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Introduction
This manual will outline many tasks that you will need to perform to complete various

assignments that you will receive as an Undergraduate student here at The University of
Akron. The tasks discussed in this manual are:

Create a New Document

Open an Existing Document

Save As
Creating a Folder
Views

Changing Font, Font Size, and Font Color
Aligning text horizontally

Aligning text vertically
Change the Margins

Change the Orientation (Portrait or Landscape)

Insert a Page Break
Undo/Redo
Header/Footer

Clip Art & Pictures
Bullets and Numbering
Copy and Paste
Indents

Tabs

Spacing

Footnotes & Endnotes
Using the Thesaurus
Spell & Grammar Check
Using Help

Ver. 2005.11.17
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron

Page 3

Information Technology Services



Word 2003 The University of Akron

Getting Started

When you first starting using Word, you will need to be able to create a new document in
order to start a new project. You will also need to be able to open existing documents so
that you can continue working on a document that you previously started.

Step by Step- Create a New Document

What you do What happens
1. From the menu choose: The New Document task pane displays.
File, New MNew Document T X
@ [ =) 6
New

_] Blank document

@ #ML document

@ Wwieb page

- E-mail message

,ﬂj From existing document. ..

Templates
Search online For:

I
Dﬁ. Templates on Office Online
ﬂl_;J Onry computer, .,
[ Onomy Web sites...

Recently used templates
Mormal ,dok
toolbartemplate, dok

2. To open a blank document, click
on the Blank document link.

3. Toopen an existing file and use This gives you the file you asked for, but with a
this file as a starting point for a “Document” name like a template.
new file, click on the From
existing document link.

Ver. 2005.11.17 Page 4 Information Technology Services
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What you do

What happens

4. To open a Microsoft Word
template or a template that you
previously created click on the On
my computer link under the
Templates heading.

Note: You can use a template to
create letters, memao's, brochures,
resumes, and more.

The Templates box displays.

x
Geners! | Legal Pleadings | Letters & Faes | Mai Mergs | Memos | Other Decuments | Fublications | Reports |
S & G

Preview
WML Document  ‘Web Page E-mail
Message

5 o

FormExamp... PSWerstemp... toobartemp...

Preview not available.

Create New
& Document  © Template
cne

Templates on Office Online

5. To go directly to Microsoft’s
Template web site, click on the
Templates on Office Online link.

Some ideas of what templates are
available:

= Brochures

= Business Cards

= Calendars

= Certificates

= Newsletters

= Post Cards

= Letters- Letter Heads

The Office Online Templates page displays.

E 7, Office Online

Saaech: | Tesplotes =l

Home Templates Hels
Asststanen

Training Presentations made easy
Templates h
Cip Art and Medka
Dot

Cffice Maeketplacn
Toaoks for Your Job
Micrarsoft Cffice System
Daegloyment Cerker

Presentation templates Clip of the Day

= J ’ o N presentation
v Tenpdates heis v Trakies samsiar prasorkatis
- mabke & kock geeat. 45 For TG P n
i FOUN MASSA08: We Can Finaroal parformance présentation
b haip withthat, teo. Paresit B of Rights o

Taming Templates
column

HELP For templates
» fusad past eolmers
Things Tu Do .
Suggest a Lemplste Ters Template tips and tricks
< from cther Heve Drowesien] Sur reamined
Offien cale =
Gt our nowsinties o perfect
Commenk on this Web page 105, Flag Firer Fhyer whh bear-off tabs il

Contact Us — cr program
e & suggestion for & Leplete? Tellus!

Worldwide

Cffice: Worduade 4

Relabed Web Sites
Prochict Suggret
Cffice Commurity

BROWSE TEMPLATES

Busmess and Legsl

Finance | Legal | En espafiol:
tas de planeackin financiers

Microsoft Office Programs

word | Lucel | PowerFort | More. .

olidays and Uccasions

Uneote wonders
Try Onehicts for Free
» Share: your stationery

Cffice Doveloper Center

Calendars, Labels, Planers, and

Greating Cards | Mobdays | Decasions

6. You can also use the New Blank
Document button 1 .

Note: If you use this method, you
do not get the New Document task
pane. You are just returned a new
blank document.

Ver. 2005.11.17
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Step by Step- Open an Existing Document

What you do

1. From the menu choose:

File, Open

What happens
The Open box displays.
open 2| ]
Lack in: I.D My Documents j @~ Q X Ty E e~ Toos~
; Mame = | Size | T... | Date Modified | -
,J | Class Files F... 71122005 8:52 AM
My Recent [Shexcels F... 2/10/z004 4:30 PM
Documents |\ cocel Four Class Files F... 10/27/2005 10:23 AM
— |5 HelpFiles F... 7282005 1:43 PM
tB |[[JIHOLD APPSIZER F... 5/10/2004 12:09 PM
Desktap | Microsoft Press F... 10/24/2005 1:50 FM
Cymous F... 11/2}2005 2:38 PM |
)My Captivate Projects F... 1/13/2005 2:48 PM
My Data Sources F... 1/14[2005 2:36 PM
My Documents | | |23 My eBooks F... 3/30/2004 4:58 PM
[y music F... 1/24/2005 10:23 &M
- L .ﬂMy Pictures F... 21812005 12:29 PM
l‘)g [0y wehs F... 2/9/2004 3:01 PM
My Computer | 5 office Foo  11/3/2005 12:35 PM
.-.- |Z)Peoplesaft F... 5/12/2005 5:39 FM ﬂ
Q_g File namme: I j open | -
My Metwork
Flaces Files of type: Ig" Files (*,*) d | Cancel

2. Locate the file and select it by
clicking one time with the left
mouse button.

Click on the Open button.

The file opens in Word.

Ver. 2005.11.17
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Save As

After you create a new document, you will need to save the file with a name. When you
are saving documents it is a good practice to store your documents in folders. After you
create folders, you can sort and store your Word documents in an organized manner that
will allow for easy retrieval of your work.

Definitions
Word Definition
Save As Save As allows you to save a file with a new name, extension, or

location.

Step by Step- Using Save As

What you do What happens
1. From the menu choose: The Save As box displays.
Flle’ Save AS Saveini i) My Documents Tl @3 Q@ X Ly - Tooks+
1 [Sexcels [ Wyszynek viewlet
£ |C5) HelpFiles. [ apitalized_Equipment_Entering_Req.doc
My Recent |7 HOLD APPSIZER []eest, doc
S e
g G
v
|2 Office
My Dacuments | |3 PeopleSoft
| ) PeopleSoftyersions
" J |25 robodemo_stuff
v B,
e
i Net%rk File name: | Save
Flaces Save a5 bype! [word Document (*,doc) | Cancel
2. To change the location of the file,
use the down arrow in the Save in
field to find the new location.
In the File name field, enter a
name for the file.
Leave the Save as type field as
Word Document (.doc) unless you
are creating a template. To create
a template, use the drop down and
select Document Template (.dot).
3. Click on the Save button.
i Note: You only get the Save As box if that is the first
4. You can also use the Save time you save the file.
button on the Standard toolbar.
Ver. 2005.11.17 Page 7 Information Technology Services
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Step by Step- Create a New Folder

What you do What happens
From the menu choose: The Open box or Save As box displays.
File, Open svens 2]
OR savein:  [[C) My Documents l@- @ X Ly - Tk~
. . | Class files |_)PeopleSoftversions
Flle, Save AS J |exceld |Jrobodemao_stuff
My Recent |- Fxcel Four Class Files [E)5ara
Dacuments 4o cloFiies [ %ara Yiewlets
= |)HOLD APPSIZER ITEST
. |micrasoft Press [ Wyszynski viewlst
Note: If you are Stal’tlng a hew Deskiop ISimous 8] Capitalizsd_Equipment_Enteting_Redq.doc

|CIMy Captivate Projects

lﬂl]samp\a‘doc

project and you are working on a | [ oatasources 5)saratonkpey. cac
u - - _J |y eBooks Iﬂ_]showdesktop.doc
new file you will most likely use My Deeaments ||ty bhasi et coc
the option of File, Save As (this 9 i
will allow you to save the fileand | ||, 2o,
create a new folder at the same <
t|me) " N;'L_)mrk File name: RNl =] &
Places Save as bype: |ywiord Document (*.doc) j Cancel ,
2. Go to the location where you want
the new folder to be placed.
For example, if you want the folder
to be at the root of My Documents,
be sure the Look in field (or Save
in field) says My Documents.
3. Click on the Create New Folder The New Folder box displays.
= x|
button —_ at the top of the box. o |
04

Name: |

4. Enter a name for the new folder. The new folder is named and it is now open.
savens

20

savein [ TEST

Click on the OK button. Bl o p il el

L

My Recent
Documents

|

[=}
@

ktol

B

X3

My Documents [%

y

My Computer

o .

] File name:

Save
My Network

Places Save as type: |wm Document {*, doc) j Cancal

[#word20n3Undergrad doc |

5. You can now save files in the new
folder for better organization.

Ver. 2005.11.17 Page 8 Information Technology Services
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Views

There are many views that you can utilize while working in the Word environment. The
different views change the way the working window appears and the different views also
provide different ways to work in the Word environment. The most common views will
be discussed in this section.

Definitions
Word Definition
Normal View Shows the page with simplified layout for easy typing, editing and

formatting. Not all capabilities are available with rulers.

Print Layout View  Shows how the items in your document will be positioned on the
printed page. The rulers are present.

Reading Layout Shows the document in a manner that is optimal for reading. This
View view does not display the document in a way the document is
formatted for printing.

Step by Step
What you do What happens
1. From the menu choose: The Normal view displays.

- algi
View, Normal B e e M it =
Notes: fi—
= You cannot use the Drawing T

toolbar in this view.

= The headers and footers are not
visible in this view.

= Page breaks appear as dotted
lines.

1

Ver. 2005.11.17 Page 9 Information Technology Services
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What you do

What happens

2. From the menu choose:
View, Print Layout

The Print La¥out view disglaxs.

Bl e Wew et Fomat Dok Tabe Wedee ek AddefOF  Acchat Comeerts

DEHD R0 402~ aH05nME 3F7~

M - Tt - 02 - B O [EWEEmE EERE DA

o ot E

Ic

L@ - -

= - S

Eo B T T

T "
o sty page o o the et L

* Wiy weouk you o this ™
-+ To Opea e bl dcamend

“Distrmment 1
mistng doument witheost overaTing the sxistag (4
@-eTocpraatemphte]

'#Why Sup

Wit e

T

il P

Ty BEE |

Goms (At \ OO DAGEd *-L-A-=S52

Page 3 - L]

LR UL ]

BIC TRE DX ove

3. From the menu choose:
View, Reading Layout

Be Ed ew fuet Foma Jeks
I Dot g T Pumtrak M., L Bmawch.,. | 3, 5

he Readino

G et e termniaL e - M

resalt Word

Toble  Windew el Adobe POF Accbal Comerts
2 [T0) wicwn [§ s o vk

=
e W8} d-m- 2% 33|

What you do. ‘What happens What you do. ‘What happens
1 :tr;:l:emenu The New Document task pane displays. 3 ::J;E::f:'ll: -
FleoXer | vy . ::é".t";
e for et e
S Trom exitng
e !
) rros-tng oo i Toopema Toc Temglucs box dioplays
T = Wi | S =
e e
e Compare
o — =Py
¥ e
decument,
elick on the
Blank
document link
4. An alternative method to using the | The View buttons. -
menu would be to use the View o S cniron
buttons in the bottom left corner of %;::T
the window. [ ] [l

If you rest the cursor over each
button, a screen tip will display
with the view's name.

(o= \NOOH A @@ & -L-A-=s=2ad)

Page 3 Sec 1

318

Ak 3.2

Ln 12 Col 32 REC TRK ExT OWR

e

Ver. 2005.11.17

Page 10

Information Technology Services
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Word 2003 The University of Akron

Creating a Title Page

When you are working on assignments you may be asked to create a title page for your
document. When you add items such as a title, your name, and class information you
may want to change the font, the font size, or even the font color. You can do all of these
by using the Formatting toolbar. You will also want to center the information both
horizontally and vertically on that page in the document for a cleaner and refined look.

Your Paper Name

Vo Hame

Chbier diformatie

Ver. 2005.11.17 Page 11 Information Technology Services
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Step by Step- Font, Font Sizes, and Font Color

What you do What happens
1. Enter text.
2. To adjust the font, select the text in
which you wan to make
adjustments to.
3. Using the Formatting toolbar,
make your changes.
A4 box bext @} BIHEEEI%*%E = EE -aE?
A T
Font Font Font
Size Color
Ver. 2005.11.17 Page 12 Information Technology Services
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Step by Step- Aligning Text (Horizontally)

What you do What happens

1. To center text horizontally, put the
cursor anywhere in the line in
which you want to center.

Then, you can click on the
Center button on the Formatting
toolbar.

2. Tojustify text, which spaces text
more evenly from the left to right
margin (similar to a newspaper or
magazine article) put the cursor
anywhere in the paragraph you
want justified.

Then, you can click on the
Justify button on the Formatting
toolbar.

Ver. 2005.11.17 Page 13 Information Technology Services
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Step by Step- Page Alignment (Vertically)

What you do What happens
1. If you are creating a title page and | The Page Setup box displays.
need to center the information Page Setup 2=
(such as title, name, class, etc.) you | Peper | Layout |
can have Word automatically i
This preverts you from maay || 2 3wl
. . . Left: 1.25" = Right: |1.25" —
trying to center the information by = . = o o
USlng the Enter key Gutker: Gukker posiktion: [Left -
COrientation
First, select the text that you want £ 3
centered vertically on the page.
Portrait Landscape
From the menu choose: Pages
File, Page Setup Huiple pagesi il M
Prewvigw
Apply to: [
whale document j ::
Default. .. | QF I Cancel |
3. Advance to the Layout tab. The Layout tab displays.
Page Setup ﬂﬂ
Margins | Paper
Seckion
Section stark: INew page j
r Suppress endnotes
Headers and footers
[ Different odd and even
[ Different Firsk page
From edge: Header: ID.S" E‘
Eooker: ID.S" 5‘
Page
Yertical alignment: Top -
Prewview
Apply to: ———
‘Whole document j —
Line Mumbers, .. | Borders, ., | =
Default... | (a4 I Cancel
Ver. 2005.11.17 Page 14 Information Technology Services
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What you do What happens

4. Under the Page section, you can The selected text will be centered vertically on the page.
set the Vertical Alignment of the
document to center.

In the Apply to field, select from
the down arrow, Selected text.

Ver. 2005.11.17 Page 15 Information Technology Services
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Page Setup

The Page Setup box allows you to make changes to the Margins of your document, the
orientation of the document, the Header and Footer of the document, as well as the
vertical alignment of the document (or a section of the document) as discussed in the

previous section.

Definitions
Word Definition
Margin The distance between text and the edge of the paper on the top,
bottom, left, and right.
Step by Step
What you do What happens
1. From the menu choose: The Page Setup box displays.
File, Page Setup Page SR 2|
| Paper I Layouk |
Margins
Iogp: Il" 5‘ Eottom: Il" 5‘
Left: |1.25" 5‘ Right: |1.25" 5‘
Gutter: ID" 5‘ Gutter position: ILeFt vl
Crientation
[A] |
Portrait Landscape
Pages
Multiple pages: Mo -
Preview
Apply o —
IWhoIe docurment VI ::
Drefault. .. | fale I Cancel
Ver. 2005.11.17 Page 16 Information Technology Services
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What you do

What happens

2. On the Margins tab you can adjust
the Margins measurements. This
is the amount of space from the
text to the edges of the paper.

* You can also adjust the
Orientation to Portrait or
Landscape.

= In the Pages area, you can set
the pages to mirror each other,
print two pages on a sheet, or
as a book fold.

= You can also choose to apply
the changes to the Whole
document or This point
forward by using the Apply to
field.

3. Advance to the Layout tab.

The Layout tab displays.

Page Setup ﬂﬂ
Margins I Paper |
Section
Section stark: INew page 'l
r Suppress endnotes
Headers and Footers
[ Different odd and even
[ Different first page
From edge: Header: ID.S" 5‘
Fooker: ID.S" E‘
Page
Wertical alignment: Top -
Preview
Apply ko —
IWhoIe document VI e
Line Murmbers. .. | Borders. .. | _
Default,.. | OF I Cancel
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What you do What happens

4. To create different headers and footers for odd and even pages, click on the checkbox for
Different odd and even.

OUPsp Il Turwasit: of Adren Tl Tuwnity of Alten FwuPap

Tl worll e anewupag. Tl worll e anewnpag.

5. To have a different (or no) header
or footer on the first page of your
document, click on the checkbox
for Different first page. This is
typically used for title pages.

6. On this tab, you can also align text
vertically by using the Vertical
alignment field as discussed in the
previous section.
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What you do What happens

7. An alternative method to adjusting | The Rulers:
the margins is to use the horizontal [E
and vertical rulers in the Print
Layout view.

If you place the cursor between the
gray and white areas at the
beginning and end of the rulers the
cursor will change to a double
pointing arrow. With the left
mouse button pressed down, you
can drag and drop any of the
margins.
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Inserting Page Breaks

There will be times when you want to end a page and start on a new page. To accomplish
a new page without the fear of your text moving, you will want to add a Page Break.

This is done at the end of a chapter, section, or even a page when you want to be sure that
no text, pictures, graphs, etc move onto this page.

Step by Step- Page Break

What you do What happens

1. Place the insertion point where you
want the page break to appear.

2. From the menu choose: The Break box displays.
Insert, Break 21
Break bypes

™ Column break

™ Text wrapping break
Section break tvpes

i Mext page

i~ Continuaous

8 Even page

" odd page

(0] 4 I Cancel

3. Click in the radio button for Page | An example of a pade break.
break.

This is-ar-exarnple-of a rmarmal page break +
1
1
T

Click on the OK button.

Page Break.

If you have the Show/Hide

tool on you will see a line with
“Page Break” in the middle.

4. You can also insert a page break,
by placing the cursor where you
want the break to be.

Use the keyboard command of
Ctrl + Enter.
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Using Undo and Redo

If you make a mistake when you are working in Word, you can simply undo the last
action that you did. If you then decide that you want to redo a step, you can then use the

Redo tool.

Step by Step

What you do

What happens

1. Toundo a mistake click on the

Undo T button on the Standard
toolbar.

The last action you completed will be undone.

2. If you want to undo a series of
steps, click on the arrow on the
right side of the Undo button.
9] B30 E:SE 9 I|T

AuboCarrect
Typing "If you wank to undo a series of steps, click onthe ..
Typing

Typing "The last action vou completed will be undone.”

Typing =

Undo 1 Action

If you select an action down the
list, all actions that are above it
will also be undone.

3. If you later decide you did not
want to undo an action, you can

click on the Redo \ button on
the Standard toolbar.

The step(s) will be redone.
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Headers and Footers

You can insert text into the top and bottom margins of the page by using the Header and
Footer area. This is where you can add information such as a title for the document, the
date, page numbers, file location, and much more.

Step by Step
What you do What happens
1. From the menu choose: The Header and Footers disElax.
View, Header and Footer O e BT i s i Acitaor Acoies Somnaes
IBHRA SR YR B 9-c-afoauE I -6 weenBin
A Hoater .v..-..-.hn........u,n10@[1.;;.;_5_;;;:u.¢.3.!
i R 201 = PR BT TR 13z

2. The header and footer sections of
the document are available for
entry.

The Header and Footer toolbar
appears as well.

3. You can enter text into the header
and footer areas.

The Tab key will move you from a
Left tab, to a Center tab, and then
to a Right tab.

4. To insert a page number, click on

the Insert Page Number ‘ﬂ1
button on the toolbar.
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What you do

What happens

5. To format the page number, click
on the Format Page Number

i) button.

The Page Number Format box displays.
x|

ERENCR ~ |
™ Include chapter number

Chapter starts with style IHeading 1 Yl
|- ihrypheny 'l

Murnber format:

Use separatar:

Examples:  1-1, 1-A4

Page numnbering
o« Continue from previous section

” Start at: I E‘
0] 4 I

Cancel

6. You can format the page number
on this box.

7. On the Header and Footer toolbar,

The Layout tab.

you can click on the Page Setup 2%
fu button. Margins | Paper  Layout I
Section

On the Layout tab you can click on Section start: ETCEESR— |
the options for Different odd and I™ Suppress endnates
even. This is a great option if you
are going to be printing the Headers and footers
document as a manual. This ,':g:;:[::t s
option will give a “mirror effect” I - =

. rom edge: Header: ID.S 5
with the header and footers. -
You can also select the option for e — -
Different first page which will S e :
allow you to have a different (or Preview
not any) header and footer on just Apply to: =
the first page of the document. Whole document__|ig ==
Other helpful options on this box : =
are the Header and Footer (From Lne bers... | _gorders.._| —
edge) fields. You can make the Oefaul.. ok | conce
header and footers closer to the o |
edge or further from the edge.
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What you do What happens

8. Later, you can edit a header and/or
footer by double clicking on the
text. This will open the header and
footer areas for editing as well as
the Header and Footer toolbar.

You can also use the menu option
of View, Header and Footer to
open the areas for editing.
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Using Clip Art and Pictures

In Word, you can add clip art or pictures to your document to add interest or to illustrate
a concept. Word has thousands of pieces of clip art for you to choose from. You can
also insert your own pictures into a document. After you insert a piece of clip art or a
picture, Word has many tools available to change and enhance the object.

Step by Step- Clip Art

What you do What happens

1. Place the insertion point where you
want the clip art to appear.

2. From the menu choose: The Clip Art Task Pane displays.
Insert, Picture, Clip Art Clip Art v x
@ |2 fad
Search for:
|computer | | Go |

Search in:

| Al collections | - |

Resulks should be:

|Selected media file tvpes | v|

|_g—_| Organize clips...
03) Clip art on Office Onling

@ Tips For finding clips

3. You can also use the Drawing
toolbar, click on the Insert Clip

Art E button.

OR
In any of the Task Panes, you can

select from the drop down arrow at
the top, Clip Art.
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What you do

What happens

4. You can search by keyword in the

Search for field. You can search

The Clip Art Task Pane returns the search.

«| { ciip are %

. @2
using more than one word as well.
You can use the Search in field to
select where you want to search.
You can use the Results should be 3
field to choose what type of clip art |
you want to search for (clip art,
photographs, movies, or sounds).
After you enter search criteria,
select the Go button.
=l
;J (8] organize dips...
5 %3 dipart on Offics Online
F @ Tips for finding clips
Click on the picture once to insert | The menu:
the picture into the document. Insert
4 Cof
You can also place the cursor (not o il
pressing, just resting over) over the | | X Delete from Clip Orgarizer

right side of the picture and a gray

X :
bar with an arrow appears. If you F Cople ez,
click on this arrow a short menu
returns with various options.
Edit Keywords. ..
PreviewProperties
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What you do What happens

Tip:
The easiest way to resize an image is by dragging its edges to match the size and shape that you
want. To do this, click on the image once to select it. A box will appear around the image with
eight sizing handles. The handles have different meaning and they are as follows:
= Dragging the corner handles resized your image diagonally, keeping the proportions of
the image the same.
» Dragging the middle handles resize the object only vertically or horizontally depending
on which handle you are using. This option will strech the image out of its proportions.

You can also size an image by using the Format Picture box. To open this box, select the
image and right click with the mouse to get the short menu. From the short menu, select
Format Picture. Advance to the Size tab.

Format Picture e

Colars and Lines § | Layout I Picture I Texk Box | Web I

Size and rotate
Height: 363" — Width: 1.03" =
Rotation: o=

Scale

Height: |4? o 5‘ Width: |46 % E‘

[v Lock aspect ratio

[v Relative to original picture size

Original size

Height: 7.75" Width: 10.67"

Reset |
ok I Cancel |

Make changes and select the OK button.
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What you do

What happens

Tip:
Click on the Layout tab.
On the Layout tab you can adjust the

wrapping of the picture in relation to
text.

The Layout tab displays.
x4

| Picture I TextBUxI Web I

Colors and Lines | Size

Wrapping stx:le
[H ’ ot ’ b d = ’ b §

In line with text Sguare Tight Behind text  In front of text

Horizontal alignment
 Left " Center " Right ¥ Other

Advanced... |

[8]4 I Cancel |
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What you do What happens

Tip:

After you insert a piece of clip art into your document you can change the appearance by changing
the text wrapping, the border, the color of the border, and many other things to make the image look
just how you want it to. If you click on the clip art to active it, the Picture toolbar should display.
You can also open the Picture toolbar by using the menu option of View, Toolbars, Picture.

Picture * X
m ==

In order as they appear, the buttons on the Picture toolbar are as follows:
1. Insert Picture: Insert a picture.

Color: Change to grayscale, black and white, or washout.
More Contrast: Sharpen the image contrast.

Less Contrast: Reduce the image contrast.

More Brightness: Brighten an image.

Less Brightness: Darken an image.

Crop: Trim the picture by taking part of image off.

Line Style: Change the border of the image.

© 00 N o g A~ DD

Compress Picture: Control the file size of image.

(B
o

. Text Wrapping: How text wraps around the image.

[3XY
[XY

. Format Picture: Opens Format Picture box for formatting changes.

[N
N

. Set Transparent Color: Removes one color from image. This is not available on all
images.

13. Reset Picture: Returns picture to original state.

Tip:

If you want to change the position
of the graphic, you will want to
adjust the text wrapping of object.
You can do this by using the toolbar
or the Format Picture box.
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Step by Step- Inserting Pictures

What you do What happens

1. Place the insertion point where you
want the picture from file to

appear.
2. From the menu choose: The Insert Picture box displays.
Insert, Picture, From File D - 1
Look in: LH My Pictures j @ - A Q X[y 2] - Tooks~
t | 6 |
v | [ l-nl
€, L
Deskkop Microsoft Clip Organizer Sample Pickures
o
My Documents
49
My Computer
M:a:érk File name: || j p— |'
yp‘aces Files of type: IA\IPlctures (*.emf]*.me;*‘]pg;*‘]peg;*‘]flf;*.]pe)*.png;j Cancel 4

3. Locate the picture by using the
Look in field or the shortcut
buttons on the left.

Click once on the file to select it
and select the Insert button.

You can also double click on the
file to insert it.

4. You can use the information in the
last section (Insert Clip Art) to
modify the picture.
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Using Bullets and Numbers

You can use Word's bullet option to create a list of items in a document. Typically,
bullets are used when the sequence of the items in not important. If the sequence of the
items is important, such as in a procedure or a sequence of events, then you would use

Word's Numbering tool.

Step by Step- Using Bullets

What you do

What happens

1. Highlight the list that you want to
bullet.

OR
If you want to start adding bullets

before you type, simply put the
cursor in the correct place.

2. From the menu choose:

The Bullets and Numbering box displays.
x4

Format, Bullets and Numbering
B Bdl Murnbered | Outline Nurmbered I List Styles I
Click on the Bulleted tab, if . o
necessary. None . o
L] =]
» b
* b
¥ 3
Customize. .. |
Reset | o4 I Cancel I
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What you do What happens
3. Click on the type of bullet you The Customize box displays.
want to Insert Customize Bulleted Lisk |

Bullet character

You can click on the Customize o | a
button to modify this bullet. E| ’—

Fant... | Character... | Picture. .. |
EBullet position
Indent at: ID.25" 5‘
Texk position
Tab space after:
Ig,s" 5‘ Indent at: Ig,s" 5‘

Preview

Cancel |

4. Click on the OK button to return to | The document displays with a single bullet or with several

the Bulleted tab. bullets (if you selected a list).
Click on OK again to return to the 1
document. L

5. To add another bullet, press the
Enter key after you finish each
line.

6. Note: To stop Word from adding

bullets do one of the following:

= Click on the Bullets button to
toggle the option off.

= Press Enter twice at the end of
the last line.

=  Press the Backspace key to
remove the bullet.

7. You can also use the Bullets *=
button on the formatting toolbar.

This will insert the last used bullet
character. If you want to change
the appearance of the bullet, you
will need to use the menu option.
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Step by Step- Using Numbers

What you do What happens

1. Highlight the list that you want to
number.

OR
If you want to start adding

numbers before you type, simply
put the cursor in the correct place.

2. From the menu choose: The Bullets and Numbering box displays on the
Format, Bullets and Numbering | Numbered tab.
x|
CIle on the Numbered tab, |f Bulleted  Mumbered | Outling Mumbered I List Skyles I
necessary. e,
1. 1 A,
Mone 2, il B.
3. )| c.
A 1. a a
B 2, b b
C 3. C C
% Restart numbering € Continue previous list Custor:ize... |
Reselk I Ok I l’gﬁncel |
3. Make the number selection. Note: You can also troubleshoot using numbers by

utilizing the Auto Correct Options button that appears
Note: You can troubleshoot using | with numbers. An Auto Correct Options button appears as

numbers by using this tab as well. | follows:

If Word is numbering an item by

starting over at “1” or by giving 321

you the last number in a previous i

list select the appropriate radio If you rest the cursor over the button, you will have the
button- Restart numbering or f0||0\{|\|/inq options:

Continue previous list. 2= 3T

Restart Numbering

:=  Bullets and Mumbering. ..

4. Click on the OK button. Auto numbering is applied.
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What you do

What happens

5. Note: To stop Word from adding
numbers do one of the following

Press Enter twice at the end of
the list.

Press Enter and then
Backspace to remove the
number.

Place the insertion point at the
beginning of the paragraph that
you do not want numbering
and click the Numbering
button on the toolbar to turn
off the option.

6. You can also use the Numbering

= button on the formatting
toolbar.
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Using Copy and Paste

You can copy text, pictures, clip art, objects, etc. from one location in a document and
paste it in another location in the same or in a different file. 1f you need to remove an
item and relocate it you can also cut it and paste it in a new location.

Definitions

Word Definition

Microsoft Office (Per Microsoft’s Help) The Microsoft Office Clipboard allows you
Clipboard to collect text and graphic items from any number of Office

documents and then paste them into any Office document.

Step by Step- Copy and Paste

What you do What happens

1. Select the text, picture, clipart, The item becomes selected.
object, etc by selecting it. ' ..

3

2. On the Standard toolbar, click on The item has been copied.

the Copy = putton.

3. Go to the location where you want | The item is pasted in the new location.
to paste the item.

Click on the Paste g button on
the Standard Toolbar.
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Step by Step- Cut and Paste

What you do

What happens

1. Select the text, picture, clipart,
object, etc by selecting it.

Th item becomes selected.

att, -ohjects, -etcfrorn one Jocation in-a-do cuarment -

RWNTAS

2. On the Standard toolbar, click on

&

the Cut button.

The item has been cut.

3. Go to the location where you want
to paste the item.

Click on the Paste Re button on
the Standard Toolbar.

The item is pasted in the desired location.
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Step by Step- Using the Clipboard

What you do What happens

1. To copy items using the Office The Clipboard task pane displays.

Clipboard, you need to open the oot i

Office Clipboard task pane.

Choose from the menu: coosrdanpty.

Edit, Office Clipboard oot o colese e

=

2. If you prefer to not have the The notice that appears when you copy an item.

Clipboard open as you work, click | [% 4 of 24 - Clipboard
on the Options button and click on | rem collected.

Collect without Showing Office
Clipboard.

If you choose this method a
reminder will display each time
you copy an item in the bottom
right corner of the window.

3. If you have the Clipboard turned
on and regardless of the Clipboard
method you choose, you will see

the Clipboard button =5
displayed in the system tray.
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What you do What happens
4. Now, to copy to the Clipboard The Clipboard with several items.
simply select the item (text, Sofz4-Cigbaard = x
graphics, charts, etc) and copy. 8jold
' '
Click. an item ko paste:
Remember that you can copy items | [a ]
from other Office programs such _
as PowerPoint, Excel, Outlook, or D bt Travel
ACCESS . Break Even Analysis...
@j ¢dver‘|t_tr.|rs
You can copy several ways, but @ e
two quick methods are to right ) Thi s atest
click with the mouse or you can
-\._ Iﬂj
use the Copy button = .

5. After you have all the items
copied, you can paste them into the
Word document.

First, put the cursor where you
want to paste the item.

Then, to paste the item into a Word
document, move your cursor over
the item you want to paste in the
Clipboard task pane. When you do
this a drop down arrow will display
on the right side of the item. Click
on the arrow and select Paste.

6. To clean the Cliiboard| click on
the Clear All button.
To delete just one item from the
Clipboard, move your cursor over
the item you want to delete. When
you do this a drop down arrow will
display on the right side the item.

Click on the arrow and select
Delete.

7. To turn off the Office Clipboard,
you may need to right click on the
button in the system tray and
select, Stop Collecting. You can
also use the Close button in the top
right corner of the Office
Clipboard task pane.
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Using Indents

Indents can be used in many ways in Word. You may use indents to indent the first line
of a paragraph. You may use indents to insert a quote in your paper (so you can indent
on the left and right). You may use a hanging indent to create a bibliography. There are
many reasons to use Indents when working with Word, and this lesson outlines the steps
necessary to create a Left or Right Indent, a First Line Indent, and a Hanging Indent.

Definitions

Word Definition

First Line Use the First Line Indent tab stop to have only the first line of a
Indent paragraph indented.

Example:

Indents can be used in many ways in Word. You may use
indents to indent the first line of a paragraph. You may use indents
to insert a quote in your paper (so you can indent on the left and
right).

Hanging Indent  Use the Hanging Indent tab stop to have all lines but the first line
of a paragraph indented.

Example:

Indents can be used in many ways in Word. You may use indents to
indent the first line of a paragraph. You may use indents to
insert a quote in your paper (so you can indent on the left

and right).
. Irdents on a [Z]First Line Indent
uler
o Hanging Indent
Soft Return A Soft Return is when you click on Shift + Enter to start a new
line, without starting a new paragraph.
Tab The tab stop/indent selector allows you to select tab stops and
Stop/Indent indents.
Selector
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File Edit ‘iew Insert Format Tools  Table Window Help  Ado
_}]ﬁlg_é_ll'j_ul ?’ﬂ .u—_'llﬁ\)f ) « ¥ ~

41 Table Grid + TimesMewRoman - 12 - B T U .
j B —— = vzl . &~ | [ - [ = [
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Step by Step- Left and Right Indents

What you do What happens

1. Put the cursor in the paragraph that
you want to indent.

To left indent the entire paragraph
you can use the horizontal ruler.
Put the cursor on just the square of
the icon.

=

2. Move the entire icon in towards the
document to change the indent on
the left side of the document.

3. Put the cursor in the paragraph that
you want to indent.

To right indent the entire
paragraph you can use the
horiZortat-foter—Put the curor on
the Right Indent.

4. Move the icon in towards the
document to change the indent on
the right side of the document.

Indents canbe used in rany ways in Word, Yo raay
use indents to indent the first line of a paragraph.

Tom ray use indents to insert a quote 1xwour paper
{e0 you can indent on the left and right). You may
nse a hangimg mdent to create a bibliography. There
are many reasons to use Indernts when working with
Word, and this leszon outlives the steps necessary to
create a Left or Right Indent, a First Line Indent, and
a Hanging Indent.
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Step by Step- First Line Indent

What you do

What happens

5. To indent the first line of a

paragraph you can use the Tab key
which is % inch or you can create a
custom first line indent at any
location.

To create a first line indent, click
on the Tab Stop/Indent Selector
button until the First Line Indent

button is showing.

With the mouse, go to the
horizontal ruler to the location
where you want the indent to be.

Click once on the ruler at that
location.

The ruler:
i

Use the Tab key on the keyboard
to advance to the location you just
specified.

Example:

Indents can be used in many ways in Word.
You may use indents to indent the first line of a
paragraph. You may use indents to insert a quote in
your paper (so you can indent on the left and right).
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Step by Step-Hanging Indent

What you do What happens

1. Toindentall lines of a paragraph
except the first line, you will create
a Hanging Indent.

When you complete the first line of
text, Word wraps the text to the
next line. If you create a hanging
indent, when Word goes to the
next line, the text will be indented
as specified.

If you are doing an entry in which
the first line does not go all the
way to the right margin, but you
still need the remaining lines
indented be sure to use a soft
return (Shift + Enter) to keep the
paragraph together.

2. To create a hanging indent, click
on the Tab Stop/Indent Selector
button until the Hanging Indent

]
button is showing.

3. With the mouse, go to the The ruler:
horizontal ruler to the location
where you want the indent to be.

Click once on the ruler at that I -
location.

4. When Word wraps to the next line, | Example:

the text will be indented as Indents can be used in many ways in Word. You
specified. may use indents to indent the first line of a
Remember, if you need to go to the paragraph. You may use indents to insert a
next line without being at the end quote in your paper (so you can indent on the
of the line, use Shift + Enter. This left and right). Y

will take you to the next line and
maintain the Hanging Indent.
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Using Tabs

In Word you can use tabs to accomplish many tasks. Tabs allow you to align text in your
document in an efficient and exact manner.

Definitions
Word

Tab Stop

Tab
Stop/Indent
Selector

Tab Stops on
Ruler

Definition

A tab stop is a position you set on the horizontal ruler to place and

align text. You use the Tab key to advance from Tab Stop to Tab
Stop.

The tab stop/indent selector allows you to select tab stops and

indents.

File Edit ‘iew Insert Format  Tools  Table  wWindow Help  Ado
NEHRSIaLIVE BN 9-
zﬂ Table Grid ~ TimesMewRoman -~ 12 - | B T U _
g —— - w2 [ 3 mE[

_ Hopd- 2003 Formathenn-Option -

[=] use the Left Tab stop when you want to move or extend
text to the right and change the left margin to that location on
the ruler.

4

Use the Center Tab stop when you want to center text
between the left and right margins at that location on the ruler.
(Centers text on the tab stop.)

[2] use the Right Tab stop when you want to move or extend
text to the left until the tab space is filled, upon which the text
will begin extending to the left.

Use the Decimal Tab stop to have numbered text extend to
the left before the decimal and to have numbered text after the
decimal point extend to the right. (Aligns text at decimal point.)

(1] Use the Bar Tab stop to insert a bar into your document
that allows you to align text.
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Step by Step

What you do What happens

1. Determine where you want the Tab
Stops to be located in the
document.

Determine what kind of Tab Stop
you want at each location.

2. Click on the Tab Stop/Indent
Selector button until the desired
Tab Stop displays.

The most common Tab S'ﬁs are
Left Tab El Center Tab L=1, and
Right Tab El

3. xVit_h the :nmfse, gohtolthe _ éhel%’re& /\ N\
orizontal ruler to the location 3 (S FEEERERE T S T T D
where you want the Tab Stop to be. U U U

Click once on the ruler at each
location.

You can have as many Tab Stops
as necessary.

4. You move to each tab stop by
using the Tab key on the
keyboard. The default tab of a half
inch is deleted in between the tabs
you create.
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What you do What happens

Example:

Your Hare Dieprartroent Phone Extension

Note: The lines with arrows are drawn to illustrate where the tab is on the ruler compared to the text
entered.
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Working with Spacing

When you are creating a paper, you may need to change the spacing for your document.
The default spacing is Single Space. You may need to change this to Double Spacing or
1.5 Spacing. This section outlines the steps necessary to adjust the spacing of your

document.
Step by Step
What you do What happens
1. Select the text that you want to adjust
the paragraph spacing to.
2. From the menu choose: The Paragraph box displays.
Format, Paragraph | 20x]
i1 g Line and Page Breaks I
G:jnar:'\ent: Im GQutline level: W
Indentation
Left: m Special: By:
Right: I = I(none) = =
SF;EF:?E: ID pt E‘ Line spacing: at:
After: ID pt ﬂ ISlngIe j I ﬁ
I Don't add space betwesn paragraphs of the same style
Tabs... Cancel |
3. On the Indents and Spacing tab, under
the section of Spacing there is the Line
spacing field.
Line Spacing: You can use the down
arrow to select Single, Double, 1.5, and
others.
4. Click on the OK button after you make
changes in the Paragraph box.
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What you do What happens

5. For Line Spacing, also try some of
these keyboard commands:
Ctrl + 0: Adds or Removes a blank
line before a paragraph

Ctrl +1: Single Line

Ctrl +5: 1.5 Line Spacing
Ctrl + 2: Double Spacing
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Using Footnotes and Endnotes
This sections outlines the steps necessary to insert Footnotes and Endnotes into a Word
document.

Definitions
Word Definition
Footnote (Per Microsoft Help) A footnote is used in printed documents to
explain, comment on, or provide references for text in a document.
Footnotes corresponding notes are found at the bottom of the page
with the referenced text.
Endnote (Per Microsoft Help) An endnote is used in printed documents to

explain, comment on, or provide references for text in a document.
Endnotes corresponding notes are found at the end of the document.

Note Reference This is the notation in the documentation that is used to refer a
Mark reader to the endnote or footnote. It can be formatted in various
ways, but usually is shown as a number or roman numeral.

Thisr1s-what-a-fo otn nd- endno) oklike'm-a-document § .

Step by Step

What you do What happens

1. Inprint layout view, click where
you want the note reference mark
to be.
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What you do What happens

2. From the menu choose: The Endnote and Footnote box displays.

Insert, Reference, Footnote

Footnote and Endnote x|

Location

IBu:uttDm of page j

" Endnotes: IEnu:I of document j
ZamveErt, .. |
Farmat

Murnber Format:

Cuskomn mark:;

|1, 2,3, . |
I Symbal. .. |

Start at: |1 E
Murnbering: ICDntinuu:uus j

Apply changes

Apply changes to: I'-.-'-.-'hu:ule dacument j

Insert I Zancel | Apply |

3. Inthe Location section of the box,
click on the radio button for the
type of note you want to use
(Footnotes or Endnotes).

4. Inthe Format sections of the box,
verify the Number format that
you want (numbers, roman
numerals, letters, etc).

5. Click on the Insert button to insert
the note reference mark.

The note reference mark is inserted and the cursor goes to
the end of the page (or document for Endnotes). The
cursor is automatically in the correct location. Type the
note.

f 1
it This- i-the rute-for- the: footnote- that- displaye: at-the- bottorr of the-page T

Note that there is a line above the notes. Regardless of the
type of notes you used, this line will be present above the
first note.
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What you do

What happens

6. To edit the notes for any footnote
or endnote, simply go to the note
(at the end of the page or end of
the document) and edit the text.

7. After you have the endnotes or
footnotes created you can still
make changes. To make changes,

such as the format of the numbers,

make your changes on the
Footnote and Endnote box (Insert,

Reference, Footnote) and click on

the Apply button.

8. Tip: To see what is currently in
the notes for an endnote or
footnote, place the cursor over the
reference mark in the document.

The cursor will change to look like

a comment and it will display the
text.

9. Tip: If you are entering your notes

at the bottom of the page or at the

end of the document and you want

to go to the reference mark in the
document, you can double click
over the number, roman numeral,

letter, etc. This will take you to the

location in the document where
you created the endnote or
footnote.
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Using the Thesaurus

A thesaurus allows you to look up a synonym for a word. A synonym is a word that
means the same, or almost the same, as another word. This is a great tool if you find
yourself using the same word over and over again in a document.

Step by Step

What you do What happens

1. Select the word in the document.

2. From the menu choose: The Research task pane displays.
Tools, Language, Thesaurus Research - x
5| A
Search for:
a
| Thesaurus: English {U.5.] ‘v‘

-
Type fext to ook up @ 8 varefy |
of rerearch and reference
services.

Yot can adeo prass AL T and ook
a wiord to start 8 search.

Lel

a Get updates ko your services. ..
DQ) Get services on Office Marketplace

[, Research aptians...
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What you do

What happens

3. Inthe Search for field, verify the
word or enter the word you want to
research. Then, click on the green

“Go” arrow a

The Research task pane will now display the information
found in the search.

Research T X

@2 a
Seatch For:
5
‘ Thesaurus: English {U.5.) ‘vl
-I Thesaurus: English (U.5.) =
=l decide {v.)
decide
wank
prefer
desire
wish
opt
=l select (v.)
select
pick. [—
take
pick out
decide on
go for
paint ouk
indicate =l

@ izet updates to your services..,
03‘ izet services on Office Marketplace
é.l Research options. ..

4. After you review the words and
determine what synonym you
would like to use, put the cursor
over it (without clicking). An
arrow will display on the right
side, click on the arrow and select

Insert.
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Using Spell and Grammar Check

The Spelling and Grammar check is a tool that should always be used on Word
documents. When you use the Spelling Check you can reassure yourself that your
spelling errors will be caught. The Grammar check is also a valuable tool that provides
suggestions for sentences that have grammatical errors. The Spell and Grammar check is
a tool that gives you control over how to handle all misspelled words and grammatical
errors.

Step by Step
What you do What happens
1. From the menu choose: The Spell and Grammar check begins.
Tools, Spelling and Grammar x|
Capitalization:
To-open-an-existing-file-and-use-this-file-as-a- ﬂ Ignore Once I
Note: If you start in the middle of sta.rtir_lg'pDint-for-a-n;w-ﬁle,-click-on-tlw-Frum— Lanore Rule
the document, Word will ask if you | |e documentlinke: oo |
want to start at the beginning to — 2 _tegsentone |
finish checking. If you want to rp—
start at the beginning of the . [
document click Ctrl + Home. _ Epen. |
| =
Note: You can also click on the
‘:9 [V Check grammar .
Spelling and Grammar sem ([ ww [ Sl

button on the standard toolbar.

Note: In the bottom left corner of the Spelling and
Grammar box, there is a checkbox for Grammar. If you
want to turn this option off, uncheck the box.

2. When Word finds a misspelled x]
word or a grammar issue you will Not in Dictianary
want to review the Suggestions. McKibber) ﬂ [_sgroreonee |
Ignore All |
Select a Suggestion and click on =] _addtobictorary |
the Change button. SLagestions:
You can also ignore the —
Suggestions by clicking on Ignore ==
Once or Ignore Rule buttons. 2| __dutoconect |
Dictionary language: IEninsh (.53 j
W check grammar
Cptions. .. Unda I Cancel |
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What you do

What happens

3. If you misspelled a word, you will
have the option to add this word to
the Word Dictionary. You can add
a word by clicking on the Add to
Dictionary button.

4. You can also add a misspelled
word to AutoCorrect. This will
automatically correct this
misspelling the next time it occurs.
Click on the AutoCorrect button
to accomplish this.

When Spelling and Grammar have been checked, the
Readability Statistics box displays.

il Readability Statistics |
Counks
Words 1596
Characters 7271
Paragraphs 157
Sentences 99
Averages

Sentences per Paragraph
Words per Sentence
Characters per Word

L&
13.2
4.3

Readahility
Passive Sentences
Flesch Reading Ease
Flesch-Kincaid Grade Level

4%
731

5. Click on the OK button to return to
the document.
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What you do

6. Tip: You can adjust the setting for
Spelling and Grammar by going to
Tools, Options. Then select the
Spelling and Grammar tab.

What happens
The Spelling and Grammar tab.
options 21 x|
| User InFarmation I Compatibility I File Lacations
] View I General I Edit I Print I Save
Security Track Changes
Spelling
¥ Check spelling as vou type
I Hide spelling errars in this docurment
v Always suggest carrections
™ Suggest From main dictionary only
[V Ignore words in UPPERCASE
¥ Ignore words with numbers
¥ Ignore Internet and file addresses
Cuskomn Dictionaties. .. |
Erammar
[ Check grammar as you bype ‘writing skyle:
¥ Hide grammatical errots in this document IGrammar only ‘I
¥ Check grammar with spelling o
[+ Show readability statistics 4” ngs-..
Proofing Tools
Recheck Document |
Ok I Cancel |
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What you do What happens

Tip:

You can also spell check as you are
working with the document. When
Word detects a misspelling, the word is
underlined in red.

This is-a teest]

You can right click with the mouse to
return a list of options.
test

tees

teaks

Ignore All

Add to Dictionarsy

AukoiZorrect 3
Language 3
jff" Spelling. ..
4l LookUp...
[7% Paste

With the mouse, click on the correct
word to insert it into the doucment.
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Using Help

A valuable tool when working with Word is Help. There will be times when you cannot
figure out how to accomplish a task in Word. One of the best ways to seek help is to use

Word's built in Help System.

Option 1: Using Help Box

What you do

What happens

1. At the top of the Word window,
you will see the Help box. It
appears as follows:

Type a guestion For help X

2. You can enter a word or phrase for
the question that you have.

3. For example, if information on
templates is needed:
template - X

After you enter the word or phrase,
press the Enter key.

The Search Results task pane displays.

Search Results X
@ =) G

30 results From OFfice Online 03

('33 Wicrogaft Office Templates: =
Download templates for
calendars, business plans,
resumes, and more

1=t word Templates: Get
professionally designed =
twiord bemplates
CFfice Marketplace = YWord
Templates

4=t ActiveDocs Automated
Templates: Create
documents easily with free
templates
OFfice Marketplace = Word
Templates

Lof PowerPointed Templates:
PowerPoinked Templates for
Microsoft PowerPoint
Office Marketplace =
PowerPoint Templates

iof stockLayouts Templates:
(Create with professional
graphic design templates
Office Marketplace =
Templates and Themes

&) Copy AutoText entries to -

Search
| Microsoft Office Orline | v|
template a

(@) Can't find it?

4. Notice that there are different types
of help files. Some are actual
templates, there are tutorials, there
are step by step instructions, etc.

Click on the item that you want to
open in a new window.
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Option 2: Using Word Help Task Pane

What you do What happens

1. From any task pane, use the down | The Help task pane displays.
arrow at the task pane title bar and UGy T

select Help from the drop down eleld
I |St Assistance
Search for:

[ |

@3 Tabls of Contents

Microsoft Office
Online

Select page orientation
Turn off reading layout view

Create newsletter-style
columns

More. ..

Q] Assistance
gm Training
g’]& Communities
ﬁj Downloads

See also

what's Mew

Contact Us

Accessibility Help

Online Content Settings. ..

2. In the Search for field, enter the The Search Results task pane displays.
word or phrase that you would like | searchresuts v x
to research. @ )

30 results from Office Online 2

03 Microsoft Office Templates: =
Click on the Start searching e o,
button . resumes, and mare

i=f word Templates: Get
professionally designed 1
Waord templates
Ciffice Marketplace = Word
Templates

il ActiveDocs Automated
Templates: Create
documents easily with free
templates
COffice Marketplace = YWord
Templates

it PowerPointed Templates:
PowerPainted Templates For
Microsoft PowerPaint
Qffice Marketplace =
PowerPoint Templates

[j StockLayaouts Templates:
Create with professional
graphic design templates
Office Marketplace =
Templates and Themes

@) Copy AutoText entries to -

Search

| Microsoft Office Online | '|

template

@) Can't find it?

3. Click on the item that you want to
open in a new window.
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