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The 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 Understand the Screen
daunting at first.

Objectives

Create New Documents

In this module, you’ll learn the fundamentals of using Open a File
Microsoft Word. You'll get a feel for the interface and .

Save a File
learn how to create, open, and save new Word
documents. You’ll also learn how to view and navigate AutoRecover
documents, and how to print and share them. Navigate a Document

View Documents

View Multiple Documents
Print

Share a Document

The Quick Access Toolbar
Help

Document Properties
Inspecting a Document

Close and Exit

© 2018 CustomGuide, Inc.
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Understand the Screen\

There are many different elements that make up the Word program screen. Review the labeled items in the
images below, then refer to the tables to see what everything does.

Document - Word A

Layout References Mailings Review View @ Tellme... Kayla Cla... Q_.Share

Calibri (Body) ¥l
| T - AaBbCeDt| AaBbCeDt AaBhC( :
Pa';te ¢ A A - Aa- q TMormal | T NeoSpac.. Heading 1 Ed\Elng
Clipboard Font I} Paragraph [P Styles [F1 LS
L 1‘--|---§---|---1---|‘--2---|--- [ AP R S P

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

i Sea, Inc. and has degrees in both marketing and communications. Kerry’s responsibilities will

) include:

by ¢ Client correspondence
+ Internal communication

B *  Press releases

¢ Updating the web site

Month in Review
B April turned out to be & very busy and productive month for Bon Voyage. New business was up -
[]
Page1of 1 144words [  English (United States) B B - 1 +

-

o
g

o Title Bar: Displays the name of the current o Display Options: This is where you can
file. change how much of the ribbon is
displayed; minimize, maximize or restore
the Word window; or close Word
altogether.

e Quick Access Toolbar: Contains common Q Ribbon: This is where you'll find all the
commands such as Save and Undo. It can options you need to make a stellar
be customized to include many common document. The options are grouped into
commands. tabs.

8 [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.

For students who use a Mac or those still familiar with
Office 2003, consider mentioning that there isn’t a menu
bar in Word 2016.




Document - Word = |

Layout References Mailings Review View Q2 Tell me... Kayla Cla... 2_ Share

Calibri (Body)

| R Il -=x b A2BbCcDe  AaBbCeDe
Pavste R A~ Aa- e TMormal | TMNo Spac.. .
Clipboard Font ] Paragraph (] Styles ] S
L 1---|---g---\---1--‘|---2-‘-|---J‘--l--‘4---|-‘-5---‘--6--‘é---?-‘- -
Board of Directors Meeting
- May 6
: New Communications Director,
- Kerry Oki was named communications di nd 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:

by * Client correspondence
* Internal communication

Z *  Press releases

¢ Updating the web site

Month in Review
April turned out to be a ve and PpRoductive month for Bon Voyage. New business was up -

4
Page 10f1 144words [[%  English (United States)

E B |- i + 9%

Status Bar and Views: Shows summary
information like the number of pages and
words in the document. Next to it are the
buttons to change the document view.

G Tell Me Search Box: Allows you to search 0
for commands by typing out keywords.

Document Window: This is where you see
your document, where you edit and format
the text.

Rulers: When the rulers are turned on, they
appear at the top and the left of the
document.

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

Zoom Slider: Use the zoom slider to change
how big the document appears.

Microsoft Account User Info: When you're
logged in with your Microsoft account, your
name appears here.

© 2018 CustomGuide, Inc. 9



Create New Documents et

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 Documenﬂ Commented [IG3]:

1. Open Word and click the File tab.
o Click the File tab.

o Click New.

o Select Blank Document.

2. Click New.

3. Select Blank Document.

A new blank document is created.

A new, blank document is created in a
new window.

Documant - Word T - o x
Shortcut: Press Ctrl + N to open a new i
blank document. New
m— F
Swggested searches:  Budnems  Penonal  Indsyy Print  DesignSets  [vent  [ducation
©
Take a
tour
Blank document Welcome ta Woed
Aa Title (]

10 [Your Company Name]



]Create a Document from a Template

Click the File tab.

Malings  Review  View

Click New.

AaRbCclc | AaBbCrDy

T Nuemal | % Mo Spa

The New screen has a few
ways for you to select a
template.

Diccument - Wend - (=] x

Knyla Claypoal

First, several featured
templates will appear, after
the Blank document template.

You can also search for a
template using the search field
or select a template category
from the suggested searches.

Take a
tour

(Optional) Select or search for
a template category.

Preview images of the
templates will appear for the
selected category, along with a
Category list.

Account Blank document Welcome ta Weed

Gptions

) . A Titl a
(Optional) Select an additional . ¢
category. >
Selecting additional categories
allows you to narrow your Documeett Wond T e
template search even more. Faoh gt
Only templates that fit into all New
the selected categories will
appear. 4 Home | Business o
Select a template. =J| Category I
Sevuall Bastinast 0 |
A larger preview of the Busenst n
3 Industry W
temp!atc.e appears, along with a @ L &
description. e 4:.
Diesign Sets EC]
Finance « A 6
Lists ]
Sales £
Blue u
Praject Mansgamant n
Crarty .}
- Presentations ] ‘!

Commented [I1G4]:
1. Click the File tab.

2. Click New.

Scroll through the Featured templates to show students the
type of selection available.

3. Select the Business tag in the Suggested searches
section.

4. Click the Sales category in the list.

5. Select the Letter With Sales Price Quote To New
Customer template, which should be the first to appear.
(If that template doesn’t appear, feel free to select any

other template instead.)

6. Click Create.

© 2018 CustomGuide, Inc. 11




o Click Create.

A new document from the template is
created. Now, just fill in the
placeholders.

Letter to job applicant
when position is closed
Provided by: Microsoft Companstion

T letter acknereregrs srerpt of an sppficant's
sesuine b adises tham that he portion they
Fuave o

L

i hee Futie,

Duoweload titm 41 K8

12 [Your Company Name]



]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.

IOpen Existing File

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

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

from within Word.

o Click the File tab.

o Click Open.

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

0 Select a location.

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

o 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.

AaBbCrhe AaBbCx  AaBl

" Ediing

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.

&%  Shared with Me

F =N OneDrive - Perscnal

customide.com
L] Thisec

= Add a Pace

Discurmert - Ward

K Claypoct

+ Documents

Hame T
Sales Reports
@] 03-open-a-file-01.doce

AN open-a-file-02.pdf

—& -

Accaunt \Emv\m'—
Foudback |

Options

© 2018 CustomGuide, Inc.
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[Open a PDF for Editind

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

0 Click the File tab.

o Click Open.

o Select and open a PDF file.

A dialog box appears, explaining
that opening a PDF in Word
converts it to a Word

document and opens it as a
copy. You'll be able to edit the
text, but some formatting and
graphics may look different.

o Click OK.

A copy of the PDF is converted into an
editable document, and it opens so
that you can edit the text.

AaBbCrDr| ARBbCIN f\

4 | % Spae

Patsguaph Atptes 5 -

Decumant - Word Kas Claypoel 7 ) x
Y Rend + Documents
Shared with Me Mawa: |
Sabes Reports

OneDrive - Personal
knylaB cusiomauide.com @ 03-open-a-file-01.doce

This B¢ p 2] 03-open-a-file-02 pdf

Add a Mlace

Account Browse

Faadback

Microseht Weed *

sermert 1 & dcument. This may Lake

o wihife. The resiiting Woed document wil De apbmized 1o allow you £0 edit the
e, 45 0 might not Iook exacily Ak 1he cnigeial KU, espesty # 18 crignal tie
Tamtng bats 28 pragee.

[l Bon stvome this messags sgsin

Pagelal] ‘lweds [F 03 s - 1 +

14 [Your Company Name]

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.




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 Documenﬁ

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.
o Click the Save button on the : Docurmert! - 1 o Clngpoot

Quick Access Toolbar. of Bott= 06 e Hesihyks ; alElshaico

Since the document doesn’t
have a name or location yet,
the Save As screen will appear.

9 Choose a location to save the
file to: Fisk

e OneDrive, a cloud storage
folder accessible to all
computers and mobile
devices that you’ve

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 “New File” in the file name field.

4. Click Save.

connected to your Office
365 account.

o ASharePoint site, if you're
part of an organization that  |msici 1w = s - + w
uses one.

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

Documnent! - Weed K Claypocl 1 [

Save As
e Click Browse to open a =
dialog box, where you can D) Recent oef éq}}
browse through your Word Do || bisee
4 H ‘OneDrive - Pe |
computer’s folders, drives, TN
and network shares. .
m. Sites - CustomGuide Rame
o Enter a file name. i Dotuments
| B3 mhisee
o Click San = Downloads
+ AddaPlace
The file is saved and can be safely
Areount Browse

closed for you to reopen later.

Faadback

Shortcut: Press Ctrl + S to save. Ughas
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[Save Progres#

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 . [——— [rR——-
Quick Access Toolbar. Wt Dadlgn Lwvesi Raueacer M Rl Vies  Disdepe
= :“. i - AaBbCoDo AaBbODy l.‘J
Shortcut: Press Ctrl + Sorclick the File | ™" « 4. a.ne ww 5. - 2 1 ommal | 1hsSpac. Hesaing1 | B0
tab and select Save. Cleseard - : fa— . - : -
Firsd
Pagelal] Twed 13 x il = f s

16 [Your Company Name]

Commented [IG10]:
Continue using the same document from the previous
section, but add or change some text so that it’s changed.

1. 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.

Click the File tab.

Click Save As.

AaRbechc AaBbCoix Aak

: . T Hoomal | % Mo Spa L
o Select a location, by selecting flog ] SN o W £
either OneDrive, SharePoint, or : °
This PC. Or, you can click
Browse and navigate to the TRV, T N T—
folder where you want to save
your file. S
ave As
o Enter a new file name.
Ty Recent OneDrive - Personal
o Click Save. \ My Docomene
‘Word Docwnent (" doca) -
. OneDrive - Personal s opticed.,
The document is saved to the new B | mmsdeson
location with the new name. The @ s Concuce Hame
original file is automatically closed so poii e Coini
you can start working in the new one e I Thiske
. . e Downloads
right away. 4 AddaPlace
Areount 3 Browse
Fandback
Options.
B savene b4
& - 4 W ThsPC » Desidep » £
Organise = Blew fokler - @
~ gk Ousck ecess
B Desianp -
A Downloads -
B haumic
B videos
] Micresct wioed
asiee O
W This PC
b Network
+& Momegroup
File name: | New Document -
Save a5 type | Ward Decument -
Tage Addatey Tele Addatite
o Hide foiders Tooks = Cancel
—
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Commented [IG11]:
1. Click the File tab.

2. Select Save As.

3. Click the Browse button.

4. Select another location, such as the Desktop.
5. Enter “Revised File” 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.




[Save to Different File Formats

Word normally saves its files as Word documents, but you can save your Word projects as other file formats
00.

—

Click the File tab.
Click Save As.

Choose where you want to
save your file.

(Optional) Enter a new file

News Docurnest - Word K Claypoct L %

name.

Click the Save as type list
arrow.

o 0 000

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

o Select a file format.

o Click Save.

A copy of the file is saved in the new
format.

T Sites - CustomGuide
ke @ runomgude com

Thas PC

Add a Place

Browse

Faadback

Ot

Word Document (.docx) This is the default format for Word 2016 documents.

Word Macro-Enabled This is a version of the default Word file type that supports macros, which
Document (.docm) allow for small tasks to be automated.

Documents in this format can be read by all previous versions of Word, but

7-2 D
WG LS, lack some advanced features. They are also larger than .docx files and are

d .

(-dog more prone to corruption.

PDF (.pdf) A PDF preserves a document as how it would appear when printed and can

-P be shared electronically to be viewed on many kinds of devices.

Web Page (.htm, .html) This format creates pages that can be uploaded to the web and viewed in a
browser.

Rich Text (.rtf) This basic format can be opened by nearly any text editor and preserves
basic font formatting.

Plain Text (.txt) This simple file type saves only text with no formatting or page layout.

Commented [IG12]:
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.

18 [Your Company Name]




V—\utoRecover

Commented [IG13]:
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 Documenﬁ

o Restart Microsoft Word.

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

e Click Show Recovered Files.

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

o 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.

Show Recovered Files

ent

it

[ Open Other Documents

- Bl I U -ax x
Paste

Tpssara fo Fend
Document Recovery

Word had recoened the following et
Save the ones you wish 1o keep.

Available Fles.

[ Document Origieal] @
Verion crestud st e

@ e e g (want 1o yave? @

Close

AN R WO R

Kayla Claypool
kaytaBcustomas = "’
Swtch account

Blank document

AaBbCEDE | AaBbCeD - "
T Narmal {1 Mesang 1 [7| Fiiiog
Parsprizs ® A = =
Board of Directors Meeting
March &

New Communications Director
Kerry Oki was named communications director and will coordin
tormal Internal and client communications. Kerry has four years
2an office manager a1 Luna Sea, Inc. and has degrees in bath mar
. Kerry's will includa:

# Cllent correspondence

& Internal communication

= Prew releaies

The Manth in Review
March turned out to be a very busy and productive month for B
business was up 34 percent from last April. Flight delays were m

W s - - + s
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Commented [IG14]:

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.




LAutoRecover 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.

L5

The AutoRecover settings are updated.

Click the File tab.
Select Options.
Click Save.

Make sure the Save
AutoRecover information
check box is checked and
adjust the time interval.

Tip: You can’t specify the
interval if the check box is not
selected.

Click OK.

Tip: Even with Word’s document
recovery features, the best way to
ensure that you don’t lose much
information if your computer freezes
up is to save your work frequently.

AaRbCcc | AaBbCcDy

Kwpls Cla Chhare

T Hoomal | T Na Spa Editing
Document - Waed [ x
Kayla Claypood
Document
Deskop
Protect Document Properties =
Cantral what types of charges pecple San KB
Protect cars ke 1o | et :
Dot « Pages 2
Words
Tetal Editing Tame
Title
Inspect Document 4
Bt hirdeng th file, be mware o
Check foe Eha it Comments
lasues = acumient rapaities and
. name Related Dates
that peaple with Last Modified
e unable bo pead
Created
Last Printed
7 Versions
el T Theie Related People
Mecage thi fils.
Nersions = Aahor

H Custamize how documents are saved

Sawre tu

Save files in this femat

\Word Document (dee)

[ Save gunohecever infeemation every |3 S e

[ Keep the last autosaved version if | close without sving " ;

AuteFceve i kecatine e Kl T Erowie
[ Don't ghow the Eackstage when opering or seang files

[ Show sdditional places for saving, even if sign-in may be required.

[ Save te Computer by default

Det ) e G [—
Oetauh p Pemplates |
Offine editing options for donument management server fles

Save checked ot files o

The server drafts foeation an this eomgter
® The Gffice Decument Cache
Serges diafts location: | C\Users'iayls Claypool\ Decuntents SharePaint Draftsh Erowic.

Preserve figelity when sharing this document: 8 Deocument

] Embed fonts in the file

oK Cancel

Commented [IG15]:
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.
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]Navigate a Document\

Commented [IG16]:
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 Pointi

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

seument « Word

o Click anywhere inside the
document.

Malings _dBemem  View G

- Calibri {Bicdy) MR (=R e i ™
By -mns v B - becoe | Aambeetk| AzRE

W B pre KN [ SeEe 8l

The insertion point moves to where : ~ 2 - =

you clicked—or, at least, as close as e ORI EERSION TR R = ‘
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
March & 1

Mew Communications I'.lirl

You can also move the insertion point
around using the keyboard. This
method is described in the table

Kerry Ok was named communlcations director and will coordinate and direct all
formal internal and client communications,

below.
—
Arrows (M €2) Up or down one line; or left or right one character.
Home To the beginning of the current line.
End To the end of the current line.
Page Up Up one screen, while also scrolling the page the same distance.
Page Down Down one screen, while also scrolling the page the same distance.

Ctrl + Arrows (T &)
Ctrl + Home

Ctrl + End

Up or down one paragraph; or left or right one word.
To the beginning of the document.

To the end of the document.

Commented [IG17]:
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.

© 2018 CustomGuide, Inc.
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Scrollina Documenﬂ

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 Pand

== Calibri {ody) -4 -
B I oy-wmexx W
RF-Bm K a

Board of Directors Meeting
March &

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
tarmal internal and client communications. Kerry has four years of experience as
an office manager at Luna Ses, Inc, and has degrees in both marketing snd

ations. Kerry's responsibilities will include:
#* Client correspondence

* Internal communication
.

Press releases
Updating the wab site

Thae Month in Review -

Commented [IG18]:
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.

o Click the View tab on the
ribbon.

o 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.

o Click Pages.

The Navigation Pane now
shows every page in the

document, represented by a

thumbnail.

o Click a page in the Navigation

Pane.

Word navigates right to the selected

page.

gate-a-dhse urneed < Word

HEE] B

Switch  Macros

| =~ = oy
Read | PRt Web
Mode Layook Layeut = Navigation Pane Windews »
Ve Show Zaam st Maeras -
. |t ) f
Mavigat S
Sasech docu o
Headings  Pages  Rouls
Board of Directors Meeting
March &
= New Communications
= Keerry Ok was named communications director and will ¢
formal internal and client communications, Kerry has fiou
an office manager at Luna Sea, Inc. and has degrees In b

Kerry's ibilities will inchede:
Client correspondence

Internal communication

Press releases.

CR I

Updlating the website

Manth ln Badaw

L NS L + W
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Commented [IG19]:
1. Click the View tab.

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

3. Click Pages.

4. Select a page thumbnail.




Niew Documents

Commented [1G20]:
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

o Click the View tab. 6. 0 e
. Home  Insert - fooeness  Mahngs B i v Cay
o Select a view. 03 j Clow | Q (3 ==
Resd Pt Web e Zoom 100% § Switch cros
e Read Mode only shows Mode NS Layent Navigaticn Pan e gl=1"" Windous -

Vigws Show Znam Wiz Mgy -

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

Board of Directors Meeting
March &

New Communications Director
Keerry Qi wias named communications director and will coordinate and direct all
formal Internal and client communications. Kerry has four years of experlence as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
. Kerry's resp. will include:

# Client correspondence

+ Internal communication

= Pressreleaes

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

The Manth in Review
March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
. i i fay.
o Web LayO ut view shows Voyage recelved only one customer complaint because of a del ﬂ.h' — ; -
backgrounds, wraps text to
fit inside the window, and
positions graphics just as

they are in a web browser.

e 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.

Commented [IG21]:
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
e Print Layout
® Web Layout
o 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.
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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.

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

The page zooms in or out.

e 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.

o 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.

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

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

e 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.

< 3 [ outtine
= [ Ot
Read  Prict | Weh
Mode Layout [Layest Navigation Pane

Views Show

Board of Directors Meeting
March 6

MNew 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:

# Client correspondence

# Internal communication

# Press releases

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New business was
up 34 percent from last April. Flight delays were minimal —Bon Voyage received only one
customer complaint because of a delay. N

Classic Las Vegas Excursion
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Commented [1G22]:
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.




Show or Hide Formatting Symbol#

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.
o Click the Show/Hide 9 icon.

The hidden formatting symbols
are now shown. These symbols
represent spaces, new
paragraphs, page breaks, and
other bits of text and page
formatting.

o Click the Show/Hide 9 button
again.

The symbols are hidden once again.

Shortcut: Press Ctrl + * to display or
hide the formatting symbols.

Board-of Directors-Meeting¥
March-69

1
New-Communications-Directory

aaBbCeDr | AaBbCeDe A

o he Spac_| Hoes T Rdiing

Jdlirect-allf 1
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i t-experience-as-an-offic ger-at

will-include=14)
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#= [nternal-Communication]
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1
The:Monthin-Review
March-turned-out-to-b yk d-produc

il ications. Kerry-s-responsibilities.

" theforb Mewk

¥
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Commented [1G23]:
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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Wiew Multiple Documents

[Switch Windows\

Commented [1G24]:

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

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.

9 Click the Switch Windows
button.

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

o Select another document.

The other document comes to the
front.

Outline Ruler

Q

Zooen 0%

Al

Read | Priet Web

Oralt Gradlines

Mode |Layout Layout Huigation Pane
iews Show Zoom
Board of Directors Meeting
March &
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 keting and © ications. Kerry-s responsibilities
will include>

» Client correspondence

* Internal Communication

*  Press releases

The Month in Review

March turned out to be a very busy and preductive month for Bon Voyage. New business was
up 34 percent from last April. Flight delays were minimal —Bon Voyage received only one
customer complaint because of delay.

Wwords [ L] i R - 1 + 100%
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Commented [IG25]:
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.




Niew Documents Side by Sidd

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
the same time, click the View
Side by Side button.

The windows are resized so
that they'll both fit on the
screen, and they're arranged
side by side.

While viewing documents side
by side, the Synchronous
Scrolling feature is enabled.
When you scroll one document
up or down, the other
document will scroll at the
same speed. You can turn this
feature off by clicking the
Synchronous Scrolling button.

Click the View Side by Side
button again.

The windows return to normal.

Outline Buler

[ Grlines

Resd Prict | Web
Mode Layout [Laysen

Views Show Znam s Maeras -

Havigation Pane

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New business was
up 34 percent from last Apail. Flight delays were minimal —Bon Voyage received only one
customer complaint because of a delay.

Classic Las Vegas Excursion

MNext month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will
get to experience the Las Vegas of yesterday. Accommaodations will be in the famous Gold
Mugget hotel, located on historic Fremont Street.

Commented [1G26]:
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.
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Split the Window|

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

Click the Split Window button
on the View tab.

The window is split into two
panes, one on top and one on
the bottom. Both panes show
the current document but can
be scrolled independently. This
lets you keep an eye on one
part of the document while
typing and editing another.

Tip: Click and drag the border
between the panes to adjust
the size of the panes.

Click the Remove Split button.

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

pane.

Tip: Clicking the New Window button
on the View tab does something
similar, opening a second window of
the current document. This lets you
arrange the two windows however you
want, viewing two different parts of
the document at once.

N Ruler q 3 B .
e Grlines =01 A =
Read | Pint Web Zeam = Switch  Macros
Mode |Layout Layewn Navigation Pane Spit Windows=| =
Views Show Znam a0 Macrs ~
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New Communications Director
Kerry Okl was named communications director and will coordinate and direct all
tormal Internal and client communlcations. Kerry has four years of experlence as
an office manager at Luna Ses, Inc, and has degrees in both marketing and
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+ Internal communication
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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 3
Kerry's ibilities will include:

Client correspondence

Internal communication

Press releases
Updating the website

Manth in Review
April turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon

Vewage received onlv one customers comolaint because of a defay.
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Commented [IG27]:
1. With the View tab still displayed, click the Split Window
button.

2. Scroll up and down in the bottom pane, showing that
the part of the document in the top pane remains in
place.

3. Click and drag the border between the panes to resize
them.

4. Click the Remove Split button.
5. Click the New Window button to show that feature.

Explain that it’s similar to Split Window, but with separate
windows.
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Commented [1G28]:
Practice File: 09-print.docx

]Print\

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 Documenﬂ

Click the File tab.

Click Print.

Calibri {Body] ) i
AaBbeoii |Aabcodx | Aabbiy

Commented [1G29]:
1. Click the File tab.

2. Click Print.

i i . CRSRE S N 40 S || 3. View the document in the preview pane.
Examine the print preview on 3 Y S W I B s ol M [ Nospec. ] HRGGNS | .

) i SR L : i ; ) = You can use the zoom slider to see more closely, and you
the right side of the screen to can use the page number buttons to view more pages in
ensure the document appears the document.
correct. 09-peint - Waed (= I

Kapl Cloypont 4. Click the Printer list arrow and select the right printer.

o Select the correct printer by

clicking the Printer list arrow Pr]nt @ 5. Go over all the options available under Settings.

and selecting it from the list. o )

- o C 6. Set the number of copies to 2.

o Adjust the printer settings i

using the options below the 7. Point out where the l?rmt button is. However, it isn t

printer, described in the Printer Zizfcsis;ry to actually print out the document for this

following table. B W @

Printer Piogmrties

Set the number of copies in the
Copies text field.

o
(7

The document is sent to the printer.

Click Print.

Cipmiane

Feedback

Shortcut: Press Ctrl + P.

Settings

Print A1 Pages

Pages:
Drink Cew Sided
Only pred o oo 3ude o

Cellared

© 2018 CustomGuide, Inc.

29




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 Documenﬁ

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 Permissions list
arrow.

Select a permission level for
the document.

e Can edit: Anyone who has
been invited to the
document can make edits.

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

(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 Share.

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

Tip: You can always revoke or modify a

AaBhCrDy
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April turned out to be & very busy and productive month for Bon -0
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Kerry Oki was named communications director and will coordina
formal internal and client communications. Kerry has four years
an office manager at Luna Sea, Inc. and has degrees in both marl
communications. Kerry's responsibilities will Include:

« Client correspondenca &I Kayla Claypool

® Internal communication Feeg

* Press releases

Month in Review

April turned aut to be a very busy and productive month for Bon

Abweys ®

Share

Autyrmabeally share change m@

Commented [IG30]:
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.

Note: If you’re an Office 365 subscriber and receiving
regular application updates, you may have a different
process for sharing documents than described in this lesson.
Co-authoring has replaced the Share document feature.

Commented [IG31]:
1. Click Share.

2. Enter someone’s email address in the Invite people
field.

3. Click the Permissions list arrow.
4. Explain the two permission levels:
e Can edit
o Can view

Choose Can edit.

5. Type “Please review this document” in the Include a
message field.

6. Click Share.

Get a sharing Ink
person’s sharing permissions by right- Pagetol]  Woworss [ ol % - + s
clicking their name in the Share pane.
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https://support.office.com/en-us/article/Collaborate-on-Word-documents-with-real-time-co-authoring-7dd3040c-3f30-4fdd-bab0-8586492a1f1d

[Share with a LinH

You can also create a sharing link to a document, which you can send out any way you want (email, instant

message, etc.) to invite more people.

0 Click Get a sharing link in the
Share pane.

o Select the type of sharing link
you want to generate.

o Create an edit link: Anyone
with this link can edit the
documents you share.

o Create a view-only link:
Anyone with this link can
see the documents you
share but can’t edit them.

Alink is generated, and you can copy
and paste it anywhere to share with
others.

Kopla Cla 63 Share
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Commented [IG32]:
Leave the Share pane open from the previous section.

1. Click Get a sharing link in the Share pane.
2. Go over the two sharing link options:

o Edit link

o View-only link

3. Click the Create an edit link button.

4. Show students that the Copy button will place the link
in the clipboard so that it can be pasted anywhere.

Paste *| 'mditing
s font 5 Fanaguaz F Siyies = a
Share T
Imve people
Can et
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h’he Quick Access Toolbaﬂ

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

]Customize the Quick Access Toolbaﬂ

¥ B Bh-Aac Aa D

Viethe-quick-scceus-toalbar = Word

Inset  Design  Layost Malings

Bady) “[14 «| %

= AaBbCoDr | AaBhCrDx | /
U-mn x &

Commented [IG33]:
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.

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

by adding or deleting commands.

Click the Customize Quick
Access Toolbar button.

Calibi {

A list appears and displays Pate
some commands you can add. | -

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.

Vl-thequick-scms-toolbsr -

e Quick Access Toolbar

e

[ a N = ons director and will coordinate and direct all
formad internal and client communications. Kerry has four years of experience as
an office munager a1 Luna Sea, Inc. and has degrees in both marketing and
Kemy's will include:
+ Cllent correspondence
+ Internal communication
.

Press releases
Updating the web site

Thae Month in Review

Commented [IG34]:
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.

© 2018 CustomGuide, Inc.
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Help

Commented [IG35]:
Practice File: None

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.

o Click in the Tell Me field.
o 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.

o Select the command you were
looking for.

Page 1 of

A0 words

Board of Directors Meeting
March &

New Communications Director
Keerry Oki wias 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
Icatlons. Kerry's will include:
» Client correspondence

= Internal communication
® Press releases

Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New

hicinsce was un U nareant fram last Anril Flisht dalave waee minimal —Ran
N 5

Commented [IG36]:
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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r'l'he Help WindoM

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

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

A web browser window opens
automatically to the Office
Help site.

e 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.

B =1 BT searchresulss for tble

Kayla Claypool
= x| <

Commented [IG37]:
1. Click the File 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.

Results for "table of contents'

Ci a table of contents in Word
Create a tale of contents that's sasy to keep up-
text you want to include in the tab

© 2018 CustomGuide, Inc.




{Document Properties\

Commented [IG38]:
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.

hliew and Edit Document Properties

Commented [IG39]:

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.

AaBbech | AaBhCoix 2

u thormat [fMaspie | Hesding1 - | Editing
‘Word L o x
Kayls Claypond
Document
Desiop
Protect Document Properties -
Cantral what types of charges pecple
Protect can rake 1o th rnent
Document
Inspect Document
Check for
lssues Disurient papasios and
suthor's name Related Dates
Cantent that people with Lst Moxified
driabnbsey are unable bo read
Created Wy
Last Printed
. Versions
@ ) There ate o previaus versoen of Related People
Marage thit file.
Versions * Aathor
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1. Click the File tab.
2. Click in the Title field.

3. Enter “Learning Word 2016” and click outside of the
field.




Mew Advanced Properties

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

o From the Info screen, click the
Properties button.

o Select Advanced Properties.

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

o 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.

o Click OK.

The advanced properties are saved.

Account

13-document-preperties - Word (=] =
Kayla Claypeol
Document
Deskop
Protect Document
Cantrol whit bypes of chamges people
Predect can make o this document
Dacument
Total Editing Time 126 Mirustes
Tale ed Meeti
Inspect Document > e Mt
1 Belre publritung lhn i be sware Tage £ Ty
Check foe Ehat it camine Comments
lssues Deaturent proparties ind
suthors name Related Dates
= Contest that people with Last Modified
drsabubiss are unable bo read
Created
Last Printed
™ Versions
Q | o previaus wrrace of Related People
Manage
Versions * Aathor
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Kayls Claypoot
imCO | Botumsent Broperties T X%
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Documen
Deskaop Tithe: it Mewtng Note
Subject:
» Muthor: | Kerla Claypodd 19.0KR
Prateet N 3
Dacurnest « —
Compary:  Custombuide £
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9- Categery: Bosed Meeti.

Kerpwars:
Checkfoe || Commenss:
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Hprirk
base:
Terplate:  rarmal
‘ [ save Trumbsriats for 48 Werd Documents
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pple

Cancel
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Commented [IG40]:
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.




Inspecting a Document

Commented [IG41]:
Practice File: 14-inspect-a-document.docx

If your document has a lot of advanced effects, graphics, tables, or videos, you may run into trouble opening
itin 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 Accessibilitﬂ

Commented [1G42]:

The accessibility checker examines your document for anything that would make it difficult for people with
disabilities to read.

@
(2

Click the File tab.

Click the Check for Issues
button.

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.

AaBbCoe | AaBbole | AaBbi

Info

Dewniosds

»

Pratect

Check b
Tesiie ®

Practice File

[

. bspect Document

14 ingpect-n-dacument - Word

Protect Document

Control what types of changes people
2 sk s (s document

Inspect Document
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Dincurment peapedies, author's

o =
Kayla Claypool

Propertias *
Sae aTE
Pages 1
Wtk m
Totai Eckting Time

Related Dates

Last Maddied Tady, 09:30

Created TS0 0L

Last Printed
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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 16 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.




Select a result.

alibri {Body)

Additional information appears = . A
] BT Y -ax x A =

underneath the results, letting | - ! e b -

) A e | B W SURPEE e R Marmal | TMaSpae.  HMesdingl o :
you know why thisresultisa | .. o s e e ., 9
problem and how to fix it.

AaBbCoDr. AaBboDe A

“The purpose of life is to live it, to taste experience to the Accessibility Ch... = %

Click the Close button when utmost, to reach out eagerly and without feor for newer a e
ience.” - Eleanar Roosevelt

y travel with Bon Voyage? o

Have you ever wanted to just get up and go
somewhere and net stress over the details?
Bon Voyage we plan yeur trip around YOU. 0
of expert travel planners will create a unigue
personal profile matched to your interests, by
and adventure level. Whether you're a daredt
adventurer or a casual sight-seer, our mission

you've finished looking over
the results and have made the
appropriate changes.

make your next vacation truly an exceptional
enperience!
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[Check Compatibility

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

0 Click the File tab.

o Click the Check for Issues
button.

o Select Check Compatibility.

The Compatibility Checker
window appears, listing
anything in the document
that’s not compatible with
earlier versions of Word.

o Click the Select versions to
show button.

e Toggle which versions of Word
to check compatibility for.

By turning off the versions of
Word that you don’t need to
worry about, you can get a
better sense of what
incompatibilities are important
to you.

o Click OK.

The window closes, and now you have
a better idea of accessibility issues and
incompatibilities in your document.
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Commented [IG43]:
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.




’c I O Se a n d EX it\ /{ Isroa\rc':::‘ee;‘i:::dlgl—g::g—:a nd-exit.docx

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 Commented [IG45]:
If you have multiple documents open, close one by clicking
Each document window must be closed individually. If you only have one file open, you can close it from the the Close (X) button in the upper-right corner. If you only
File menu and keep Word running, have one document open, but you want Word to stay
running...

o Click the File tab.

o Click Close.

The file is closed, but Word is still

1. Click the File tab.

2. Click Close.

Word is still running, but the document closes.

running. You can still browse for a file
to open, create a new document from

a template, and access Word’s options. K i So
Shortcut: If you have multiple Word Info
documents open, clicking the Close GocureRt
button on the title bar will close each Deskaop
document individua”y. Protect Document Properties -
types ef chamges people 58
Protect da 2
Document «
Tip: If you have not saved the
. . | Editing Teme
document since making changes, a Tile
A N A N Inspect Document .
dialog box will appear asking if you iy, | el plhng i e b e .
want to save the changes to the B Bocument propaties 10
. . . wathor's name Related Dates
document. Click Save if you wish to Last Mockied
save your changes, click Don’t Save if s I‘ 2
you do not want to save your changes, e
. . a Related People
and click Cancel if you do not want to Marae S
Versions * .

close the document.
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[Close Word\

Commented [IG46]:
If you only have one document open, or if Word is running
If you only have one Word document open, closing the document window will also quit Word entirely. without an open document, simply clicking the Close (X)
button in the upper-right will shut down Word completely.
o Click the Close button. :

Word quits as the window closes.

n
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