

regularly.

If you don’t see the document you need, hit the “Browse” folder to look through your other

documents.
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Pin files you want ta easily find later. Click the pin icon that appears when you hover aver a file.
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Navigating Files & Documents

B This PC If you can’t find your document on the Recent list, you will need to
I Desktop navigate your PC to find it. There are a number of places it could be on
= Documents your PC:
¥ Downloads a. Desktop is the initial “home screen” of your computer. Any
J‘) Music

regularly used files could be saved here.

= Pictures

H Yideos

e Windows (C:)

b. Documents is where I store most of my documents to keep
myself organized.
= itdjm (W-te-tra c. Downloads is where anything downloaded from the web or the
internet is located.
d. Music are audio files. Pictures are image files. Videos are video
files.
e. Windows (C:) is a public drive. I wouldn’t recommend saving
files/documents here as this may be accessible by other users.

. Itdjm is my personal network drive. About once a week I back all

of my files up to this network drive in case my computer dies.

Saving Documents

1. Navigate to File — Save As. Then, youll =™ :
4 5 ThisPC 5 Windows (C) > Users » itdjm > Desktop v, o Search Desktop
want to decide where you’re going to T . =
& OneDrive A Name Date modified Type Size
put this file. I like to put everything into ~ =wx e e
skop New folder File folder
[ Documents Newsletters File folder
folders on my desktop to keep me F— b Frtase
b Music 5 Mestings w Alan Notes Microsoft Word D... 19K8
. = Pictures 5] Mms:& Excel 101 Course Materials Microsoft Word D... 1408 KE
Organlzed- Videos % Microsoft Outlook 101 Course Materials Microsoft Word D... 1,184 KB
‘e Windows (C)
a. To create a new folder on your = fmticts v >
P v Sort by >
5 . File name: | Microsoft Outlook 101 Course | Group by >
deSktOp) Wheﬂ You re SaVng, gO Save as type: | Word Document Refresh -
- s enis J. McDenal ez itle: atitle
D k h . h ]i k Authors: D J. McDonald L Title:  Add a tith
to your Les tOp, then rlg t-clic [save Thumbnil Undo New CtrieZ
Give access to
with your mouse and point to o New Pt ‘ -

Optians Properties Shortcut

Microsoft Access Database

=3

“New”, then “Foldetr” and then

Bitmap image

Microsoft Word Document

¥ Microsoft PowerPoint Presentation

type in a name for your folder.

Microsoft Publisher Document Copy » Word and Excel Class Docur
Text Document

Microsoft Excel Worksheet

5 m &

This will create a new folder

Copy » Outlook documents
§ Compressed (zipped) Folder

B pyiop . To D From Diane » Security Training

with that name on your desktop.

2. Then, to save the document in that folder, double-click on the newly created folder.



Managing Files

1. Navigate to the folder icon on your task bar, OR if you can’t find it type in “File Explorer”
into the search bar.

2. This will take you to all of your saved files. Here, you can rename, copy, delete, and move
files around. Simply right-click on the file to see all of the options. You can also create
shortcuts to be able to easily access files from your desktop.

3. To add a file or shortcut to your desktop, simply click and drag it on to the desktop. You

may have to minimize other windows
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Copy/Cut/Paste

If you want to copy text from an email to a Word document or vice versa, you can use the keyboard

shortcut CTRL C to copy text to the clipboard.
CTRL X will cut text from one place to another.
CTRL V will paste cut or copied text.

You can also look in the upper left-hand corner of the ribbon — Home tab — Clipboard group to
access Cut/Copy/Paste Options.

Printing
1. Do NOT try and set up a printer on your own! Call the Service Desk and they will send a
technician out to set up a printer for you.
2. Once your printer is set up, simply go to File — Print and then select the printer you want to

print to.

Change Text Formatting

1. In the Font group on the Home tab, you can change the formatting of your text.
a. Font will change the font type. Make sure this is something easy to read; Arial or
Times New Roman are safe bets.
b. Font size will change how large your text is. Make sure it’s not too big or too small;
size 11 or 12 is perfect.
c. Bold, italicize, and underline are demonstrated here. Highlight and Font color will
make certain text stand out.
2. In the Paragraph group on the Home tab you can create bulleted or numbered lists,
change the alignment of your text, change your paragraph spacing, and/or add borders to

your text.

File Home Insert Design Layout References Mailings Review View

L

Paste .
« % Format Painter

Clipboard T p Paragraph




Create a list

To start a numbered list, type 1, a period (.), a space, and some text. Word will automatically

start a numbered list for you.
Type* and a space before your text, and Word will make a bulleted list.
To complete your list, press Enter until the bullets or numbering switch off.

Create a list from existing text

1. Select the text you want to change into a list.

2. Go to Home> Bullets or Home> Numbering.

Home

- — 1— 1i—
B— v |(2— v A—w
— z— i-

T Paragraph T

Create a Table

For a basic table, click Insert > Table and move the cursor over the grid until you highlight the

number of columns and rows you want.

Table
Lx2 Table
L]
D:}%DDEID
SEEELImEEE

For a larger table, or to customize a table, select Insert > Table > Insert Table.



Format Pages in Word
Align your document
Different types of documents call for different text alignments. You can choose whether to align

your entire document to the left, right, or at the center on the Home tab by clicking the Alignment

buttons in the "Paragraph" section.

Insert Design Layout References Mailings LENTE
e These are the buttons that look like a small ""ﬁ ¥ cut cani@ont -1 -Ial e =
ER Copy
. . . Paste ; B I U-~vaex, x* A~ - =l e
version of a document, with small black lines - ¥ Format Painter =TSR a-@l==== 2
Clipboard ) Font & Paragraph

arranged according to their button's
alighment function.

¢ You can also adjust alignment by selecting the
text and objects you want to align, right-
clicking the selection, and
choosing Paragraph. Select your preferred
alighment from the Alignhment menu under
the General header.

¢ You can either set the alignment for the whole document or just a selected piece of text.

Adjust the page orientation

If you need to write the document in a different

Home Insert Design References Mailings Review

orientation, click the Layout tab at the top of

'# Breaks Indent Spacing
I ; {D)LineNumbers~ 3= Left: 0" 2
Orientation 8 Size Columns -

Word, select Orientation, and choose
- - b Hyphenation = =& Right: 0" - +=After  10pt

Ié Before: |0 pt £

up & Paragraph ()

either Portrait or Landscape.

I:l}l Landscape

wiki


https://www.wikihow.com/Center-Text-in-Microsoft-Word

Change the size of the paper

If you need to print the document

Home Insert Design References Mailings Review View Developer

on a specific paper size, click

@ @ % Y= Breaks ~ Indent Spacing =
. . {DiLine Numbers» 3= Left: 0" * 1= Before: |0 5 :
the Layout tab Cth SlZe and Margins Orientatio olumns L) tine Nurnsios N = := - — | Position Wrap
? ? 2 . = be Hyphenation ~ =€ Right: |0" - += After |[10pt i Text
then select your desired size from IEI e [+ = Paragraph 5
% et )
the drop-down list. D Tabloid
" x 17
e This will change the D Legal
85" x 14"
virtual size of the Statement
5.5" x 85"
, ..
document you’re writing [] e
7.25" x 10.5"
as well as the actual size e
. D 11.69" x 16.53"
of the printout. s
D 8.27" x 11.69"
D A5
5.83" x 8.27
B4 UIS)
10.12" x 14.33" wiki

Adjust the headers and footers

A header contains details that will appear on every page of the paper, such as page numbers, your

name, or the document title.

e To set the header of your document, double-click

Document! [Compatibility Mode] - Word

on the topmost part of the page, and the header

3 % =t
field will appear. You can also click e T e T T b oo - - oy Do -
the Insert tab and select Header.

e Footers are just like headers. All text in the footer
will appear at the bottom of each page of your
document. To set the footer, double-click on
the bottommost part of the page, and the footer
tield will appear. You can also use 1

the Footer button on the Insert tab.
¢ You can also format your headers and footers by selecting the View tab and
clicking Header and Footer on the list. This action will open the headers and footers on

your page and allow you to edit them.
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Insert page or section breaks with the Breaks menu

Go to the Layout tab and click Breaks if you

. . File Home Insert References Mailings Review View Developer
want to start a new page or section in your TN = S
9 n
document. You can choose from a variety of LR s i — TEE
Page Setup W Meark the point at which one page ends I
. . and the next page begins.
types of breaks, including Page, Column, o
Column
L . \ndicalel!hatthe.lurfo\iﬂu-:rng the column
and Section. This is a very useful tool if you need = SR e
[ Text Wrapping
. . . Separate text around objects on web
to format different sections of your document in pages,such as caption textfrom body tet.
Section Breaks
different ways. For example, you can use section =/ MextPage
b= Insert a section break and start the new
— section on the next page.
or page breaks to help you format your page \  Continuous
- Insert a section break and start the new
. . section on the same page.
numbers so that the numbering restarts with each el s
. Fjb‘[ \—nseﬂ 3 section break and start the new
new SCCUOI’I. = section on the next even-numbered page. ikl

Adjust the margin size with

the Margins tool

Home Insert Design References Mailings Review View

'H Breaks ~

Indent Spacing

Chck thC Margins buttoﬂ lﬂ o f[Iline Numbers~ 2= Left: 0" * T< Before: 0 pt 5
olumns =
. = = - bZ Hyphenation~  =&Right 0" 2 %Z hdter  10pt 3
the Layout tab and select a margin from P - o =
Top: o Bottom: 1
Left: 1" Right: 1"

the pre-defined margin settings listed on

. Narrow
the drop-down list. If you want to use your Top: 05"  Bottom:0S"
Left: 05" Right: 0.5"

own margin measurements, click Custom

Moderate
. Top: 1™ Bottom: 1"
Margins at the very bottom of the drop- E Left: 075"  Right: 075"
1 Wide

down list to set your own. op T St 1
Lef 2" Right: 2"
Mirrored
Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1" wiki

10
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Add columns to split your text vertically on the page

If you need to create a newspaper-like document, you can do so by adjusting the format of the
document to columns. Click the Layout tab, select the Columns option, and choose the number

and alignment of columns from the drop-down list.

e The Columns button looks like a rectangle

=

Review View

with two vertical columns of blue lines on it. file  Home Inset  Design References  Mailings

Indent Spacing
Dline Numbers~ 2= Left: 0" 2 1= Before: Opt

e If you want to create one, two, or three Margtrs Orerizton =g e el = [ropt

Page § (] Paragraph F}

columns, you can do so from the preset
options. If you'd like to create more, you'll Els
need to choose More Columns from the e
bottom of the dropdown menu.

Right

e Note that this column option is different from Bl AN
the columns you get when you insert items _—
like tables on your document.
Experiment with document styles
All documents have standard built-in styles (for example, Normal, Title, Heading 1). The default
style for text is Normal. The template that a document is based on (for example, Normal.dotx)
determines which styles appear on the Ribbon and on the Styles tab. You can see the current style
presets for your document in the Home tab of the Ribbon.
e Before you apply a style, you can see all of the available styles and preview how they will
appear when applied.
e On the Home tab, click a style to apply it to selected text.
¢ Click the Styles Pane button (the arrow pointing down and to the right) to view and select
from advanced Style options.
e By default, Word applies a paragraph style (for example, Heading 1) to the entire paragraph.

To apply a paragraph style to part of a paragraph, select only the specific part that you wish

to modity.

11
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Customize the Quick Access Toolbar by using the Options command

You can add, remove, and change the order of the commands on the Quick Access Toolbar by

using the Options command.

1. Select File > Options > Quick Access Toolbar.

2. Use the Add and Remove buttons to move items between the Customize the657 Access

Toolbar list and the Choose command from list.

General

Display

Proofing

Save

Language
Accessibility
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Experiment

Customize the Quick Access Toalbar.

Choose commands fl‘Oﬂ‘i:@

Popular Commands

<Separators
Accept Revision
Add Table
Align Left
Bullets
Center
Change List Level
Copy
Cut
Define New Number Format...
Delete [Delete Comment]
F#l Draw Table

<@ HliTiEw

T

~ Show CQuick Access Toolbar
Toolbar Pgsition | Below Ribbon

Always show command labels

Add >>

<« Remove

I>x-0060

Customize Quick Access Toolbar®

For all documents (default)

Mew File
Undo
Redo
<Separator>
Save
Turn AutoSave On/Off
Font Settings
Font Color

C52

Customizations: Reset * 0}

Import/Export * ®

OK

I | Cancel

12




Use mail merge for bulk email, letters, labels, and envelopes

Mail merge lets you create a batch of documents that are personalized for each recipient. For

example, a form letter might be personalized to address each recipient by name. A data source, like a

list, spreadsheet, or database, is associated with the document. Placeholders--called merge fields--tell

Word where in the document to include information from the data source.

You work on the main document in Word, inserting merge fields for the personalized content you

want to include. When the mail merge is complete, the merge document will generate a personalized

version of itself for each name in the data source.

Your first step in setting up a mail merge is to pick the source of data you'll use for the personalized

information. Excel spreadsheets and Outlook contact lists are the most common data sources, but

any database that you can connect to Word will work. If you don't yet have a data source, you can

even type it up in Word, as part of the mail merge process.

Your Outlook contact list can be the source of personalized information in a batch of Word

documents, through Word's mail merge feature.

1. In Outlook, go to Contacts, and select the names you want to include. Or, if you want to

include the whole address book, skip this step.

2. Go to Home > Mail Merge.

Y

Mave

L4

T

[—e Eﬂ
=TT (]
Mail OneMote
Merge

Actions

3. Choose the options you want, and | wmail Merge Contacts

then select OK. Contacts

Note: If you've selected a set of contacts that

you'll want to use again without choosing S —

(® New document

them each time, select Permanent file and -
4 () Existing document:

give the list a name. Contact data file

|:| Permanent file:

4. In Word, on the Mailings tab, insert
Merge options

mail merge fields that pull

Document type:

information from the Outlook

contacts list into your document.

Form Letters -

@AII contacts in current view
O Only selected contacts

Merge to:

Fields to merge
All contact fields

Contact fields in current view

To filter contacts or to change the columns in the current view, on the View tab, point to Current
View, and then choose a command.

Browse...

To save this contact data for future use or reference, specify a file name.

Browse...

Mew Document -

13




Tip: The merge field Address Block is petfect for envelopes and labels; Greeting Line works great for

personalizing letters and email.

5.

Add any text that you want on each of the documents, envelopes, labels, or emails. For example, if

you'te sending a form letter, this is where you write the body of the letter.

Choose Preview Results, and then choose Next * or Previous 4 6 see cach personalized

document, envelope, label, or email.

To complete the merge, in the Finish group, choose Finish & Merge, and then choose Print

Documents or Send E-mail Messages.

Turn On/Off Spell Check

You're typing along, you make a mistake, and you see the wavy red underline.

You fix the mistake, but you've lost your flow, your idea. To avoid that distraction, you can turn spell check

off, then check spelling manually when you're done writing. Here's how.

1.

2
3.
4
5

Click File > Options > Proofing, clear the Check spelling as you type box, and click OK.
The Check spelling as you type option

To turn spell check back on, repeat the process and select the Check spelling as you type box.
To check spelling manually, click Review > Spelling & Grammar.

The Check Spelling & Grammar command

Use Find & Replace

1.

Go to Home > Replace.

Find and Replace

Replace

Enter the word or phrase you want to replace in Find what.
Enter your new text in Replace with.

Choose Replace All to change all occurrences of the word or phrase.

Or, select Find Next until you find the one you want to update, and

then choose Replace.

To specify only upper or lowercase in your search,

select More > Match case. There are several other ways to search in

this menu.

14



Insert & Format Graphic Elements into Word Documents

1. Navigate to Insert > Illustrations.

a.

b.

g.
h.

Pictures will be pictures saved to your computer.

Online Pictures will be a Bing Image Search for online images.

Shapes will be various shapes you can draw into your Word document.

Icons is similar to Shapes.

3D Models allows you to draw 3D models.

SmartArt allows you to create diagrams and other visual aides to make your Word document
stand out.

Chart creates a chart based off of data.

Screenshot will allow you to insert a screenshot of a screen.

2. Click on the image you want to format and go to the contextual tab Picture Elements.

a.

b.

Adjust will allow you to change the color or apply various effects to your image.

Picture Styles will allow you to place borders around your images and/or modify them
turther.

Arrange will move the image around the document, i.e. put the image in front of or behind
text.

Size will change the size of an image. You can also crop an image to make it smaller or cut

part of it out of your document.
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