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Word Fundamentals

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

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

Objectives

Understand the Screen
Create New Documents
Open a File

Save a File

AutoRecover

Navigate a Document
View Documents

View Multiple Documents
Print

Share a Document

The Quick Access Toolbar
Help

Document Properties

Check Accessibility and Compatibility

Close and Exit

© 2025 CustomGuide, Inc.
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Understand the Screen

There are many different elements that make up the Word program screen.

The Word Screen

Review the labeled items in the images below, then refer to the tables to see what everything does.

AutoSave B Document A Kayla Claypool

Insert Draw Design Layout References Mailings

= éf jol @J

Review View Help O Tell mg =

Calibri (Body) |11 -
D[ﬁ B I U-3ax x A

= | 1=
Paste = || &= Styles | Editing | Dictate

- S A- L AR AN O X | - - =
Clipboard = Font ] Paragraph rul Styles Voice -
L 1.--‘|---g---|---1---|-‘-Z---\---3---|---4‘--|---E---|‘--6--‘a---7--- -

Board of Directors Meeting
May 6

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

* Client correspondence

& [nternal communication

® Press releases

& lIndating the weahecita
Al »
Page1of 1 142words  English (United States) £ B - 1 + 90%

o Title Bar: Displays the name of the current G AutoSave Switch: If the current document
file. is saved to a cloud storage location, like
OneDrive or SharePoint, you can toggle

whether changes are automatically saved.

e Quick Access Toolbar: Contains common Q Display Options: This is where you can
commands such as Save and Undo. It can change how much of the ribbon is
be customized to include many common displayed; minimize, maximize or restore
commands. the Word window; or close Word
altogether.

14 [Your Company Name]

Commented [IG1]:
Practice File: None

Discuss the appearance of the Word program screen, briefly
explaining each of the labeled items in the images.




AutoSave (® off) e @y Document

4

File Home Insert Draw Design Layout References Mailings Review Vie G elp O Tellme 1= =
D Calibri (Body) -1 - /%7 0 @:J é
B I U- x, X
Paste I:El does '00 Styles | Editing | Dictate
- B-L-A-pa- AN - - >
Clipboard
L 1 2

[F] Font ] Paragraph ral Styles Voice -
|§|1| -----3-6---4--.---5--.--6---0--7--- -

Board of Directors Meeting
May 6

N o MNew Communications

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

* (Client correspondence

* Internal communication

* Pressreleases
s lindating the wahel s
»

Page 1 of 1

142 words  English (United States) B %l- 1 + 90% I

© ©

Ribbon: This is where you'll find all the 0 Rulers: When the rulers are turned on, they
options you need to make a stellar appear at the top and the left of the
document. The options are grouped into document.

tabs.

Tell Me Search Box: Allows you to search
for commands by typing out keywords.

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

Microsoft Account User Info: When you're Status Bar and Views: Shows summary

logged in with your Microsoft account, your information like the number of pages and

name appears here. words in the document. Next to it are the
buttons to change the document view.

(~)

Document Window: This is where you see o Zoom Slider: Use the zoom slider to change
your document, where you edit and format how big the document appears.
the text.
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Commented [IG2]:

]Create New Documents\ pracice Fle: None

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

Create a Blank Document Commented [1G3]:
1. Open Word and click the File tab.

0 Click the File tab. Document I
X File  Home Insert Draw Design Layout References Mailings Review View Help O Tellme 5 B 2. Click New.

e Click New. Calibri (Body) M == )% 0 @J

ﬁfﬁ D & Boes 5 & & = es | Editing | Dictate 3. Select Blank Document.
o Select Blank Document. TS AL Aae KA A g | S | e i

Clpboard 1 Font 5 Farsgraph 5l syes voice - .

. i A new blank document is created.
A new, blank document is created in a
new window.
Document Kayla Claypool 7 = [u] X

New

OEar(h for online templates el

Suggested scarches:  Business Cards Flyers  Education  Holidays
Resumes and Cover Letters  Letters

Shortcut: Press Ctrl + N to open a new
blank document.

o Take a tour
-

Blank document Welcome to Word

Transform

Close w Aa

- Insert your first
Account Table Of
tant,

16 [Your Company Name]



\Create a Document from a Template\ Commented [1GA]:
1. Click the File tab.

° Click the File tab. 2 : Documentl Koy Cloyposl B —
Fle  Home Insert Draw Design Layout References Mailings Review View Help O Tell me g ©w 2. Click New.
o Click New. Q Calibri (Body) MR 0 @J
@) B IU-woxx<|h - e | Editing | icote roll through the Featured templates to show student:
The New screen has a few | DA S Ao Syles | Edting | pictat Scrol oug| e' ea u.ed emplates to show students
Ciobonrd - ot B oo e = B > the type of selection available.
WayS for you tO Select a lipboard f on g aragrap| 5| Styles foice
template. 3. Select the Business tag in the Suggested searches
section.
First, several featured Documentt KoylaClaypool 7 — O X

templates will appear, after ® New 4. Click the Letters category in the list.
the Blank document template.

n) Home
o 5. Select the Letter With Sales Price Quote To New
You can also search for a [ New arch for online templates » Customer template. (If that template doesn’t appear, feel
temp|ate using the search field E open iussmﬂi S:a;m‘mﬁusiﬂei‘m Cards  Flyers  Education Ho“dawlo free to select any other template instead.)
or select a template categor —
P sory Info = 6. Click Create.
from the suggested searches.
e (Optional) Select or search for ene
a template category. Take a tour
Print
Preview images of the shore
templates will appear for the oot -')
selected category, along With a o Blank document Welcome to Word
Category list.
qQ -
o (Optional) Select an additional ) et you TR
category. Aount Table of -
Selecting additional categories
allows you to narrow your Document1 Kayla Claypool 2 - o X
template search even more. @ B
Only templates that fit into all New
the selected categories will .
oy & Al | Business r
appear. e
= - category 5
o Select a template. -
Letters 51
N Info usiness
A larger preview of the e z
template appears, along with a ﬁ Education 3
. . Save Event 3
description. e oo ;
Print Envelopes 2
- ¢> Forms 2
share Business letter (Sales St... Legal 2
[ Persenal 2
Annual 1
Transform Apothecary Design Set 1
Burgundy Wave Design Set 1
€= Congratulations 1
Fax Covers 1
Account Financial Management 1
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A new document from the template is

Click Create.

created. Now, just fill in the
placeholders.

B Open

As

Print

Share

Transform

Business letter (Sales
Stripes design)

Provided by:  Microsoft Corparation

Use this contemporary letterhead design template
and for your small business or personal stationery.
Don't like these colors? Change them by using the
built-in colors and themes on the page layout tab
of the Word ribbon. This is an accessible
templateSearch for “Sales Stripes for matching
templates.

Download size: 63KB

Cge o
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\Open a File\

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

else has created and shared with you.

\Open a Document

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

from within Word.

° Click the File tab.

o Click Open.

The Open screen appears,
giving you a few ways to find a
document.

e Select a location.

e Recent displays a list of
documents that you’ve
recently opened.

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

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

o This PC lets you browse
through the Documents
folder for files.

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

o Select the file you want to
open.

The selected file opens.

Tip: From the Browse dialog box, you'll
need to click the Open button after
selecting the file.

Document

File ~ Home Insert Draw Design Layout References Mailngs Review View Help 2 Telme & @

Calibri (Body)

Pa;g I:D
- F|A-2-A-ha-

Clipboard_ Font

BT U-ax x|A

= Ape 8
Styles | Editing | Dictate

AN D Lo
[} Paragraph il Styles & Voice “~

Commented [IG5]:
Practice Files:
03-open-a-file-01.docx
03-open-a-file-02.pdf

Commented [IG6]:
1. Starting with Word running but no documents open,
click the File tab.
2. Click Open.
3. Click This PC.

4. Navigate to where you have the practice files saved.

5. Select 03-open-a-file-01.docx.

© Open

{n) Home
D) tew ©)
& Open RQ
Infa
LY
Save
e o
Print —
D
Share
=
Export
Tranisform =

Close

Account.

Document Kayla Claypool 7 - o x

Documents  Folders

Recent
Pinned

Shared with Me Pin files you want to easily find later. Click the |
that appears when you hover over 3 file.

OneDrive - CustomGuide isiieck

Kaylaclaypool @customguide.com @ 03-open-a-fil.. 0561013

Documents s CG ..
- : [ (3-open-a-fil.

Sites - CustomGuide P 21910
Documents

Kaylaciaypool @customauide.com

This PC )

Add a Place

Browse
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]Open a PDF for Editing

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

A copy of the PDF is converted into an

Click the File tab.

Click Open.

Select and open a PDF file.
A dialog box appears,

explaining that opening a PDF in

Word converts it to a Word
document and opensitasa

copy. You’'ll be able to edit the
text, but some formatting and

graphics may look different.

Click OK.

editable document, and it opens so
that you can edit the text.

File  Home Insert Draw Design Layout References Mailings

Calibri (Body) M
@B IU-3zxx A
4

Font. n Paragraph 5

03-open-a-file-01

Kayla Claypool

Review View Help O Tellme & ©

A 2B
Styles | Editing | Dictate

styles Voice -

Info

Save

Save As

Print

Share

Export

Transform

Close

Account

03-open-a-file-01

Open
@ Recent

Q}Q Shared with Me

F OneDrive - CustomGuide

kaylaciaypool @customguide.com

® Sites - CustomGuide

kaylaciaypool @customguide.com

Em} This PC

T Addaplace
[~ Browse

Kayla Claypocl 2 - o X

I [ Documents

Name T Date modified

7] sales Report

@ 03-open-a-fil..  2/13/2018 1:29§
1Y

10/10/201811:1

F| 03-open-a-fil.  2/13/20181:29

Commented [IG7]:
1. Click the File tab.

2. Click Open.
3. Click Browse.

4. Navigate back to where you have the practice files
saved, then select 03-open-a-file-02.pdf.

5. Click Open.

6. Click OK.

Print

Share

Export

Transform

Close

Account

Open
(D) Recent

AR Shared with Me

Kayla Claypool 2 - o X

/N = Documents

Name T Date modified

=

Microsoft Word

10/10/2018 11:1
X

‘Word will now convert your PDF to an editable Word document, This maytakea  jocx  2/13/2018 1:29

while, The resulting Word document will be optimized to allow you to edit the
text, s0 it might not look exactly ike the original PDF, especially if the original file

contained lots of graphics,

[ Dont snowthis message again

Cancel

ur...  2/13/20181:29|

Help

@ Add a Plag

[T erowse
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\Save a File\

Commented [IG8]:
Practice File: Start with a new blank document.

After you’'ve created a new document or made changes to an existing document, you’ll need to save it for

those changes to be preserved. You can also save a copy of an existing document, using a new name, a new

location, or a different file type.

‘Save a New Document

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

it.
0 Click the Save button on the
Quick Access Toolbar.

Since the document doesn’t
have a name or location yet,

the Save As screen will appear.

e Choose a location to save the
file to:

e OneDrive, a cloud storage
folder accessible to all
computers and mobile
devices that you’ve
connected to your Office
365 account.

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

o Select This PC to save the
file locally in your
Documents folder.

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

6 Enter a file name.

o Click Sa

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

Shortcut: Press Ctrl + S to save.

File  Home (afie

Draw Design Layout

Document

References Mailings Review View Help O Telme & ©

Commented [IG9]:
Before starting, enter some filler text in the blank
document.

1. Click the Save button on the Quick Access Toolbar.

In the Save As screen, click through the different locations
available, depending on what your students will have
available. OneDrive and SharePoint may not be available
with their configurations.

2. Select This PC.

Your Documents folder should be the default location for
This PC, but you can navigate up a level by clicking the Up
arrow at the top, or open the Browse dialog box by
clicking the folder name.

3. Enter “My Document” in the file name field.

4. Click Save.

Calibrt (0say) o - & o
Eﬁ[ﬁ B I U-~ax x A B z @
Paste - N ; Styles | Editing | Dictate
B N T A K z = L
Clipboard 1 Font w Paragraph 5l Styles Voice
First
& B - 1 B
Document Kayla Claypool 7 = @

) Home
[ New

E Open

Info
Save
Save As
Print

Share

Export

Transform

Close
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V\utoSave Documents

If you've saved a document to an online location, you'll have the option to automatically save changes.

0 Click the AutoSave toggle
button to turn the feature on
or off.

]Save Progress

AutoSave My Document - Saved ~

File Hg Insert Draw Design Layout References Mailings Review View Help O Tellme =3 =
fﬂ m‘gn (Body) - & el D

D[ﬁ BIU-ax X A =

Paste
- FA-2-A-pa- AN

Clipboard & Font. &

First

Styles | Editing | Dictate

R

Paragraph &l Styles & Voice ~

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

Click the Save button on the
Quick Access Toolbar.

Shortcut: Press Ctrl + S or click the File
tab and select Save.

AutoSave

File Home I
= Calibri (S8Y) Mil
I» :
& B IU-ax X A
- S A-2-A-p- AN

Clipboard & Font. &

First

Changes

4 Draw Design Layout References Mailings Review View Help O Tellme =3 =

Paragraph 5l Syles & Voice ~

My Document - Saved - Kayla Clayposly, =

Je)
% 8
Styles | Editing | Dictate
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Commented [IG10]:
1. Click the AutoSave toggle button to turn the feature on
or off.

Commented [IG11]:
Continue using the same document from the previous
section, ensuring AutoSave is toggled off.

1. Add or change some text so the document is changed.

2. Click the Save button on the Quick Access Toolbar,
press Ctrl +S, or click the File tab and select Save.




\Save As a New File and/or Location

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

o Click the File tab. AutoSave ) B My Document - Saved + Kayla Claypool

File Home Insert Draw Design Layout References Mailings Review View Help O Tell me 53 =

o Click Save As. Calibri (Body) - 0 g
X ) @ B I U-axx|A = Styles | Editing D\L::te
o Select a location, by selecting T S AL A AR K 22|57 2
either OneDrIVe, Sharepoint’ or Clipboard Font I Paragraph | Styles & Voice ~

This PC. Or, you can click

Browse and navigate to the

Commented [IG12]:
1. Click the File tab.

2. Select Save As.

3. Click the Browse button.

4. Select another location, such as the Desktop.
5. Enter “New Document” in the file name field.
6. Click Save.

This document won’t be used after this lesson and can be
deleted once this lesson is finished.

My Document Kayla Claypool 7 - o x
folder where you want to save ® -
your file. Save As

() Home
o Enter a new file name. - O et = OneDrive - CustomGuide
My Document
Click Save. £ Open i ) H Word Document (*.docy) « || G save
,& ‘OneDrive - CustomGuide More options..
et o —
. Info :
The document is saved to the new m Sites - CustornGuide Name T Date modified
location with the new name. The oo " T Attachments T 833 AM
original file is automatically closed so Save s T isec ] bocumens R
you can start working in the new one pint e
. @ Add a Place @ Document2.docx  11/12/2018.10:55 AM
right away. Share
3 B Browse @ Fundamentals Pr... 1/22/20199:59 AM
Export
Transform
Close
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>
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v 3 Quickaccess
B Desktop Ed
& Downloads
D Music
B videos
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File name: | New Documnent| o
Save as type: | Word Document v
Authors: Kayla Claypeol Tags: Add atag Title: Add a title
[JSave Thumbnail
~ Hide Folders Tools + Cancel
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]Save to Different File Formats

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

too.

Click the File tab.
Click Save As.

save your file.

name.

arrow.

The drop-down list displays the
different types of files you can
save the document as.

Choose where you want to

Click the Save as type list

New Document Kayla Claypool

File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [=3 =

A2 B

Styles | Editing | Dictate
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(Optional) Enter a new file
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nabled Document (*docm)
Document (*.doc) 4

Info

® Sites - CustomGuide Word Template (*.dob) dified
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o Select a file format. , i 17053
. Save As 1 ThisPC
o Click Save. = . 5021 A
Single Fi Page (*.mht, *.mhtmI)
Print
M @ Add a Place Pa, m, *.html) 8 10:55 AM
. . . < Page, Filtered (*.htm, *.html)
A copy of the file is saved in the new Share g

format.

Word Document (.docx)

Word Macro-Enabled
Document (.docm)

Word 97-2003 Document

(.doc)

PDF (.pdf)

Web Page (.htm, .html)

Rich Text (.rtf)

Plain Text (.txt)

M

I Browse Plain Tect (5t)

Document (*am)

XML Document (*xml)

/ IStrict Open XML Document (*.docx)
{0penDocument Text (*.odt)

Export

Transform

Close

Account

Commented [IG13]:
1. Click the File tab.

2. Select Save As.
3. Click This PC to return to the Documents folder.

4. Click the Save as type list arrow below the file name
field.

Explain some of the common file types to the students,
such as when to use a PDF and the difference between
DOC/DOCX, RTF and TXT.

5. Select Rich Text Format (*.rtf).

6. Click Save.

This is the default format for Word documents.

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

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

more prone to corruption.

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

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

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

This simple file type saves only text with no formatting or page layout.
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Ll-\utoRecoveﬂ

Commented [IG14]:
Practice File: None

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

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

‘Recover a Document
o Restart Microsoft Word.

If an unsaved document can be
recovered, the Recovered
header will appear.

o Click Recover unsaved
documents.

The Document Recovery pane
appears, listing all recovered
documents that were found.

e Select the document from the
Document Recovery pane.

The last AutoSaved version of
the document opens.

o Click Close.

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

M Name

Blank document

Recent  Pinned

Word Kayla Claypool 7 = o X

Good afternoon

Take atour

&

Welcometo Word 57

Insert your first table... 57"

More templates —>

Shared with Me

Date modified

Commented [IG15]:

Recovering a document can’t easily be demonstrated since
a system issue must occur first. AutoRecover is a feature
that, if enabled, will automatically save your documents at
an interval you specify (for example, every 10 minutes). You
can, and should, still save your documents as you would
normally; AutoRecover is simply a backup plan that helps
prevent losing all your work if your computer or the Word
program suddenly crashes.

After a crash, simply restart the Word program. Any
recovered files will appear in the Document Recovery pane.

Document 3
A . N m ago
Documents » CG» WORD » WORD 2019 EN » WORD 2019 V2...

Recover unsaved documents More documents —>

Account
" 4
Feedback

Options

Document.

Fle  Home Insert Draw Design layout References Mailings Review View Help 0O Telme & &

Calibri (Body) M
@|BIU-a&xx A
S| A~ 2 A-Aa- A A

Clipboard Font 5

Paste

Document Recovery

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

Document  [AutoRecovered]
@ Version created from the last..

17292019 12:57 PM

(?) Which file do | want to save? /

Close

: Sy
=S Styles | Editing | Dictate
29 © N E

Faragraph Styles Voice ~

Board of Directors Meeting
March 6

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

» Client correspondence

+ Internal communication

* Pressreleases

The Month in Review

March turned out to be a very busy and productive month for

business was up 34 percent from last April. Flight delays were |
& B - ¥ + %
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V\utoRecover Settings

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

Click the File tab.

Select Options.

File  Home

Calibri (Body) M

Document

Insert Draw Design layout References Mailngs Review View Help

=y

8

£ Tellme

. @ BIU-3xx A L -~ e

Click Save. S R N S = Y] Ses | Edtng | Dictai
Clipboard = Font. . Paragraph | Styles Voice

Make sure the Save
AutoRecover information
check box is checked and — KapeCapol 72— O X
adjust the time interval.

! © Info
Tip: You can’t specify the i e
. . . Document
interval if the check box is not [ New Deskton
selected. £ Open & Upload |} Share | | @ Copy path | | EF Openfile location

e Click OK.

Save

The AutoRecover settings are updated.

Save As
Tip: Even with Word’s document Pint
recovery features, the best way to Share
ensure that you don’t lose much Bport

information if your computer freezes
up is to save your work frequently.

Close

Options

Transform

2

E‘ Protect Document
Q Control what types of changes people

Protect can make to this document.
Document =
@ Inspect Document
Before publishing this file, be aware
Checkfor | thatit contains:
Issues ~

= Document properties and
author's name

Manage Document
)

fH] There are no unsaved changes.

Properties -
Size

Pages

Wards

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

15.2KB
1
143

Add a title
Addatag

Add comments

Commented [IG16]:
1. Click the File tab.

2. Select Options.
3. Click Save.

4. Make sure the Save AutoRecover information check
box is checked.

5. Click the down arrow five times to adjust the time
interval to 5 minutes.

Try not to set your time interval too low, especially if you
are working on an extremely long document. Whenever
AutoRecover saves a backup of your document, you may
notice Word pause slightly. This pause will be far more
noticeable on older, slower computers.

6. Click OK.

Now, Word will save an AutoRecover copy of your
document every 5 minutes.

Word Options

General
Display
Procfing

{save

Language

Advanced

Add-ins

Trust Center

Ease of Acces

Customize Ribbon

Quick Access Toolbar

]
Customize how documents are saved

Save documents

AutoSave OneDrive and SharePoint Online files by default on Word @

files i this format: Word Document (*.docx)

ftoRecover information every | §
eep the last AutoRecow jon if | close with

AutoRecover file location: C:AUs

Kayla ClaypoolAppD:

[ Don't show the Backstage when opening or saving files with keyboard shortcuts

Show additional plac
[J save to Computer by default

saving, even if sign-in may be required.

Default local file location: \\Mac\Home\Documents\
Default personal templates location:

Offline editing options for document management server files

Browse.

Browse.

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

Document Cache.

Leam more

Server drafts location: [\\Mac\Home\Documents\SharePoint Drafts\
Preserve fidelity when sharing this document: | &) Document

[J Embed fonts in the file C

Cancel
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\Navigate a Document\

Commented [IG17]:
Practice File: 06-navigate-a-document.docx

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

typing.

‘Move the Insertion Point

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

o Click anywhere inside the 06-navigate-a-document Kayla Claygeol

document. Fle ~ Home Insert Draw Design Layout References Mailings Review View Help O Tellme 1§ 2
Calibri (Body) <.
: : . Paste BT Moss i, 26 K«A{ Ed\/:\g D%E
The insertion point moves to where S| AL A | A |-
yOU C|icked—0r, at Ieast' as CIOSE as Clipboard Font n Paragraph nl styles m ) Voice : ~
: T ; R S N FE N R T ER T R EERR RS FER R SRR R SR S B
possible. If you click in a margin, or .

after the end of the text toward the
bottom of the page, the insertion point
moves to the closest point it can. : Board of Directors Meeting

You can also move the insertion point 3
around using the keyboard. This :
method is described in the table : formal internal and client communications. Kerry has four years of experience as

below.

Arrows (M €-)
Home

End

Page Up

Page Down

Ctrl + Arrows (P4 €-)
Ctrl + Home

Ctrl + End

i May 6

New Communications Director|
B Kerry Oki was named communications director and will coordinate and direct all

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

B e Client correspondence

- e Internal communication

Up or down one line; or left or right one character.

To the beginning of the current line.

To the end of the current line.

Up one screen, while also scrolling the page the same distance.
Down one screen, while also scrolling the page the same distance.
Up or down one paragraph; or left or right one word.

To the beginning of the document.

To the end of the document.

Commented [IG18]:
Your students will need to know the very basics about how
to navigate in a document.

1. Click anywhere in the first body paragraph, under the
New Communications Director heading.

2. Press the arrow keys to move the blinking cursor
around through the paragraph.

3. Press the Home and End keys to automatically move
the cursor to the start and end of the current line.

If you (or your students) are not using a full-size keyboard,
you may not have the Home, End, Page Up, or Page Down
keys, or it may require using a combination of keys to
access the function.

4. Press the Page Up and Page Down keys to scroll up and
down through the document, moving the cursor at the
same time.

5. Use the Ctrl + arrow keys combination to move the
cursor through the paragraph by word, then up and down
from paragraph to paragraph.

© 2025 CustomGuide, Inc. 27




Scroll in a Document

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

o Click the arrow buttons at
the top, bottom, and sides
of the scroll bar to scroll one
line at a time.

e Click and drag a scroll bar to
move quickly though a
document, releasing it when
you’ve reached the page
you want.

]Use the Navigation Pane

File  Home Insert Draw Design Layout References Mailings Review View Help

Calibri (Body)

Paste

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

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

* Client correspondence

* Internal communication

B e B - i + 90%

Commented [IG19]:
1. Click the arrow buttons in the scroll bar area to scroll
up and down in the document line-by-line.

2. Click and drag the scroll bar to move through the
document quickly.

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

Click the View tab on the
ribbon.

Select the Navigation Pane
check box in the Show group.

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

Click Pages.

The Navigation Pane now
shows every page in the
document, represented by a
thumbnail.

Click a page in the Navigation
Pane.

Word navigates right to the selected

page.

File  Home
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Read Print Web
Mode Layout Layout

Views
Navigation
Search docurt

Headings  Pages
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7 El bt

Results

O

Learning
Tools
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Board of Directors Meeting
May 6

New Communications Director
Kerry Oki was named communications director and
formal internal and client communications. Kerry hz
an office manager at Luna Sea, Inc. and has degrees,
communications. Kerry’s responsibilities will include
e Client correspondence
® Internal communication 2

BEE & - i + 90%

Commented [1G20]:
1. Click the View tab.

2. Select the Navigation Pane check box in the Show
group.

3. Click Pages.

4. Select a page thumbnail.
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Wiew Documents\

Commented [IG21]:
Practice File: 07-view-documents.docx

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

documents at once.

‘Change Document Views

Click the View tab.
Select a view.

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

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

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

o Outline view displays your
document in classic outline
form.

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

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

File  Home Insert Draw Design Layout References Mailings —Review

B8 =) Ez

Resd | Print Web
Mode |Layout Layout

Views

Page 1076 877 words

07-view-documents

Kayla Claypool

View
[Eloutline

o] ) [[El=m | =) | Q] 2

Vertical Side | Show | Zoom 100%

Leaming =
toSide |~ -

Tools

Hsplit

Immersive | Page Movement Zoem

BON VOYAGE EXCURSIONS

Technology Proposal

1/11/2019

English (United States)

H =

O Tellme
indow | (D

B Arange All in]

Window

B EH B -—1F

Windows -

Commented [1G22]:
Documents appear in Print Layout view by default. Explain
each of the other views to your students.

1.Click the View tab.
2. Click and explain each of the view buttons:

® Read Mode
® Print Layout
e Web Layout
e Outline

o Draft

Make sure to point out the view buttons and zoom slider on
the status bar at the bottom of the window as well.

© 2025 CustomGuide, Inc.
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]Zoom\

Sometimes it is helpful to make a document appear larger on the computer’s screen, especially if you have a

small monitor or poor eyesight. It can also be helpful to zoom out so that you can see how the whole

document looks.

Click the Zoom In or Zoom Out
buttons on the status bar.

The page zooms in or out.

Click and drag the zoom slider
to adjust the zoom level.

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

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

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

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

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

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

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

Flle ~ Home Insert Draw Design layout References Mailings Review View Help

%Eomme Dd—‘ﬂ IE o C)\ El [ New Window Ea

Bl arrange all

Read Print  Web
Mode Layout Layout

Views

Page1of6 877 words

Eloraft

07-view-documents Kayla Claypool
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Immersive | Page Movement Zoom
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Windows -

Commented [1G23]:
1. Click the Zoom In button on the status bar until it's
110%.
2. Click and drag the zoom slider down to 50%.

3. Click the View tab on the ribbon (if not already
displayed).

4. Click the 100% button to zoom automatically to 100%.

5. Click the One Page button to zoom the document out
to show one page.

6. Click the Multiple Pages button to show multiple pages
side by side.

7. Click the Page Width button to zoom the document in
so that the page fills the window.
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Show or Hide Formatting Symbols

Every document is filled with hidden formatting symbols that help control how the text is laid out on the
page. New paragraphs, carriage returns, tabs, spaces, and page breaks can be seen, selected, moved, and

deleted.

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

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

o Click the Home tab. 07-view-documents Kayla Claypool
. X File  Home Insert Draw Design Layout References Mailings Review View Help O Tellme =R~
o Click the Show/Hide 9 icon. 0§ Aoy - =200 8
. . posie NP T U~ x XA = Styles | Editing DEJ(E

The hidden formatting symbols TS A2 Aae A B " dieE

are now ShOWn. These SymbolS Clipboard 1 Font & Paragraph L sties Voice ~

represent spaces, new

paragraphs, page breaks, and

other bits of text and page Executive Summaryf|

. . ¥ s y 's-
formattlng' curre Il equip! kly-be 1g-obsol d- f urrent-needs.-Based-on-
. . an. 1 f-its-needs,- g h Il hardware, -software,-and-a-local-

o Click the Show/Hide 9 button et Etedbene e

again. ivity-and-quali b acesscd P teg ooy These-benefits will b

major:p P ¥ B Pl
The symbols are hidden once again. i
v p erq
Shortcut: Press Ctrl + * to display or = .
ssessment-
hide the formatting symbols.
Page2016  877words  English (United States) ] B - ¥ + 100%

Commented [1G24]:
1. Click the Home tab.

2. Click the Show/Hide 9 button.

Point out the common formatting symbols that now
appear in the document. Scroll down to the end of the
document to enter some new text, adding spaces and tab
stops.

Press Enter to add a new paragraph. Then, press Shift +
Enter to add a soft line break, showing the difference
between the two. (Soft line breaks add a new line to a
current paragraph, keeping the new line as part of the
paragraph as far as Word'’s paragraph formatting is
concerned.)

Show that these formatting characters can be selected,
moved, copied and pasted, and deleted just like regular

text.

3. Click the Show/Hide 9 button again.
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]View Multiple Documents

]Switch Windows\

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

o Click the View tab on the
ribbon.

e Click the Switch Windows
button.

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

e Select another document.

The other document comes to the
front.

08-view-muktiple-documents-01 Kayla Claypool
File Home Insert Draw Design Layout References Mailings View Help O Tellme W -
- i+
=g Eloutine D—‘@w IE o O\ EI " INew Window | [D¥ %
= Draft ' = " BB | HArange All [1E]

Read Print Web
Mode Layout Layout

Views

Fage1of6 877 words

Learning | Vettieal Side | Show | Zoom 100% Switch
Tools toside | - <+ | Esplit i Windows~

Immersive | Page Movement per [ v 108

r

w-multiple-documents-01

view-multiple-document:

BON VOYAGE EXCURSIONS

Technology Proposal

1/11/2019

English (United States) B B - 1 + 0%

Commented [IG25]:

Practice File:
08-view-multiple-documents-01.docx
08-view-multiple-documents-02.docx

Commented [1G26]:
1. Make sure both files are open, then click the View tab.

2. Click the Switch Windows button.

3. Select the other document that isn’t currently active.
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’View Documents Side by Side

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

With two documents open at

08-view-multiple-documents-02

Commented [IG27]:
1. With the View tab still displayed, click the View Side by
Side button.

2. Demonstrate the Synchronous Scrolling feature by
scrolling one document and having both scroll.

(If your Word document windows are too big and show
the whole page at once without scrolling, you may need
to resize them so that you can scroll)

3. Click the View Side by Side button again to turn off
side-by-side viewing.

the same time, C“Ck the View File Home Insert Draw Design Llayout References Mailings Review View Help P Tellme & =
. . = utline o [ANewWindow D F=L
Side by Side button. Eg gs; e || Q g:‘::ﬂ (|
Read = Print Web Learning | Vertical Side Show Zoom 100% m
. . Mode Layout Layout Toals to Side ° s | Bspit e
The windows are resized so . s | G . R
that they'll both fit on the
screen, and they're arranged
side by side.
Board of Directors Meeting
While viewing documents side May 6
by side, the Synchronous Newe eations Direct
lew Communications Director
sCI’O"ing feature is enabled. Kerry Oki was named communications director and will coordinate and direct all
formal internal and dlient communications. Kerry has four years of experience as

When yOU SCrO” one document an office manager at Luna Sea, Inc. and has degrees in both marketing and
up or down, the other communications. Kerry’s responsibilities will include:

. « Client correspondence
document will scroll at the + Internal communication
same speed. You can turn this * Press releases

o * Updating the website
feature off by clicking the
Synchronous Scrolling button. Page 101 143words  English (United States) & B - 1 + 100
o Click the View Side by Side
button again.
The windows return to normal.
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’Split the Window Commented [IG28]:
1. With the View tab still displayed, click the Split Window

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

document.
2. Scroll up and down in the bottom pane, showing that

the part of the document in the top pane remains in

o Click the Split Window button 08-view-mutiple-documents-02 Claypool @ — x .
on the View tab. Fle  Home Insert Draw Design Layout References Mailings Review View Help 0O Telme 15 p )
= - t =1
. . o =g B0 0 1= & O\ p B || Sy (&8 &1 3. Click and drag the border between the panes to resize
The window is split into two e R weo =0 Lﬁ,fﬁg \,Igm Goo | o | oo g | Blavmoent 0 ) g P
Mode Layout Layout Tools. to Side - D Bsplit B Windows » them.
panes’ one On top and one on Views Immersive | Page Movement Zoom ‘Window ~
the bottom. Both panes show 4. Click the Remove Split button.

the current document but can

be scrolled independently. This 5. Click the New Window button to show that feature.

Board of Directors Meeting Explain that it’s similar to Split Window, but with separate

lets you keep an eye on one Moy 6 r—
part of the document while
typing and ed]ting another. New Communications Director

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

Tlp: Cth and drag the border an office manager at Luna Sea, Inc. and has degrees in both marketing and
between the panes to adjust communications. Kerry's responsibilities will include:

. Client correspondence
the size of the panes.

Internal communication
o Click the Remove Split button.

Press releases
Updating the website

Pagelof1 143words  English (United States) ]l B - 1 + 100

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

pane. 08-view-multiple-documents-02

File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [ 1=}

Tip: Clicking the New Window button =g 2o | 17 [ = | Q E Chentinon D [

. . < .
on the View tab does something s B v B | iy | B S | St | zoom 0y 2””“““*‘” Bl soen
. . . Mode Layout Layout Toals. to Side © e EJRemove Spiit | [y | Windows -
similar, opening a second window of o 200m O | .

the current document. This lets you
arrange the two windows however you
want, viewing two different parts of

the document at once. Board of Directors Meeting
May 6

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

e Client correspondence

* Internal communication -
< v
Pagelof1  143words  English (United States) E B - ' + 00
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\Print\

Commented [1G29]:
Practice File: 09-print.docx

When you’re ready to print a document, and if you have a printer connected to your computer, you can
preview a document and print it.

\Print a Document

o
2
3

o
@

Click the File tab.
Click Print.

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

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

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

Set the number of copies in the
Copies text field.

Click Print.

The document is sent to the printer.

Shortcut: Press Ctrl + P.

09-print Kayla Claypool B \—

Fila  Home Insert Draw Design layout References Mailings Review View Help O Telme 18 ©

Calibri (Body) -
™| BIU-3xx|A

- S A-L-A-har AN O Lo

A2 R

Styles | Editing | Dictate

Clipboard 1= Font [ Paragraph 5l Styles & Voice ~
09-print Kayla Claypool 7 = o X

Export

Transform

Close

Account.

Transform

Close

Account.

Print
g} Copies: | 1

print

Printer
ABS PDF Driver v400

= 4 |
Ready

Printer Properties

| Settings
Print All Pages
The whole thing
Pages: o
Print One Sided .
Only print on one side of...
D] Collated

123 123 123

D Portrait Orientation -
O

Letter
85" x 11"

Commented [IG30]:
1. Click the File tab.

2. Click Print.

3. View the document in the preview pane.

You can use the zoom slider to see more closely, and you
can use the page number buttons to view more pages in
the document.

4. Click the Printer list arrow and select the right printer.
5. Go over all the options available under Settings.

6. Set the number of copies to 2.

7. Point out where the Print button is. However, it isn’t

necessary to actually print out the document for this
exercise.

09-print Kayla Claypool 7 - o x

Printer

ez ABSPDF Driver vi00
Ready

Printer Properties

Settings
Print All Pages -
The whole thing
Pages: 8
Print One Sided
Only print on one side of.
D] Collated
123 123 123
D Portrait Orientation -
|:| Letter .

85" x 11"
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Print Settings

Print Range

Print One Sided / Both
Sides

Collate

Orientation
Page Size
Page Margins

Pages Per Sheet

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

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

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

Select Portrait (taller) or Landscape (wider).

Select the size of paper you're printing on.

Adjust the margins between the edge of the page and the text.

Arrange multiple pages on a single sheet.
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\Share a Document\

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

‘Share a Document

© 00

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

Click the Share button.

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

Click the Link settings list
arrow.

Here you can control who this

link you send out will work for.

Select who can view the link.

Select whether to allow
editing.

Click Apply.

AutoSave

[

Paste

iE]
¥

Clipboard =

File  Home Insert Draw Design

Calibri (Body)
B I U-ab
A-2-A-A
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can edit.

w brian@customguide.com

X
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Copylink  Outiook
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Commented [IG31]:
Practice File: 10-share-a-document.docx

Save the document to OneDrive or SharePoint, whichever
service works best for you. If it’s not saved to one of those,
it cannot be shared using the steps in this lesson.

Commented [IG32]:
1. Click Share.

2. Have students pair up and add the email address of
their partner in the Invite people field.

3. Click the Link settings list arrow.
4. Explain the Link settings levels:
® Anyone with the link
® Anyone in your organization
© Anyone you've already shared it with
 Specific people you choose to send it to
4. Choose Specific people.
5. Check the Allow editing check box.
6. Click Apply.

7. Type “Please review this document” in the Add a
message field.

8. Click Send.

9. Click Close.




(Optional) Include a message.

This message will be included
in the email that’s sent,
informing the recipients that
you’re sharing a document
with them.

Click Send.

0
(10

Anyone who has been granted access
to the document shows up in the Share
pane, along with their permission level.

Click Close.

Tip: You can always revoke or modify a
person’s sharing permissions by right-
clicking their name in the Share pane.

Fle ~ Home Insert Draw Design Layout References Mailings Review View Help 0 Tellme & @
Calibri (Body) x p
] b
@™ BT U-a "
Paste . ing | Dictate
= A-2-A-A Send Link .
Clipboard Font Voice ~
People in CustomGuide with this link
can edit ’
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\Manage Access to a Document

After you've started sharing things with others, it may be tricky to remember who has access to what.

o Click the Share button.
e Click the More Options (-+)

File  Home Insert Draw Design layout References Mailngs Review View Help © Telme & @

E’! Calibri (Body) X D
&
button. | 81y ) T v
- S A-2-A-4 Send Link =
e Select Manage Access. cipbosra = ont Q — = &
Peop MO e e
can edit.

Now, you can see who has
access to this document, and
whether they have editing or ;":;‘;"“""
view-only permissions.

Enter a name or email address

Add a message (optional)

. P . New Commul
o Click a permissions list arrow. xerry okl ste and direct a
formal intern s of experience as

e Select a permissions level. anoffiemal g rketing and
communicati
e Can edit: Anyone who has T Dhent] e gy
been invited to the PSS oy
* Updatil

document can make edits.

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

File ome Insert Draw Design layout References Mailngs Review View Help 2 Telme 8 &

@  ClickClose. e — = p 2] 8

B I U- o
Paste U xR Styles | Editing | Dictate
- S A-P2 A A A 4 - 5

The permissions are updated. cipboard & Font

X Voice ~

Board of Dire|

May 6 o

New Commu

Brian§gi¥le jate and direct all

Kerry Oki was
formal intern T ot of experience as
an office manky - keting and

communications. Kerry's responsibilities will include:

Client correspondence
Internal communicatien
Press releases
Updating the website
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Commented [IG33]:
1. Click the Share button.

2. Click the More Options (---).

3. Select Manage Access.

4. Click a permissions list arrow.

5. Go over the two sharing options:
e Edit Link

© View-only link

6. Click Close.




h’he Quick Access Toolbar\

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

File ~ Home Insert Draw Design layout References Mailings Review View Help O Tellme & ©
O Calibri (Body) o~ el @J
B I U-a% %X
@ U~ x fo Styles | Editing | Dictate
A-2-A-pa- AN > - -
Clipboard_1 Font 5 Paragraph il styes Voice -

o

Paste

Commented [IG34]:
Practice File: 11-the-quick-access-toolbar.docx

Explain that the Quick Access Toolbar is a place where you
can store all your frequently-used commands. It includes
Save, Undo, Redo, and Repeat, but you can add more.

]Customize the Quick Access Toolbar

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

by adding or deleting commands.

0 Click the Customize Quick
Access Toolbar button.

A list appears and displays
some commands you can add.

e Select the command you want
to add.

The button is added to the toolbar.

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

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

11-the-quick-access-toolbar

ustomize Quick Access Toolbar Mailings  Review View Help O Tellme 1§ &

Fle  Home Insert Draw G

o Colibr 8oy} v Automatically Save E= o g

| New w 2
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- Quick Print

Print Preview and Print
N Editor (FT
Read Aloud
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B Draw Table
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7 Kerry Oki was :ctor and will coordinate and direct all
: N More Commands... N
N formal interna . Kerry has four years of experience as
4 Below the Ribbon . 3
¢ an office mane., S DEEEET s degrees in both marketing and
B Kerry's ies will include:
- * Client correspondence
e Internal communication
® Press releases

-} * Updating the website
< y
Pagefof | 143words  English (United States) Ed B - 1 + 9%

Commented [IG35]:
1. Click the Customize Quick Access Toolbar button.

2. Select the Quick Print command.

Make sure to point out that you can select More
Commands to see even more available commands that
you can add. You can also reorder the commands from
the Word Options dialog box.
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\Help\

Commented [IG36]:
Practice File: 12-help.docx

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

The Tell Me Field

The Tell Me field is a text field above the ribbon, where you can search for commands and get quick access

to them.

° Click in the Tell Me field.
e Type what you want to do.

A menu appears, listing
commands related to what you
searched for, as well as a link
to that topic’s help file.

e Select the command you were
looking for.

Fle  Home Insert Draw Design layout References Mailings —Revig

o,

Paste

@
5

Clipboard

Document

/PFGGX =3 =

Calibri (Body) -moo- A Best Match
B I U-axx A i ab‘ Footnote
A-2-A-hAa- AKX |2 8l
Font [ Paragraph | Actions .
ab Footnote and Endnote
a3 GoTo Next Footnote »
I lalic
[& ThemeFonts »
Board of Directors Meeting Help
May 6 7) Get Help on "footnote" ,

Get more results

Semart Lookup on "footnote”
New Communications Director

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

s Client correspondence

® Internal communication

® Pressreleases

* Updating the website

wEl & -

Commented [IG37]:
1. Click in the Tell Me field.

2. Search for “footnote”.
Show that all the commands related to footnotes appear.
Selecting one of these commands is just like finding it on

the ribbon and clicking it.

3. Select the Footnote command to insert a footnote.
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fThe Help Pane

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

o Click the Help tab.
o Click the Help button.

The Help pane appears, listing
several common help topic
categories.

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

o Select a help topic.
The topic page opens for you to read.

Shortcut: Press F1 to quickly open the
Help pane.

Fle  Home Insert Draw Design Layout

@R O EL

Help Contact Feedback Show What's

Support Training New,
& -

Classic Las Vegas Excursion

Freemont Street.

Voyage received only ene customer complaint because of a delay.

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

References Mailings Review View Help 0 Telme & ©
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e - 1 + 90%

Fle  Home Insert Draw Design Layout

@R O E&

Help Contact Feedback Show What's
Support Training  New

Help
Voyage received only one customer compli =

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our

Freemont Street.

Excursion. Guests will get to experience A
Accommodations will be in the famous Create a table of contents

References Mailings Review View Help © Telme & ©

Help v x
& -+-  Table of contents L0 t

To update a table of contents, click in the table of contents. Then
go to References > Update Table. For more detailed ways of
updating the table of contents, o to create a table of contents,

Format or customize a table of contents

After you have crested a table of contents in Word, you can
customize the way it appears. For example, you can change the
layout, change the text formatting, select how many heading
Delete a table of contents

Delete a table of contents. Word for Office 365 Word 2019 Word
2016 Word 2013 Word 2010 Word 2007 More... Less. To remove a
table of contents, click References > Table of Contents > Remove

wEls - + o
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Commented [IG38]:
1. Click the Help tab.

2. Click the Help button.

3. Enter “table of contents” in the search field at the top,
then click the Search button.

4. Browse, then click one of the results.




\Document Properties\

Commented [IG39]:
Practice File: 13-document-properties.docx

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

View and Edit Document Properties

The basic document properties are easy to find and update.

Click the File tab.

The Info screen here will show
the basic document properties
in a column on the right.

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

Click a property field.

Fill in the property field, then
click outside of the field.

The property is saved.

Issues -

Transform

Close

= Document properties and
author's name

Manage Document
) There are no unsaved changes.

Related Dates
Last Modified
Created

Last Printed

13-document-properties Kayla Claypool
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Export Check for that it contains:
Comments dd comments
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Commented [1G40]:
1. Click the File tab.

2. Click in the Title field.

3. Enter “Board Meeting Notes” and click outside of the
field.




Wiew Advanced Properties

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

From the Info screen, click the
Properties button.

Select Advanced Properties.

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

Edit the document properties.

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

Click OK.

The advanced properties are saved.

®©
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& Open

Info
Save
Save As
Print
Share
Export
Transform

Close

Info
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Commented [IG41]:
Make sure the Info screen is still open.

1. Click the Properties button.
2. Select Advanced Properties.

3. Have students enter their own name in the Author
field.

4. Click OK.
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\Check Accessibility and Compatibility\

Commented [1G42]:
Practice File: 14-check-accessibility-and-compatibility.docx

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

‘Check Accessibility

The accessibility checker examines your document for anything that would make it difficult for people with

disabilities to read.

0 Click the File tab.

e Click the Check for Issues
button.

e Select Check Accessibility.

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

Some common problems
include the lack of alternative
text on images or meaningful
hyperlink text, color-coding

without additional context, and

headings that aren’t in a logical
order for a screen reader to
parse.
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Commented [IG43]:
1. Click the File tab.

2. Click the Check for Issues button.
3. Select Check Accessibility.

This practice file should have some Missing Alternative
Text errors, as well as some warnings.

4. Select the Missing Alternative Text — Picture 2 error.
Show the text under the Additional Information header.
This explains why alternative text is important for

accessibility and how to add alternative text to an image.

5. Click the Close button.
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o Select a result.
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Check Compatibility

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

° Click the File tab. - 0) 5 iiecheck-acceschiy-and-compatby  Kayia Ciypool
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Click the Check for Issues o (Bod) B o
© 0. AP

button. BIU-a&xx|h = a7 || ®ing | prem
- < A-L-A-nar Ka D 2le - 2

o Select Check Compatlblllty Clipboard Font o Faragraph nl Styles m Voice -~

The Compatibility Checker

window appears, ||St|ng 14-check-accessibility-and-compatibility Kayle Claypool 2 - o x
anything in the document ) Info 5
that’s not compatible with & Home
earlier versions of Word. Document
O New Desktop
o Click the Select versions to B Open  Upload | | 18 share | [ @ Copy path | [ B opentilefocation
show bUtton' Inspect Document
Info |:é Check the document for hidden properties
o Toggle which versions of Word . oo
o [ Xt "W
to check compatlblllty for. Save s ™ with disabiltes might find Siieul 1o eas, Size 15.2€8
. . Check Compatibility Pages 1
By turning off the versions of Pint BE) Checs o st sppotcd b e Wrds I

sions of W
versions of Word. Total Editing Time

Word that you don’t need to

Shad @ Inspect Document Title Add atitle
worry about, you can get a g ackior i o e A
better sense of what " fese |+ oot poenes ns BRer
incompatibilities are important Related Dates
lose Last Modified
to you. “ Manage Document e
] There are no unsaved changes. Last Printed

o Click OK.

The window closes, and now you have a
better idea of accessibility issues and

incompatibilities in your document. Fle  Home Inser Diaw Design layout References Mailngs Review View e O Telme & &=
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Commented [1G44]:
1. Click the File tab.

2. Click the Check for Issues button.
3. Select Check Compatibility.

This practice file should have some text box position,
shape and text box effect, and text effect issues present.

4. Click the Select versions to show button.
5. Toggle Word 97-2003 off.

The text box position issues should no longer appear,
leaving the shape, text box, and text effect errors.

6. Click OK.




]CIose and Exit\

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

unused programs.

]CIose a Document

Each document window must be closed individually. If you only have one file open, you can close it from the

File menu and keep Word running.

o Click the File tab.

o Click Close.

The file is closed, but Word is still
running. You can still browse for a file

to open, create a new document from a

template, and access Word'’s options.

Shortcut: If you have multiple Word
documents open, clicking the Close
button on the title bar will close each
document individually.

Tip: If you have not saved the
document since making changes, a
dialog box will appear asking if you
want to save the changes to the
document. Click Save if you wish to
save your changes, click Don’t Save if
you do not want to save your changes,
and click Cancel if you do not want to
close the document.

File  Home Insert Draw Design

15-close-and-exit

Layout References Mailings Review
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View Help O Telme & ©
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Commented [IG45]:
Practice File: 15-close-and-exit.docx

Commented [1G46]:

If you have multiple documents open, close one by clicking
the Close (X) button in the upper-right corner. If you only
have one document open, but you want Word to stay
running...

1. Click the File tab.
2. Click Close.

Word is still running, but the document closes.

15-close-and-exit

Kayla Claypool 7

Properties -

Size

(@ Home
Document

[ New Desktop
B Open & Upload |5 Share @ Copy path | | E& Openfile location

Info

s IE Protect Document

Q Contrel what types of changes peaple.
Save As Protect can make to this document.

Document =

Print

Share

Export Check for
Issues -

Transform

Close

]

Manage

Inspect Document

Before publishing this file, be aware
that it contains:

= Document properties andl
author's name

Manage Document

] There are no unsaved changes.
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\Close Word\ Commented [IG47]:

If you only have one document open, or if Word is running
without an open document, simply clicking the Close (X)
button in the upper-right will shut down Word completely.

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

o Click the Close button. —
File Home Insert Draw Design Layout References Mailings Review View Help O Tellme 53
. P 4
Word quits as the window closes. | — — Shiia = AP B
Paste B BIU-%xx[A = |95 Editing | Dictate
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