Instructors Guide

On the following pages is a
sample module from our
Instructor Guide. It provides the
instructor with a copy of the
material and a Lesson Plans
box.

The key benefit for the trainer is

the Lesson Plan box. It provides O
a standardized set of tools to E_
assist the instructor for each

lesson. The Lesson Plan box

gives an estimated time to

complete the lesson, any

materials that are needed for

the lesson, recommended

activities, and additional points

to assist in delivering the

lessons such as Stories to Share

and Delivery Tips.
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A journey of a thousand miles must begin
with a single step.

Lao Tsu

Module Two: Create and Manage Documents

This module introduces students to a Word document and the different ways of creating documents.
We’'ll introduce the Ribbon so that students are familiar with the tool terminology. Then we’ll look at

ways of navigating through a document.

For this module, formatting a document is about the overall format, like margins and page orientation.

We'll also look at how to change the view of the document and printing and saving options.

Creating a Document

Estimated Time for this
Lesson

20 minutes

Topics in this Lesson

e Introduce the Ribbon

e Open the New Screen

e Create a Blank Document

e Create a Blank Document using a Template
e Search for a Template

e Open a PDF in Word for Editing

e Insert Text from a File

Introduce the Ribbon

Word 2016 continues use of the Ribbon at the top of the screen to access commands for working with

documents.

Topic Objective

Understand the Ribbon location and terminology

Topic Summary

The Ribbon provides a graphical view of many of the tools available in
Word. Each menu displays a different tab on the Ribbon.

Materials Required

Blank Word document
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Have the participants

Recommended Activity e Open Word
e Open different tabs on the Ribbon
e Hover the mouse over several tools to see tool tips

Stories to Share Office introduced the Ribbon in the 2010 version

Open the New Screen

The screen to open or create a new document shows when you open Word. If Word is already open, the
New command, available from the File tab, allows you to create a blank document or a document from a
template.

Topic Objective Open the New screen

The NEwW command on the FILE tab of the Ribbon opens the same screen

Topic Summar
s g that shows when you first open Word.

Materials Required Blank Word document

Recommended Activity | Have the participants open the New screen

Point out that the FILE tab on the Ribbon works a little differently than the

Delivery Tips o W o,
other tabs. This is called “The Backstage View.

Show the participants how to open the NEw screen if Word is already open.

1. Select the FiLE menu from the Ribbon.

Document7 - Word Michele Wiedemer - o

Insert  Design  Llayout  References  Mailings Add-ins  ACROBAT  Q Tell me what you want to do 2 Share [

P Find -

D Calibri (Body) =11~ A" A" Aa~ 4 @
25 Replace

5 o
8L 9 | papaccor |aaBbcenc| 1. AaBbc: AaBbccDe AaBbCe AsBbcct AQB nsebcer aesbeen aambeen: assbceo: .

B I U-abex. X A-%-A- H3 Charac.. | TNormal | numbered... TNoSpac.. Headingl Heading2  Title Sublitle  SubtleEm.. Emphasis Intense

Paste .
~ ¥ Format Painter Er =l 1y seleate

Clipboard [ Font [ Paragraph n Styles (F]

Editing ~

2. Select NEW from the left tabs.

Info

Protect Document
Control what types of changes people can make to this document.
Protect
Document ~
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Create a Blank Document

A blank document allows you to start from scratch.

Topic Objective

Create a blank document

Topic Summary

A blank document is the first option on the NEW screen when creating a

new document.

Materials Required

Any Word document

Recommended Activity

Have the participants create a new blank document.

Show the participants how to create a blank document.

1. Open Word, or go to the NEwW screen from the previous procedure.
2. Select BLANK DOCUMENT.

©

New

Search for online templates

Document7 - Word

Save Suggested searches:  Business Industry Personal DesignSets Event Labels Education

Sl FEATURED  PERSONAL

Save as Adobe

Print

Share

Export

Close

Blank document

Account
Feedback oo

Qptions

Crisp and clean cover le...

Aa
©
Take a
tour

Welcome to Word

Single spaced (blank)

Polished resume, desig... Polished cover letter, de...

Creative resume, design...

Title

Blog past

=]

Michele Wiedemer 7

Creative cover letter, de.. Grisp and clean resume, .

Banded design (blank) Spec design (blank)

3. Ablank document opens ready for your content.
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Create a Document from a Template
There are a number of templates available to help you create different types of documents.

Topic Objective Search for a template and create a document from a template

Templates provide structure and formatting for your document. They are a
Topic Summary great way to jump start your document creation. You can search through
several categories to choose from hundreds of templates.

Materials Required Any Word document

. Have the participants search for a template. Have the participants create a
Recommended Activity
blank document from a template.

. Templates are provided by Microsoft or members of the Microsoft
Stories to Share ]
Community.

Delivery Tips Try the Business category and create a document from a Letter template.

Show the participants how to search for a template.

1. Open Word, or go to the NEW screen from the previous procedure.
2. Select a category to browse. Alternatively, you can enter text in the SEARCH field that describes
what kind of template you want to find and press ENTER.

Procedures - Word Michele Wiedemer 7 = o

% Home | Business p
~| Category

ST == L Business n7
Industry o
Save as Adobe z - Design Sets 60

PDF . . . . .
Marketing 56
Print = - s wk R BB Presentations 52
. . . . . F i Cards. 4
g — 2 Business Plans 36
Sales 36

-
Senvices proposal (Busi... Project scope report (B.. Business cards (Timeless design. . Business plan Business cards (R... —— =
Financial Management 33
Personal 31
Account Projects 2
Paper 28
Feedback i~ i « Papers and Reports 28
Labels a7
Options
Brochures 2
Avery 25
- Analysis E7S
. Travel 3
Busines. Business cards (10 per page) Business cards (Sales Stripes des. Business cards (Red des. Business cards (Red design, 10 p.

Bids and Quotes 2
Education 20
‘‘‘‘‘‘‘ S ] wa S Nature 18
[— Lt s

Charts 15
Technology 15
Budgets “

s : e — ~| Envelopes 13
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3. Once you select a category or perform a search, additional categories are shown on the right.
4. Templates that match that category are shown.

Show the participants how to create a blank document using a template.

1. Open Word, or go to the NEw screen from the previous procedure.
2. Find the template you want to use.
3. Select the template you want to use.

Procedures - Word Michele Wiedemer 7 = o

New

73 Home ‘Business 0

Category
Save As Fax Letters
e Urban Design Set
Save as Adobe o 8
PDF

Design Sets

etter (Urban theme)
e Business
Print Envelopes
== Fax Covers
Share Paper

O T I

Lists
Mail merge fax (Urban t... Letter (Urban theme) - Letter (Urban theme) Fax cover sheet (Urban...

Account

Feedback

Options

4. A preview of the template opens. You can find out who provided the template and see a
description. It also shows the size of the file.
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Save As Letter (Urban theme)

Provided by: Microsoft Corporation

Save as Adobe
A business letter template with a stylish header; the
return address is aligned to the right while the

— closing and signature block are aligned to the

[itet et center. Find matching templates in the Urban

design set (for Word 2010) by clicking the See Also

link above.

el

Download size: 154 KB

i

Account

Feedback

Options

5. Select CREATE.
6. A document opens using that template. Depending on the template, some text may already be
in the document to enhance or replace.

Document9 [Compatibility Mode] - Word Michele Wiedemer

Insert  Design Layout References Mailings i Add-ins  ACROBAT Design Layout Q Tell me what you want to do

X, Cut S Body 14 <A & | Aa- e P Find -
- corgia (Body. AN H 2 ARBBCCDT | AaBDCCDc| 1. AaBbe: AaBbceD: AZBDC: AsBbCcl AQD assbeer aasbeen. aaBbeen: acsbcen. 28 Ren
5 Copy | 2B Replace
P omatPainter | B T M ke X' i« |H3Charac.. | TNormal | numbered... THoSpac.. Heading1 Heading2  Title Subtitle  Subtle Em... Emphasis IntenseE.. < [ gy
Clipboard ) Font ) Styles 5 Editing ~
L R 3 Ee 5. c.mm. ... wem O
= =
Michele Wiedemer
| [Type the sender company name]
[Type the sender company address]
[Type the recipient address]
[Type the recipient name]
[Pick the date]
N [Type the salutation]
| On the Insert tab, the galleries include items that are designed to coordinate with the overall look of your Ll
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other document
building blocks. When you create pictures, charts, or diagrams, they also coordinate with your current document
- look.
You can easily change the formatting of selected text in the document text by choosing a look for the selected text
. from the Quick Styles gallery on the Home tab. You can also format text directly by using the other controls on
the Home tab. Most controls offer a choice of using the look from the current theme or using a format that you
M specify directly.
. To change the overall look of your document, choose new Theme elements on the Page Layout tab. To change the
] looks available in the Quick Style gallery, use the Change Current Quick Style Set command. Both the Themes
gallery and the Quick Styles gallery provide reset commands so that you can aliways restore the look of your
document to the original contained in your current template.
Pageiof 1 221words [[¥ Saving AutoRecovery ile Procedures: [N 5 =5 B -—h—+ 100%
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Open a PDF for Editing

Now you can edit a PDF right in Microsoft Word.

Topic Objective

Open a PDF in Word

Topic Summary

When you open a PDF file in Word, the format is converted so that the text
can be edited.

Materials Required

Sample PDF

Recommended Activity

Have the participants open the sample PDF.

Delivery Tips

The Word version of a PDF may look slightly different. Word optimizes the
file for text editing. The quality of the conversion varies, depending on how
many graphics the original PDF includes.

Show the participants how to open a PDF in Word for editing.

1. Select the FILE menu and select OPEN from the left tabs.

Open
@ Recent

8%, Shared with Me
Save As

Save as Adobe
PDF

OneDrive - Personal
3
mbwiedemer@yahao.com

Print

EI;I This PC

== AddaPlace
Browse

Account
Feedback

Options

Pracedures - Word Michele Wiedemer 7 = (m]

m—| Word 2016 Essentials 9/27/2017 3:20 PM
C:» Users » mbuie » Dropbox » Current Projects » CTM
m— |G Template

=] C:» Users = mbwie » Drophox » Current Projects » CTM

9/27/2017 3:20 PM

= Instructor Guide

9/27/2017 3:15 PM

Downloads
| Procedures 9/27/2017 2:59 PM
=] C:» Users » mbuwiie » Dropbox » Current Projects » CTM » Word 201.
Template 9/27/2017 2:29 PM
=] i Users » mbwie » Dropbox » Current Projects » CTV » Ward 201...
Word 2013 Expert 9/27/2017 218 PM
C:» Users » mbuie-» Dropbox » Current Projects » CTM » 2013 Res,
= Word 2013 Essentials. /2772017 217 PM
=] i Users » mbwie » Dropbox » Current Projects » CTM » 2013 Res..
Last Week
ﬂ;; Module One questions 9/18/20175:03 PM
=] . Users » mbuiie » Dropbox » Current Projects » CTM » Word 201.
Older
Word 2013 Advanced 9/16/2017 6:43 AM
C:» Users » mbuie » Dropbox » Current Projects » CTM » 2013 Res,
Word 2013 Advanced 9/15/2017 8:03 AM
F:» Archive Old Projects » CTM » CTM » Office 2013
Word 2013 Expert 9/15/2017 8:03 AM
F:» Archive Old Projects » CTM » CTM » Office 2013
Word 2013 Essentials. 9/15/2017 8:03 AM
F:» Archive Old Projects » CTM » CTM » Office 2013
vocab list 9/14/2017 7:59 AM

C:» Users » mbuwie » Dropbox » Current Projects » Shortcuts to Cus...

m chunk examples

= 9/13/201711:22 AM
C: » Users = mbwie » Dropbox » Current Projects » Shortcuts ta Cus..

Recover Unsaved Documents

2. Select BROWSE.
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3. Locate the PDF you want to edit and select OPEN.

[ Open
1 || « Users » mbwie > Dropbox > Current Projects »
Organize = New folder
bl €™ A Neme "
.| Word 2016 Esser 4] eLearming
B Microsoft Word o images
{5 instructor intro sections
& Dropbox {2 Module One questions
& OneDrive {5 Procedures
= Semple PDF
& ThisPC [ Template
B Desktop
| Documents
& Downloads
D Music
&= Pictures
B videos
i Windows (G)

RFCOVFRY M ¥ €

CTM > Word 2016 Essentials »

Date modified

Type
File folder

File folder

Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Adobe Acrobat D...

Microsoft Word D...

v

Search Word 2016 Essentials 0

- O @

x

Word 2010 Expert

P’

File name: | Sample PDF

| |All Word Documents

Cancel

4. Word will display a confirmation window. Select OK to confirm that you want to convert the PDF

to an editable Word document.

Microsoft Word x

‘Word will now convert your PDF to an editable Word document. This may take a while. The resulting Word document will be optimized to allow you to edit the text, so it might not look exactly like the original PDF,
espedially if the ariginal file contained lots of graphics.

D Dan't show this message again

Cancel Help

5. After the document is optimized for text editing, which takes time depending on how big the file
is, the document opens for editing.

Insert Text from a File
You can include text from another file in your Word document using the Insert Text from a File feature.

Topic Objective Insert text from file

Topic Summary The INSERT tab on the Ribbon includes the INSERT TEXT FROM FILE option.

e Blank Word document

Materials Required ]
e Sample file “Sample Text”

Have the participants insert the text from the sample file into a blank

Recommended Activity
document.

) . Inserting text from another Word document retains the formatting from
Delivery Tips .
the original document.

Show the participants how to insert text from a file.

1. Create a blank document or open an existing file where you want the text from another file to
appear.
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2. Select the INSERT tab from the Ribbon.

DocumentT - Word Michele Wiedemer

Home Design  Layout  References  Mailings  Review  View  Add-ins  ACROBAT  Q Tell mewi ant to do

1) 2 Tismartan piay + Signature Line + -
OH B BEOSY™ e W REGE 3D DDE BHE 4 AT T Q%
Cover Blank Page Table FPictures Online Shapes lcons My Add-ins - Wikipedia | Online  Link Bookmark Cross-  Comment Header footer Page  Tet Quick WordAt D Equation Symbol Embed
Page~ Page Break - Pictures - (F Saemstinte Video - reference - - Number- Boxv Pams - Cop- [JObject - - - Flash
Pages Tables ustrations Add-ins Wedia Links Comments Header & Footer Text Symbols Flash ~
L e g Lot L2 Cs R LS Y — <
Pagelof1 Owords [ B B - i +

3. Select OBJECT from the Text group.

Michele Wiedemer

[ Signature Line ~ TE Q -y
7 .

[ Date & Time
o 10bject =
I ™ Object... Symbols Flash -

Equation Symbol | Embed

B TetfromFile..

4, Select TEXT FROM FILE.

T et i x
4[] « Users » mbwie > Dropbox » Cument Projects » CTM » Word 2016 Essentiat » ve »

Owganize = Maw foldar = 0 @

b} Word 2016 Esser A ame

This is the sample text to
Wctosoft Word &) elesming insertinto.a Word 2018

[t oft W el.

. &l images document, This i the sample

£ Droplor £ instructor intro sections text you vil be entering, You
P B Module Gne questans can change it This ustrates

B Procedures the procedure.

= This e = Sample PDF

I Desiciop 5] Sarnple Tt

B Documents B Template

& Downlosds

B Music

) Pitures

B videos

o Windoms (€1

s RECOVERY (D)

v © >
Range
ange.
Foe name [Sample Tet -] A8 Word Documents =

5. Navigate to the file with the text and select INSERT.
6. The textis added to the file at the cursor.
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Navigating Through a Document

Estimated Time for this
Lesson

10 minutes

Topics in this Lesson

e Search for Text
e Navigate to Page
e Use the Go To Dialog Box

Search for Text

You can navigate through a document by searching for a specific word or phrase on the Navigation

panel.

Topic Objective

Search for text in a document

Topic Summary

The Find command opens the Navigation pane where you can search for all
instances of particular word or phrase.

Materials Required

Sample file “Sample Text”

Recommended Activity

Have participants search for instances of “sample” in the document.

Stories to Share

The Navigation panel opens on the left side of the screen. Instances of the
text you enter are highlighted in yellow. Use the next and previous arrows
to navigate through multiple instances of the search item.

Show participants how to search for text in a document.

1. Select Find on the Home tab of the Ribbon.

Sample Text - Word

Insert  Design  Layout  References

0 o Calibri Body) -|11 - A A" Aa-
Cop:

Paste

- ¥ Format Painter

Clipboard [} Font

B I U-apex, x A~ -4A-

Mailngs ~ Review  View  Add-ins  ACROBAT  Q Tellmewhat you wantto do
s |t sl q P N
E z AABBCCDE | AaBbCcDe| 1. AaBbC AsBbCcDc AaBhCc AaBbCcl a AaBbCcL AgBbCcD( AoBbCCD( AaBbCeD -
H3 Charac... | TNormal | numbered... TNoSpac.. Heading Heading2  Title Subtitle  SubtleEm.. Emphasis IntenseE. | o

3 Paragraph n Styles n Editing
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2. The Navigation panel opens (if not already open).

Sample Text - Word Michele Wiedemer o

Insert  Design  Layout  References  Mailings  Review Add-ins  ACROBAT  Q Tell mewhat you want to do S Share

Calibri (Body) ~|{11 - A A Aa~ % . £ Find -
V) AABBCCDL | AaBbCeDC 1. AaBbCi AaBbCeDe AaBbCe AzBbCcl /—\ab AaBbCcL AaBbCcDt AoBbCeDt AaBbCcDi 28, Replace
- | 8
Paste - < oAb - sis 5 =
R I U-sex. x A-¥-A H3 Charac.. | TNormal | numbered... TNoSpac.. Headingl Heading2  Title Subftie  Subtle Em.. Emphasis Intense B[S o
Clipboard ] Font ] Paragraph i) Styles i) Editing ~
C RS EEER S EEEE T FRNEEE FERN TR SRR R e S
Navigation v
| Rl
Headings  Pages  Results N
Text, comments, pictures... Word can find just about anything in - This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
your document. . You can change it. This illustrates the procedure.
Use the search box for text or the magnifying glass for everything N .
else, - Heading 1
N This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
. ‘You can change it. This illustrates the procedure.
] Heading 2 c
. This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
b You can change it. This illustrates the procedure.
This is a second paragraph in this section.
Heading 3
o This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
B You can change it. This illustrates the procedure.
M
Page1of1  130words [|2 Ed B - 1 + 100%

3. Enter the text you want to find.
4. The Navigation pane shows a preview of all of the results that match that text. Select one of the
listings to go to that location in the document.

Sample Text - Word Michele Wiedemer [ o

Insert  Design  Layout  References  Mailings  Review Vi Add-ins  ACROBAT  Q Tell mewhat you want to do S Share

& Cut P » P Find -

Fayc Calibri Body) ~|11 -| A" A" A2~ AMBBCCDU | AaBDCED(| 1. AaBbC: aaBbcede AaBbCe AsBbCcl AQD assbcer aasbeene aasbeenc assbcenc e

FBr Copy 2B Replace
Paste . s AW A . s . -

S ¢ omatpanter B I W rwex X A- WA H3 Charac... | TNormal | numbered... TNoSpac.. Headingl Heading2  Title Subtite  SubtleEm.. Emphasis IntenseE.. |5 o
Clipboard [} Font & Paragraph r. Styles | Editing ~
o o R SN R PR PR R FE T R SRR S s S -

Navigation v 8N

sample] x - | Heading 2

. This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
=1 ~ You can change it. This illustrates the procedure.

Headings  Pages  Results

This is a second paragraph in this section.

This is the sample text to insert into a Werd 2016 document. ] .

This is the sample text you will be - Heading 3

nsertinto & Word 2016 document, This i the sample text you " This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.

Bty —— ) ‘You can change it. This illustrates the procedure,

This is the sample text to insert into a Werd 2016 document. ]

This is the sample text you will be

insert into a Word 2016 document. This is the sample text you 7 <

will be entering. You can change it.

This is the sample text to insert into a Werd 2016 document. ]

This is the sample text you will be Bl

insert into a Word 2016 document. This is the sample text you w

will be entering. You can change it. B

This is the sample text to insert into a Word 2016 document. -

This is the sample text you will be -

insert into a Word 2016 document. This is the sample text you ©

will be entering. You can change it. -

Pagelof1 1of 130words [2 B B - 1 +  100%
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Navigate to Page
The Navigation panel includes another tab that shows all of the pages in your document. You can use
this to quickly move to another page in the document.

Topic Objective Navigate to a specific page in a document

The PAGE tab in the lower left-hand corner allows users to move to a

Topic Summar
s v specific page in a document.

Materials Required Sample file “Newsletter”

Recommended Activity | Have participants move to a specific page in a document.

Note that you can also move to a specific section of the document using
Delivery Tips Headings if the document uses built-in styles. We'll talk more about styles
in the next module.

Show participants how to move to the specific page in the document.

1. Select the PAGE X OF XX in the bottom left hand corner of the window to open the Navigation
pane to the Pages tab.

Newsletter - Word Table Tools

Michele Wiedemer [ = o X

Insert Design Layout References Mailings Review  View  Add-ins  ACROBAT Design Layout Q Tell me what 9 share [
o X Cut

- S v < | s=a TSI
e Trebuchet MS K K Ra- % 3= 2| T || ssbceDd AGBOCCDAE  AaBCcDAEE  AaBb e namvcose AAD aasbeer AABI asssceon M iy
FR Copy -| | 3 Replace
Paste , 2 LAy - fo. 04 - T T T T | =
B a1 B ZE U e et A & TAddress  TCallowt  TCaption TCaption2 TContact.. Emphasic THeader. Headingl Heading2 Heading3 Headingd |5\ |\ co.
Clipboard & Font 3 Paragraph [ Styles 5 Editing ~
s | T SRR, TR WS, STy Ty, (TS ST, NI
Navigati - x
avigation
Search document P~

Headings ~ Pages  Results

Title
Subtitle

Issue Date

b INTHIS ISSUE

How to Use This Template

by [Article Author]

‘This newsletter s created primarily by using ‘The reason these placeholders remain is that
text columns, so that text automatically they are linked to other placenolders that use

wraps from one column to the next. Find the the same text. So, when you replace the title
Columns festure on the Page Layout tab, in or subtitle placehoider text with your own, it
5 6 o the Page Setup group. Get tips for setting up automatically populates the corresponding

and using text in this templ d on the back

Article
e = page mailer.

2 : A column bresk i inserted before and afer each column
| Adding your own content that acts 25 2 sidebar Toinserta column b s
Page1of7 4of fidswords [|2 E = ] + 100%

2. Select the page thumbnail to go to that page.
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Use the Go To Dialog Box
If you need additional ways to navigate, you can use the Go To dialog box.

Topic Objective Use the Go To dialog box.

TopicS The Go To dialog box provides a number of additional ways to navigate to
opic Summar
s e different locations in your document.

Materials Required Sample file “Newsletter”

Recommended Activity | Have participants open the Go To dialog box.

. . At this point, participants just need to know the Go To dialog box is there
Delivery Tips . .
and provides an additional way to move to another page.

Once participants get to be more proficient with Word, they might use the
Go To dialog box for sections, lines, bookmarks and some of the other
options.

e If the document uses multiple sections, you can enter the section
number or + or — and a number to move that many sections
forward or back from the current cursor location.

e For lines, enter the line number or + or — and a number to move
that many lines forward or back from the current cursor location.

Stories to Share

e If the document uses bookmarks, they will be listed.

Show the participants the Go To dialog box.

1. Select the FIND drop down list on the HOME tab of the ribbon.

Newsletter - Word Michele Wiedemer B

ACROBAT Q Tell me what you want to do

. P Find -

2L T || asmbcend Acsbcevae scosceoaze ssecenase mspscncs assoceode AL sasbcer AABI asesccn o
- B Replace

TAddiess  TCallot T Caption TCaption2 TContsct.. Emphasis THesder.. Hesdingl Heading? Hesding3 Hesdingd =/ | o

- AW A
x| BT U vakx A A

Clipboard 5 Font Styles 5 Editing ~

2. Select GoTo.

A2 Find
A2 Advanced Find...
= GoTo..

3. Choose what type of object you want to use for navigation. In our example, we’ll use Pages.
4. Enter the page number or + or — and a number to move that many pages forward or back from
the current cursor location.
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5. Select GoTo (if you've entered a number) or NEXT to move to the selected location.

Find and Replace

Find Replace GoTo

Go to what:

Page I
Section

Line

Bookmark

Comment

Footnote v

Enter page number:

*+1

Enter = and — to move relative to the current location, Example: <4
will move forward four items,

Previous Close

Formatting a Document, Part One

Estimated Time for this
Lesson

20 minutes

Topics in this Lesson

e Change Margins

e Change Page Orientation

e Change Page Size

e Use the Page Setup Dialog Box
e Insert Headers and Footers

e Insert Page Numbers d

Change Margins

Margins are the white space at the top, bottom, left and right of your document.

Topic Objective

Change the margins of a document.

Topic Summary

The Margins tool on the Layout tab includes several preset options for
formatting your document margins.

Materials Required

Sample file “Sample Text”

Recommended Activity

Have participants change the sample documents margins to “Narrow” and
then “Wide” to see the differences.

Show the participants how to change the margins.

1. Select the LAYouT tab from the Ribbon.
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=] (LI Document3 - Word Michele Wiedemer [ = o

File Home Insert Design [BSTS  References  Mailings Review  View  Add-ins  ACROBAT  Q Tell mewh: o do S Share [
@ D IE % = Breaks~ Indent Spacing O 2 Aign-
fDLine Numbers~ 3= Left: 0" |12 Before: 0pt - L Group
Margins Orientation  Size Columns — = = Position Wrap  Bring  Send Selection
- - . bZ Hyphenation~  =ERight: 0" D[4S After  8pt Tot - Forward - Backward - Pane -~ Rotat
Page Setup 5 Paragraph k) Amange ~

2. Select a new margin set up from the MARGINS drop down list.

Last Custom Setting
Top: 2" Bottom: 1"
Left: 1" Right: 1"
Normal
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow
Top: 05" Bottom: 0.3"
Left 05" Right: 0.5"
Moderate
Top: 1" Bottom: 1"
Left: 073" Right: 0.75"
Wide
Top: 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored

m Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"
Office 2003 Default
Top: 1" Bottom: 1"
Left: 125" Right: 1.25"

Custom Margins...

Change Page Orientation
Page orientation determines if the long side of the page is up/down or left/right.

Topic Objective Change the page orientation

The Orientation dropdown in the Layout tab allows users to change the

Topic Summary . . .
page orientation to Landscape or Portrait.

Materials Required Sample file “Sample Text”

Recommended Activity | Have participants change the page orientation.

Show the participants how to change the page orientation.

1. Select the LAYOUT tab from the Ribbon.
2. Select PORTRAIT or LANDSCAPE from the ORIENTATION drop down list.

D Portrait
D Landscape
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Change Page Size
Depending on what type of document you want to create and your printing options, you may want to
use a different page size.

Topic Objective Change the page size

N The Size tool on the Layout tab includes several preset options for
opic Summar
s V formatting your document page size.

Materials Required Sample file “Sample Text”

Recommended Activity | Have participants change the size of a document

Show the participants how to change the page size.

1. Select the LAYOUT tab from the Ribbon.
2. Select the page size from the Size drop down list.

D Letter
85" x11"
D Legal
85" x14"

Statement
55"x85"

D 725" 5"
D A3

11.69" x 16.53"
D ::‘_"XH‘U-S“

B4 (JIS)

10.12" % 14.33"

B5 (JIS)
716" x 10.12"

Use the Page Setup Dialog Box
The Layout tab includes several quick options for formatting your page. But if you want to format
several items at once or do more customized options, you’ll use the Page Setup Dialog box.

Topic Objective Use the Page Setup Dialog Box.

R The Page Setup dialog box allows you to format margins, paper size, and
opic Summar
s i layout all at once, using more advanced and customized options if needed.

Materials Required Any Word document
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Have participants open the Page Setup dialog box and investigate the

Recommended Activity .
options.

Show the participants the PAGE SETUP dialog box.

1. Select the LAYOUT tab from the Ribbon.
2. Select the small square from the PAGE SETUP group.

Ho-° - Sample Text - Word MicheleWiedemer B — O
File Home  Inset  Design [EMOVSM References  Mailings  Review  View  Add-ins  ACROBAT  Q Tell mewhat you wantto do £ Share  [J
@ r‘\l IE "= Breaks ™ Indent Spacing [ |2 Align~
0 ) Line Numbers~ 3= Left 0" 2 10Z Before 0pt - Uk Group
Margins Orientation  Size Columns _ — 2 || Position Wrap  Bring  Send Selection
B < 5 . bZ Hyphenation~ =€ Right: 0" JtSafter gpt Text- Forward - Backward~ Pane - Rotate
Page Setup ~ Paragraph i Arrange ~
Page Setup 7 x Page Setup ? X

Margins  Paper  Layout Margins § Paper | Layout

Margins

Paper size:

Top: L > EBottom: 1 Letter v

Left: 1 : Right: L Width: |85

Gutter: o = Gutter position: Left v Height: [11°
Orientation Paper source

T FEirst page: Other pages:
Default tray (Automatically Select) Default tray (Automatically Select)
Automatically Select Automatically Select

Portrait  Landscape
Pages

Multiple pages: Normal hd
Preview Preview
Applyto: | Whole document |~ Applyto: |Whole document | Print Options..
Set As Default Cancel Set As Default Gancel

Insert Headers and Footers
Headers and footers allow you to add similar information that should appear at the top or bottom of
every page.

Topic Objective Insert headers and footers

The Headers option and the Footers option are both on the Insert tab.
Topic Summary There are several pre-built header and footer options to simplify your
document formatting.

Materials Required Sample file “Sample Text”

Recommended Activity | Have the participants insert a header and footer.

Once you've added a header or footer, the Headers & Footers tab opens on

Delivery Tips
vy e the Ribbon for more advanced header and footer formatting.
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Show the participants how to insert headers and footers.

1. Select the INSERT tab from the Ribbon.

Sample Text - Word Michele Wiedemer B o
Inset  Design  Layout  References  Mailings  Review  View  Adddns  ACROBAT e ou want to do S share
s X Cut . A A O Find
- Calibri (Body) - |11 -|A & | A3~ 2L | aasceDr |maBbCCDC| 1. AaBbC AaBbCEDC AaBbC AaBoccl A QDB aabcer Aasbeed: acBbCed: AaBbeeD: 2 Reot
Copy ~| % Replace
Paste . s AW A - [ CEEL =
S Fomatpainier B 1 U e X A-¥. A =-|&-m H3 Charac... | TNormal | numbered... TNoSpac.. Heading! Heading2 — Title Subtitle  SubleEm.. Emphasis IntenseEur < g
Clipboard T Font 0 Paragraph i Styles i) Editing

2. Select HEADER or FOOTER from the HEADER & FOOTER group.

H 9 - Sample Text - Word Michele Wiederer

File Home Design  Llayout  References  Mailings  Review  View  Add-ins  ACROBAT  Q Tell ou wantto do

A5 Bl bd @ % g @ W [@ & [k 3 IR0 [

Q 4 A= [ Signature Line - 7[ Q -.\.

& 1l Chart [ Date & Time
Cover Blank Page  Table  Pictures Online Shapes lcons M My Addins - Wikipedia | Online  Link Bookmark Cross-  Comment Header Footer Page  Ted Quick WordArt Drop Equation Symbol | Embed
Pagev Page Break - Pictures  ~ s Screenshot ™ Video - reference - ~  Numberr Borv Pamsw v  Capv JObject v - - Flash
Pages Tables Illustrations Add-ins Media Links Comments Header & Footer Text Symbols Flash

3. Select a built-in header style or footer style from the list.
4. The HEADER & FOOTER TOOLS DESIGN tab opens on the Ribbon so that you can edit the header.

H S O - Sample Text - Word B Michele Wiedemer [ o

File  Home Insert  Design  Llayout  References  Mailings  Review  View  Add-ins  ACROBAT Design . 2 S Share

D D F@ [E‘ﬂ Q g r‘ Eiq Previous [ Different First Page .+Headerfrom Top: (05" . E
= o S Next [ Different Odd & Even Pages -+ Footer from Bottom: |0.5" -
Header Footer Page  Date & Document Quick Pictures Online  Goto Goto Close Header

- - Number- Time Infor Parts~ Pictures | Header Footer #.: Linkto Previous Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
L S SR I AR A WA TR SR

This s the sample text to insert into a Word 2016 document. This s the sample text you will be entering.
You can change it. This illustrates the procedure.

(s |

] This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.,
8 You can change it. This illustrates the procedure.
This is a second paragraph in this section.
- This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering,
You can change it. This illustrates the procedure.
Pageiof 1 130 words [acs =] B - 1] +

Select CLOSE HEADER & FOOTER to return to the main document
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Insert Page Numbers
Adding page numbers is a common way to make a document look more professional, as well as help
keeping long documents organized.

Topic Objective Insert page numbers

The Page Number option is on the Insert tab near the Header and Footer
Topic Summary tools. There are several pre-built page number options to simplify your
document formatting.

Materials Required Sample file “Sample Text”

Recommended Activity | Have participants insert page numbers into a document.

Show the participants how to insert page numbers.

1. Select the INSERT tab from the Ribbon.
2. Select PAGE NUMBER from the Header & Footer group.

Sample Text - Word Michele Wiedemer [ = (m]

Design  Layout  References  Mailings  Review  View  Add-ins  ACROBAT  Q Tell mewhat you want to do £ Share  [J

E D ,H El ’__|EJ ’:\E @) f):‘ T SmartArt i sore W E.-; % @ Ej D D D g 4 A= [ signature Line - T[ Q -;

'l Chart % Date & Time
Cover Blank Page Table Pictures Online Shapes lcons .,Myﬂdd-in; . Wikipedia Online Link Bookmark Cross- Comment Header Footer  Page Text Quick WordArt Drop Equation Symbol = Embed

Page~ Page Break - Pictures  ~ @4 Screenshot ~ Video reference - |Numbers Boc~ Pats~ -  Cap~ LObject - - Flash

Pages Tables lllustrations Add-ins Wedia Links Comments Header & Footer Text Symbols Flash ~

3. Select one of the following options for the location of the page number:
a. TorOF PAGE
b. BOTTOM OF PAGE
c. PAGE MARGINS
d. CURRENT POSITION
4. Select the page number style to insert it.
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H S O - Sample Text -~ Word ca Michele Wiedemer - O

File  Home Insert  Design  Llayout  References  Mailings  Review  View  Add-ins  ACROBAT Design Q Tell me what you want to do S Share
& s Eiq Previous [ Different First Page _+Header from Top:
O3 B B L] Ld B - [x]
: = Ep Next [ Different Odd & Even Pages =+ Footer from Bottom: 0.5" :

Header Footer Page  Date & Document Quick Pictures Online  Goto Goto Close Header

- - Number- Time Infor Parts~ Pictures | Header Footer #.: Linkto Previous Show Document Text Insert Alignment Tab and Footer

Header & Footer Insert Navigation Options Position Close ~
L e i . 2 ER a . 5. s PR S B

IS 1S TNE SaMPIE TexT 10 INSEIT INTO @ WOra ZU10 GOCUMENT. |15 IS TN SaMpIe TeXT you will DE entenng.
You can change it. This illustrates the procedure.

Hlrage

Pagelof1 130 words 0% B B - 1 + 100%

Formatting a Document, Part Two

Estimated Time for this .
15 minutes
Lesson

e Apply Document Themes

e Apply Document Style Sheets
Topics in this Lesson e Add a Watermark

e Change Page Background Color
e Use the Page Borders Dialog Box

Apply Document Themes
Themes provide a comprehensive look and feel for a document. Themes include fonts, colors, and other
elements.

Topic Objective Apply themes to a document

The Design tab includes a number of pre-built themes that can be applied

Topic Summary to a document

Materials Required Sample file “Sample Text”
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Recommended Activity | Have the participants apply a theme to a document.

Stories to Share Applying a new theme is a quick way to get a complete new design.

Show the participants how to apply document themes.

1. Select the DESIGN tab from the Ribbon.

Sample Text - Word Michele Wiedemer [

QCOSM inscrt  Design  loyout  References  Mailngs  Review  View  Add-ins  ACROBAT O Tell mewhat you want to do

ol C . B 1 a— == .
u Calibri (Body) |11 ~| A & | Aa~ | B8 S EE O Find

A

8L M| aagsccor |aaBbcend| 1. AaBba AaBbceDc AaBbC( AaBbcct AQDB masbcer aasbeeoc aesbeene aasbeco 29 Replace
-]

I; - Q v o H3 Charac, T Normal | numbered... T No Spac. Heading 1 Heading 2 Title Subtitle  Subtle Em... Emphasis IntenseE.. < [} Select~

Copy
besm B I U-~aex,x A-¥.A-E=

 Format Painter

Clipboard [} Font o Paragraph [ Styles 5 Editing ~

2. Hover the mouse over a theme to see a preview.
3. Select the theme to apply the colors and fonts.

Office -
Aa 1 Aa 1 Aa 1 Aa %
el o Gy mea
Ao’]Ao’I Az b Aa1
e o e s
Aa H Aa 1 R | [Aa H

Slice Wisp Badge Banded
Aa || |Aa Aa Aa
LD EEEEEE Ll EEEEEE
Basis Berlin Circuit Crop
Aa Aa Aa Aa
mmmm mmms= mmmEmm mmEmsm
Damask Dividend Droplet Feathered [+

Reset to Theme from Template
|'|f| Browse for Themes...
'!_'E Save Current Theme...
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H S e - Sample Text - Word Michele Wiedemer [

File Home  Insert [MOCSEUMM layout  References  Mailings  Review i Add-ins  ACROBAT ~ Q Tellm

j . " . Title TITLE

Themes

>

. =# Paragraph Spacing - D j D

A | 3 Peragrah Spacing )

B (A0

Colors Fonts Watermark Page Page
- - @setasDefault - Color~ Borders

Office - Document Formatting Page Background

R SRR S EE R SRR F R R FERY I

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

Heading 1
This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

Banded

Heading 2

This is the sample text to insert into a Word 2016 decument. This is the sample text you will be entering.

82 Crreutt You can change it. This illustrates the procedure.
I h Aa This is a second paragraph in this section.
Damask  Dividend Droplet | Fepemmema :
Feathered Heading 3
Reset to Theme from Template This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
[ Browse for Themes. You can change it. This illustrates the procedure.
FR Save Current Theme..

Pagelof1 130 words 02 B B - 1 + 100%

Apply Document Style Sheets
Document style sheets are part of the theme, but are more specific to paragraph and character

formatting styles.

Topic Objective Apply document style sheets

e The Document Formatting gallery allows users to apply styles to the whole
opic Summar
P y document at once.

Materials Required Sample file “Sample Text”

Recommended Activity | Have the participants apply a style sheet to a document.

. . Open the arrow to the bottom right of the Document Formatting gallery to
Delivery Tips " .
see additional options.

Show the participants how to apply document style sets.

1. Select the DESIGN tab from the Ribbon.
2. Hover the mouse over the style sets in the DOCUMENT FORMATTING gallery to see a preview.
3. Select the style set to apply it.
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Ho 0 -

File

Home  Insert [ESTNN (ayout

Pageiofi 133 words 02

References

Sample Text - Word

Mailings ~ Review  View  Add-ins  ACROBAT @ Tellr

TITLE E = Paragraph Spacing =
T 3 [@] Effects ~

olors Fonts

< ~ @ Setas Default

Document Formatting
R SRR S EE R SRR F R R FERY I

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

1 HEADING 1

This is the sample text to insert into a Word 2016 decument. This is the sample text you will be entering.
‘You can change it. This illustrates the procedure.

2 HEADING 2

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

This is a second pararaph in this section.

3 HEADING 3

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

Michele Wiedemer

=af - [m}

Watermark Page  Page

Color - Borders
Page Background ~

Add a Watermark

A watermark is a semi-transparent marking separate from a document text that makes it easily

recognizable as a draft, confidential document, or sample.

Topic Objective

Add a watermark

Topic Summary

The watermark option is on the Design tab. There are several pre-built

watermark options to simplify your document formatting.

Materials Required

Sample file “Sample Text”

Recommended Activity

Have participants add a watermark to a document.

Show the participants how to add a watermark.

1. Select the DESIGN tab from the Ribbon.
2. Select WATERMARK from the PAGE BACKGROUND group.

H -2 -

File  Home  Insert [ENSTREN  Loyout

References

Sample Text - Ward

Review

Q Tell me what you

Mailings Add-ins  ACROBAT

=# Paragraph Spacing ~

Title Title
[ = Effects -
- o
« @ SetasDefault

Document Formatting

Michele Wiedemer [ = (m]

£ Share  [J

B NN

Watermark Page  Page
Color - Barders
Page Background ~

3. Select a watermark style to insert it.
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H S O - Sample Text - Word Michele Wiedemer

E =# Paragraph Spacing -
Effects -

Colors Fonts
- - @ SetasDefault

File  Home  Insert [OSC*REM loyout  References  Mailings  Review Vi Add-ins  ACROBAT ~ Q Tel

Watermark Page  Page
- Color~ Borders

Document Formatting Page Background ~
y [ERE TR R TR R PR RS PR R R R SRR EREE SRR e S -

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.
Heading 1

This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

Heading 2 <
This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

This is a second paragraph i this section.

Heading 3

This is the sample text to insert into a Word 2016 decument. This is the sample text you will be entering.
You can change it. This illustrates the procedure.

Pageiof1 130 words 02

Change Page Background Color
You can really spice up a document by changing the color of the page.

Topic Objective Change the background color of a page
. The Page Color option is on the Design tab. You can select a theme color or
Topic Summary
any other color.
Materials Required Sample file “Sample Text”

Recommended Activity | Have the participants change the background color of a page.

Show the participants how to change the page background color.

1. Select the DESIGN tab from the Ribbon.
2. Select PAGE COLOR from the PAGE BACKGROUND group.

H 9 - Sample Text - Word

Michele Wiedemer B8 = o

File Home Insert Design Llayout  References  Mailings Review  View  Add-ins  ACROBAT  Q Tel ou want to do 2 share [

= Paragraph Spacing = D 3 D
I (Al 2

Colors Fonts Watermark | Page | Page
. « @ setasDefault ~  Color= Borders

Page Background ~

Document Formatting

3. Select a color.
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Theme Colors

Standard Colors
HNE EEERRN

|:| Mo Colar

Mare Colors...

Eill Effects...

Use the Page Borders Dialog Box
Borders are another way to add flare to your document.

Topic Objective Add a simple box border to the document

The Page Borders option is on the Design tab and opens the Borders and
Topic Summary Shading dialog box. There are several pre-built border options, and more
customized borders can be built using this dialog box.

Materials Required Sample file “Sample Text”

Recommended Activity | Have participants add a simple box border to the page.

Show the participants the PAGE BORDERS dialog box.

1. Select the DESIGN tab from the Ribbon.

HS9 0 - Sample Text - Ward

File Home Insert Design Layout  References  Mailings Review Add-ins  ACROBAT  Q Tellm ou want to do S share [

=4 Paragraph Spacing « D 5 D
I . = j
Colors F Ll w; k P P
olors Fonts atermark Page = Page
- + @ Setas Default «  Color~ Borders

e Titie Title TITLE

Page Background ~
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2. Select PAGE BORDERS from the PAGE BACKGROUND group to open the BORDERS AND SHADING dialog
box.

Borders and Shading ? *

Borders Page Border  Shading

Style: Preview

Click on diagram below or
use buttons to apply borders

=4
)
El

>

m
&
1=

Shadow [

Automatic ~
Width:
stom i pt

e

fa)
[

Apply to:
Art: Whole document ~
(none}

Options...

3. Select BOxX.
4. Select OK.

Customizing Options and Views for Documents

Text

Estimated Time for this .
25 minutes
Lesson

e Change Document Views

e Zoom

e Add a Tool to the Quick Access Toolbar
e Split View Window

e Add Document Properties

e Show or Hide Formatting Symbols

Topics in this Lesson

Change Document View

The default view for working in Word is the print layout, so that you can see what your document will
look like when printed. But other layouts are available with additional tools, depending on what you
want to accomplish while you are in Word.

Topic Objective Change the document view

The View tab on the Ribbon includes options to switch to Read Mode, Print

Topic Summar
s g Layout, Web Layout, Outline, and Draft.

Materials Required Sample file “Newsletter”
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Recommended Activity

Have the participants view the document as read, web layout, outline, and
draft.

Stories to Share

The Web Layout view is good if you have wide tables.

Delivery Tips

The Print Layout is the default view. Read Mode has tools designed for
reading instead of writing. Outline view is good for organizing your
document. Draft view removes the images, headers and footers, and other
objects.

The read, print, and web layouts are available from the icons on the bottom
right of the screen, next to the zoom slider.

Show the participants how to change the document view.

1. Select the VIEW tab from the Ribbon.

Sample Text - Word Michele Wiedemer

CalibriLight (- - {16 ~| A" A" Aa~

Paste B I U-aex.x A-¥-45-5=

¥ Format Painter

Clipboard [ Font

ACROBAT ~ Q Tellm

A Find ~
35 Replace
I3 select~

A = y U
= 20 pagaceor Asbeede 1. Assbe Asebeed | AaBbC Assbccl AQB aasbcer acebeeoi amsboeni acsbco: .

H3Charac..  TNormal  numbered.. T No Spac.. Heading 1 | Heading2  Title Subtitle  Subtle Em.. Emphasis Intense E.. <

o Paragraph [ Styles & Editing

2. Choose one of the following views:
a. Select READ MODE to remove many of the tools to optimize the document for reading.
b. Select PRINT LAYOUT to view the document as it will print.
c. Select WEB LAYOUT to view how the document would look as a webpage.
d. Select OUTLINE to work with headings and organize your document.
e. Select DRAFT to view just the text in your document.

| Ll |:| [=] outline
)
& DDraf‘t
Read = Print  Web
Mode Layout Layout

Views

Zoom

Zoom the view in or out on your document depending on whether you need to see details close up or

look at the big picture.

Topic Objective

Change the zoom

Topic Summary

The Zoom option is on the View tab. There are several pre-built zoom

© Corporate Training Material
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options, and more customized borders can be built using the Zoom dialog
box.

Materials Req

uired Sample file “Newsletter”

Have the participants zoom to one page. Have the participants zoom to

Recommended Activity | multiple pages. Have the participants zoom to the page width. Have the

participants open the Zoom dialog box.

Delivery Tips

The Zoom slider in the bottom right of the screen provides a quick way to
zoom in or out. Selecting the percentage shown is another way to open the
Zoom dialog box.

Show the par

1. Selec
2. Selec
a.
b.
c.
d

Mode Layout Layout
Views

ticipants how to zoom the view of the document.

t the VIEW tab from the Ribbon.

t one of the following options:

100% (actual size)

ONE PAGE (fits one page to the current window size)

MuLTIPLE PAGES (fits two pages to the current window size)

PAGE WIDTH (makes the page as wide as the current window size)

Sample Text - Word Michele Wiedemer [

Show the par

1. Selec
2. Selec

ticipants the Zoom dialog box.

t the VIEW tab from the Ribbon.
t ZooMm.

3. Select the desired view. Note that the MANY PAGES option includes a drop down list to select
how many pages you wish to view at one time.

Zoom

Zoom to
O 200
O 5%
Percent: (1008 =

Preview

4 >
OEagewidth OManypages:
() Text width

O Whole page =

AaBbCcDdEeXxYyZz

AaBbCeldEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

,A:’IJ_| AaBbCcDdEEXxYyZz
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4. Select OK.
Have the participants experiment with the Zoom slider shortcut at the bottom right of the window.

Add a Tool to the Quick Access Toolbar
The Quick Access Toolbar is at the very top left corner of the Word window. It has the Save, Undo, and
Repeat commands available by default, but you can add almost any command you need for quick

access.
Topic Objective Add a tool to the Quick Access Toolbar
The Quick Access toolbar includes a small arrow that allows you to add a
Topic Summary number of common tools to this toolbar. It also includes an option to
choose from additional tools.
Materials Required Any Word document

Recommended Activity | Have the participants add the Open tool to the Quick Access Toolbar.

You can also right click on any tool from any tab in the Ribbon to add it to

Stories to Share .
the Quick Access Toolbar.

Show the participants how to add a tool to the Quick Access Toolbar.

1. Select the small arrow in the top left corner of the window.

Document3 - Word Michele Wiedemer @ — O
Insert  Design Layout References Add-ins  ACROBAT  Q Tell me what you want to do S share  [J
o it . e o P a P Find -
Calibri (Body) ~|11 ~|A" A" Aa- EL0 T aapaccor |asBbeeD| 1. AsBbe: AsBbCcDe AGBDCc AaBbCel QDB AsBbccr acsbeedc AaBbccdc AcBbccDc o e
Cop -| | % Replace
Paste . S U o sis seEn v
e Formatpainer B 1 U Tk X (AW A i H3 Charac... | TNormal | numbered... TNoSpac.. Headingl Heading2  Title Sublile  SubtleEm.. Emphasis IntenseEn < oy
Clipboard & Font & Paragraph & Styles 5l Editing ~
o F - . AR WA R FR Ty,

2. Select a tool to add it to the Quick Access Toolbar.

Customize Quick Access Toolbar
Automatically Save
Mew
Open

v Save
Email
Quick Print
Print Preview and Print
Spelling & Grammar
Read Aloud
Undo
Redo
Draw Table
Toeuch/Mouse Mode
More Commands...

Show Below the Ribbon
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3. Select it again to remove it.

Split View Window

If you’ve ever wanted to see two places in your document at the same time, you’ll understand how

helpful having a split view window can be.

Topic Objective

Split the view

Topic Summary

The VIEW tab on the Ribbon includes the SPLIT and REMOVE SPLIT tools.

Materials Required

Blank Word document

Recommended Activity

Have the participants split the window. Have the participants remove the
split.

Stories to Share

The navigation tools work separately in each portion of the split — just place
your cursor in the area where you want to change what is being shown and
then navigate.

Delivery Tips

The split can be dragged up or down, depending on how much of the screen
each portion should be. Each section includes its own scroll bar.

Show the participants how to split the window.

1. Select the VIEW tab from the Ribbon.
2. Select SpuT.

= y =
[‘] D ’__| [=] Outline =1 TD EE
S = praft £ ¥ =
Read  Print  Web Learning | Vertical ~Side
de

Mode Layout Layout
Views

Document3 - Word Michele Wiedemer [

Revi V"M  Add-ins  ACROBAT  Q Tell mewhat you

ew
Q [E) [El 0nePage L—'EI E E [ View Side by Side EE D
M [ Multiple Pages 5 s
Zoom 100% New Amange  Split Switch  Macros
‘ErPageWidth  Window Al Windows -

Zoom

3. Drag the split bar up or down to change how the split fills the screen.
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=] g =

File  Home Insert  Design  Layout  References  Mailings  Review Add-ins  ACROBAT
[ Ruler

Lj D ’j![lﬂu(hne L] 1D B2 Q [‘:) [El 0ne Page
= =] Draft 4 ¥ €2 Oeridlines BN [ Multiple Pages
Read | Print Web Learning  Vertical Side Zoom 100% lew  Anange Remove
Mode Layout Layout Tools toSide ] Navigation Pane “Er Page Width Window Al Split R
Views Immersive  Page Movement Show Zoom Window Macros ~
v R RS E R SRR E R R EER I

=

Switch  Macros
7 Windows -

=

findor

Pagelof!  Owords [[2 B B - 1 + 100%

4. Select REMOVE SPUIT to return to an unsplit view.

Add Document Properties
Word includes several pre-built options for you to provide specific types of information about your

document, such as the author or the date the document was published.

Topic Objective Add properties to a document

. The Insert tab on the Ribbon includes the option to add document
Topic Summary .
properties.

Materials Required Sample file “Sample Text”

Have the participants add the author to the bottom of the document. Have

Recommended Activity o ] . .
the participants investigate the other document properties.

Document properties are inserted into the document as controls. Some are
determined by your Microsoft account or installation of Word, and some

Stories to Share are modified after you insert them.

These controls function a little differently than normal text, but they can be
edited or deleted.

Show the participants how to add document properties.
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Place your cursor where you want to add the information.
Select the INSERT tab from the Ribbon.

Select QuUICK PARTS.

Select DOCUMENT PROPERTY.

Select the information you want to add to the document.

vk wn e

H S e - Sample Text - Word Michele Wiedemer - O

File  Home Design  Layout  References  Miailings View  Add-ins  ACROBAT  Q Tell mewhat you want to do Share [

Y (] El B SmartArt a0y D + & A [ signature Line ~
” a LA st W o | & > H U] A
E D 1 O a5 r\‘> v Chart LR Ez‘ Y& LI E' ’ u . 4 [ Date & Time T[ Q .
Cover Blank Page  Table Pictures Online Shapes |cons 3 VyAdd-ins - Wikipedia  Online  Link Bookmark Cross-  Comment Header Footer Page Text Quick WordArt - Equation Symbol = Embed
Page- Page Break - Pictures - & Sereenshot - Video - reference - - Mumber- Box- Pams® - p- C]Object - - -
Pages Tables lllustrations Add-ins Media Links Comments Header & Footer &) AutoTet » Symbols Flash -
L I Sl a2 [IRIPE IR ¢ ArS e ; rostract
. = Field Author
£} Building Blocks Organizer Category
Comments
Company
This is the sample text to insert into a Word 2016 decument. This is the sample text you will be entering. Company Address
X ‘You can change it. This illustrates the procedure. Company E-mail
N Company Fax
. Heading 1 Company Phone
) This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering. o—
. You can change it. This illustrates the procedure. B
Manager
Heading 2 Publish Date c
This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering. Status
5 You can change it. This illustrates the procedure. Subject
This is a second paragraph in this section. Title
Heading 3
- This is the sample text to insert into a Word 2016 document. This is the sample text you will be entering.
You can change it. This illustrates the procedure.
Pagelof1 130words [ e B - ] + 100%

Show or Hide Formatting Symbols
Formatting symbols don’t print, but they can help with document editing so that you know where

you’ve put extra spaces or other formatting options.

Topic Objective Show or hide formatting symbols

Formatting symbols are available on the Home tab. They show extra

Topic Summary . . . .
information about your document, text, and object formatting.

Materials Required Sample file “Newsletter”

Recommended Activity | Have the participants show and hide the formatting symbols.

Formatting symbols include marks at the end of paragraphs, tabs, break

Stories to Share . . .
marks and other objects to help with formatting.

Delivery Tips Point out the formatting symbols to the participants.

Show the participants how to show or hide formatting symbols.
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[COTM incert  Design  layout  References  Mailings Add-ins

Select the HOME tab from the Ribbon.
Select the Show/Hide button from the PARAGRAPH group.

Sample Text - Word

ACROBAT

Q Tell mi

at you want to do

Michele Wiedemer

o Cut . P Find -
- - Aa- |
o Calibri (Body) - |11 A A (4 mnmm AaBbCcDc| 1. AaBbCi AaBbCcDc AzBh(( AaBbCcl /—\a B AaBbCCC AoBbCcDi AaBbCCD( AaBbCcD | 38, Replace
Paste - o -y, - - .
i T I U-apex, x A-¥.A H3 Charac... | TNormal | numbered... TNoSpac.. Heading1 Heading 2 Title Subtitle  SubtleEm.. Emphasis IntenseE.. |5 [y Select~
Clipboard 5 Font ) Paragraph 5 Styles 5 Ediing

Newsletter - Word

Insert  Design  Layout  References  Mailings  Review Add-ins

ACROBAT ~ Design  Layout

Q Tell mewh

Michele Wiedemer [ o

S, Share

Cut o P Find -
- - Aa- | be o » i
o Corbel (Body) ~ |9 A A < 20 ||| aseoCcDd AaBbCcDdEC 425 nascose. AAB asebcer AABI asesccon -| | 2 Replace
Paste & o v, - 1= - 1 1 1 1 T 1 1 Headi 4|3
i e I U-aex. x A A = Address  TCallowt T Caption T Caption2 T Contoct.. Emphasis _THeader.. Heading1 Heading2 Headingd Heading4 |=| | |\ qyiery-
Clipboard 5 Font 5 Paragraph 5 Styles 5 Editing
L L ' DO ST 2 3 1 3N 1 S i} . 6 1 7 i 2
ction Break (Continuous). o
B by[Article-Author]{]
Thisnewsletts ted. that
xt. Findthe 3
Columns feature.on the Page-Layout tab, in- orsubtitle-placeholdertext withyour-own, it-
4 @ dontheback  Article-Titlef]
1 3 pagemailer. |
] = Adding-your-own-content{ o that acts as 2 sidebar. Toinserta columnbreak, press.
The placeholder text for several articlesin = Replacing-picturesy CtrlsShifesEnter. Or, onthe Page Layout tab, inthe:
now th % olumn.§
Page 10f7 3145 words B B - 1 i

100%
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Printing and Saving Documents

Estimated Time for this )
20 minutes
Lesson

e Print

e Save in Another File Format

e Inspect a Document for Hidden Properties and Personal
Information

e Inspect a Document for Accessibility Issues

e Inspect a Document for Compatibility Issues

Topics in this Lesson

Print
The print command gets your document from the computer to paper.

Topic Objective Print a document

Topic Summary The Print dialog allows you to change several different print settings.

Sample file “Newsletter”
Materials Required
Connected printer

Discuss the print settings. Have the participants modify print settings and

Recommended Activity )
print all or part of the document.

Delivery Tips If a printer is not available, you can still explain the print settings.

Show the participants how to modify print settings and print all or part of the document.

1. Select the FIiLE menu from the Ribbon.
2. Select the PRINT tab from the left tabs.
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Newsletter - Word Michele Wiedemer ~ ? = o X

©

New I'e: o=
Copies: |1 5 []
Open £ .
Print

Save . o

’ ; 2 ; Title
e Printer ' ) 3 ) Lo Subtitle

HP ePrint + JetAdvant:
Save as Adobe | =3 SAMERCRENIRIE
PDE | Ready
Printer Properties
Settings
‘ ’E Print All Pages S
The whole thing

Pages: | |e

‘ E Print One Sided .

| Only print on one side of th... How to Use This Template

[=m= Collated ) Tarice Author]
oot \FDE 123 123 123 . .

[ Find the the uhen, clace the tal
Feedback ‘ D Portrait Orientation - .
Options Adding your own content A

- |—‘ Lettes - The placeholder taxt for several artcles in Replacing pictures
— 85"x 1" your. on the Picture
F Yo Famat s th Ak g,k Pogen
ChingePien
[E cmmmee - o
‘ D 1 Page Per Sheet < o

Page Setup
holders that remain when

e and s lscshobdor dort.
desppuar when o 4 your et They
itk recaio text hen pited bt
Y00 ansne tha e oulns nd e of he
Plcehclderuhen oucick i

it

1 |of7 » 6% — +o + [3

3. Select the PRINTER from the drop down list if there is more than one option.
4. Select the SETTINGS from the drop down list.

Document

Print All Pages
The whole thing

D Print Current Page
Just this page
iy Custom Print
i Type specific pages, sections or ranges
Document Info
Document Info
List of properties, such as file name, author and title

List of Markup
Vourtracked changes
Styles
List of styles used in your document
AutoText Entries
List of items in your AutoText gallery
Key Assignments
List of your custam shortcut keys

v Print Markup
Only Print Odd Pages

Only Print Even Pages

5. Select PRINT.
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Discuss the print settings.

Document

|r— Print All Pages
D The whole thing

D Print Current Page
Just this page
@-’j Custom Print )
Type specific pages, sections or ranges
Document Info

Document Info

List of properties, such as file name, author and title
List of Markup

Your tracked changes

Styles

List of styles used in your document

AutoText Entries

List of items in your AutoText gallery

Key Assignments

List of your custom shortcut keys

v Print Markup
Only Print Odd Pages
Only Print Even Pages

e  PRINT ALL PAGES — prints the entire document

e  PRINT SELECTION — you must have selected specific text before selecting the File tab/Print option,
then it only prints what you have selected

e  Print current page — prints the page where the cursor is currently located

e Custom print — you can enter specific pages or a range of pages like 1-5

Save in Another File Format
The Save As command allows you to save in a different format, as well as in a different location.

Topic Objective Save a document in another file format

e Different formats allow you to create templates, share with others who
opic Summar
s g don’t have the same version of Word, or even create a PDF.

Materials Required Any Word document

Recommended Activity | Have the participants save the document in another file format.

Show the participants how to save a document in another file format.

1. Select the FiLE menu from the Ribbon.
2. Select SAVE As from the left tabs.
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©

Save As

New
(©) o

Save
OneDrive - Personal

Save As mbwiedemer@yahoo.com

Save as Adobe

This PC

== AddaPlace

Newsletter - Waord

Michele Wiedemer 7

L\ C: > Users > mbwie > Dropbox > Current Projects > CTM > Word 2016 Essentials > Sample Files

Newsletter

Word Document (*.docx)
More options...

Name T

Newsletter.docx
Return Address Labels.docx

- B2 save

Date modified
10722017 3:33 PM

1072/2017 3:18 PM

Browse
Sample Text.docx 10/2/2017 3:27 PM
Account
Feedback
Options
Newsletter - Ward Michele Wiedemer 2
@ Recent L\ C: > Users > mbwie > Dropbox > Current Projects > CTM > Word 2016 Essentials > Sample Files
Newsletter
Save Word Document (*.docx) = | B save
OneDrive - Personal Word Document (*.docd)
SaveAs mbwiedemer@yahoo.com Word Macro-Enabled Document (*.docm)
Word 87-2003 Decument (*doc)
Save as Adobe E:| This PC Word Template (*dot)
PDF Sz Werd Macro-Enabled Template (*.dotm)
Word 67-2003 Template (*.dot) PM
Print =k AddaPlace PDF (pdf)
XPS Document (“xps) o
Share Single File Web Page (".mht, *.mhtmi)
Browse Web Page ("htrm, ".htmi)
PM

Export

Close

Account

Feedback

Options

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

Plain Text (“xt)

Werd XML Decument (*:xmi)

Werd 2003 XML Document (*axm)
Strict Open XML Document (*.doex)
OpenDocument Text (*.odt)

4, Select SAVE.
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Inspect a Document for Hidden Properties and Personal Information
When preparing a document to share with others, you may want to remove certain types of information
or objects.

Topic Objective Inspect a document for hidden properties and personal information

G The Backstage View (File tab of the Ribbon) opens to the Info page. The
opic Summar
s v Check for Issues command includes the option to Inspect a document.

Materials Required Sample file “Newsletter”

. Have participants find hidden properties and personal information in a
Recommended Activity document

. . The Document Inspector provides shortcuts for removing problematic
Delivery Tips ] ]
information.

Show the participants how to inspect a document for hidden properties and personal information.

’
1. Make sure you've saved the document.
2. Select the FiLE menu from the Ribbon.
3. The INFO area should open. If not, select the INFO tab from the left tabs.
4. Select CHECK FOR ISSUES.
Newsletter - Word Michele Wiedemer 7 - a X
Newsletter
C: = Users » mbwie » Dropbox » Current Projects » CTM » Word 2016 Essentials » Sample Files
Protect Document Properties =
» Contrel what types of changes people can make to this document. Size 163ME
Save As Protect A
Document ~ Pages 7
Save as Adobe Words 3145
PDF Total Editing Time 20 Minutes
print Inspect Document Title Newsletter
- h=s Befare publishing this file, be aware that it contains: Tags Add a tag
Check for Document properties, content type information, template name, author's name, n .
g Issues - related dates and cropped out image data Comments Add comments
Headers
Custorn XML data Related Dates
Content that people with disabilities are unable to read Last Modified Today, 46 AM
Created Yesterday, 3:32 PM
Manage Document Last Printed Today, %45 AM
Account P‘j T s
. eated peopie
Feedback Document » Author

MW Michele Wiedemer

Options

Add an author
Last Modified By

MW Michele Wiedemer
Related Documents
Open File Location

Show All Properties

5. Select INSPECT DOCUMENT.
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Inspect Document
Check the document for hidden properties
or persenal informaticon.

Check Accessibility

@ Check the docurnent for content that people

with disabilities might find difficult to read.

el Check Compatibility
Check for features not supported by earlier
versions of Word.

6. Check the boxes for the items you want to check.

Document Inspector ? X

To check the document for the selected content, click Inspect.

Inspects the document for comments, versions, and revision marks.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file,

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls,

[ ink Annotations
Inspects the document for Ink Annotations.

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

7. Review the inspection results.

Document Inspector T *
Review the inspection results.
@ Comments, Revisions, and Versions -
Mo items were found,
! perties and Personal Remove Al
The following document information was found:
* Document properties
* Authar
* Related dates
* Content type information
* Picture crop information
= Template name
@ Task Pane Add-ins
We did not find any Task Pane add-ins.
@ Embedded Documents
Mo embedded documents were found,
@ Macros, Forms, and ActiveX Controls
No macros, forms, or ActiveX controls were found.
@ Ccollapsed Headings
No collapsed headinas were found. b
1 Mote: Some changes cannat be undone,

Document Inspector

Review the inspection results.

No embedded documents were found.

@ Macros, Forms, and ActiveX Controls
o macros, forms, or ActiveX controls were found.

@ Collapsed Headings

No collapsed headings were found.

Custom XML Data
Custom XML data was found,

Headers, Footers, and Watermarks
The following items were found:
*Headers

* Footers

Headers and footers may indude shapes such as watermarks.

Invisible Content
Mo invisible objects found.

Hidden Text
No hidden text was found.

Remave All

Remave All

Mote: Some changes cannot be undone.
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Inspect a Document for Accessibility Issues
Make your document optimized for users with certain types of disabilities. For example, blind readers
may have your document read by a screen reader, and images explained with alternate text.

Topic Objective Inspect a document for accessibility issues

The Backstage View (File tab of the Ribbon) opens to the Info page. The

Topic Summary Check for Issues command includes the option to check for accessibility
issues.
Materials Required Sample file “Newsletter”

Recommended Activity | Have the participants inspect a document for accessibility issues.

Show the participants how to inspect a document for accessibility issues.

1. Select the FiLE menu from the Ribbon.
2. The Info area should open. If not, select the INFO tab from the left tabs.
3. Select CHECK FOR ISSUES.

Newsletter - Word Michele Wiedemer 7 = o

Info

Newsletter

C: = Users » mbwie » Dropbox = Current Projects = CTM = Word 2016 Essentials » Sample Files

Protect Document Properties ~
Control what types of changes people can make to this document. Size SEE
Shis Protect
Document - Pages 7
SrpesAEin Words 3185
PDF Total Editing Time 20 Minutes
print ,3 Inspect Document Title Newsletter
tin @)
h- Before publishing this file, be aware that it contains: Tags Add a tag
- CI’;:;:S‘?' Document properties, content type information, template name, author's name, T Add comments
related dates and cropped out image data
Headers R
Custom XML data Satedbae
Content that people with disabilities are unable to read Last Modified Today, 9:46 AM
Created Vesterday, 3:32 PM
Last Printed Today, %45 AM
Manage Document LD
Account Q
ey 9 There are no unsaved changes. Related People
Feedback Document - Author

MW Michele Wiedemer

Qptions

Add an author

Last Modified By .
MW Michele Wiedemer
Related Documents
Open File Lacation

Show All Prapeties

4, Select CHECK ACCESSIBILITY.
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E Inspect Document
Check the document for hidden properties

or persenal information.

Ijb. Check Accessibility
@ Check the document for content that people
with disabilities might find difficult to read.

@ Check Compatibility
Check for features not supported by earlier
versions of Word,

5. The Inspection Results are shown in a pane on the right side of the window.

Newsletter - Word Table Toc Michele Wiedemer [

Insert  Design  Layout  References  Mailings  Review Add-ins  ACROBAT  Design  Layout
P Find ~

““ Corbel (Body) =[9 =~ A" A" Aa- P i 201 9 || AsgbCcDd AaBbCcDdEC 4 soceosee assoceoe AAE aasbcer AABI asssccon -| 2 Replace
p=e ‘,Fm’mwmer B IU-sex.x A-¥-A- TAddress  TCallout TCaption TCsption2 TContact. Emphasis THesder. Headingl Heading2 Heading3 Heading4 = ‘LE}(s:lZu-
Clipboard i) Font & Paragraph ™ Styles & Editing -~
N RN RN AR EIY T N KT TS AT =]
Accessibility Ch... ™ %
Inspection Results

Errors

4 Missing altemative text

~ Rectangle 6
. ~ E T-I t l e Picture 3
i X 3, F 2 - . Picture 4
B W 3 : J . Picture 5
: . A 7€ Subtitle picued
G 3 p F Rectangle 1
4 Picture 15
Picture 24
Picture 7
Picture 9
Picture 26
Picture 18
Picture 19
B Rectangle 3 2
i Additional Information v
Read more about making documents
accessible
: How to Use This Template
by by [Article Author]
@ This newsletter is created primarily by using The reason these placeholders remain is that
text columns, so that text automatically they are linked to other placeholders that use
wraps from one column tothe next. Findthe  the same text. So, when you replace the title
Columns feature on the Page Layout tab, in or subtitle placeholder text with your own, it
) the Page Setup group. Get tips for setting up automatically populates the corresponding
and using text columns later in this template placeholders in the headers and on the back Article Title
= A . page mailer. A column break is inserted before and after each column
i Adding your own content that acts 35 3 sidebar. To insert a colum break, press. =
Pagelof7 3145words L2 ) B - 1 +  100%

Inspect a Document for Compatibility Issues
Older versions of Word don’t have all of the same functionality, so some items in your document may

not work properly. You can check for these issues before sharing.

Topic Objective Inspect a document for compatibility issues.

The Backstage View (File tab of the Ribbon) opens to the Info page. The
Topic Summary Check for Issues command includes the option to Inspect a document for
compatibility.

Materials Required Sample file “Newsletter”

Recommended Activity | Have the participants inspect a document for compatibility issues.
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Show the participants how to inspect a document for compatibility issues.

Info
Open
Save

Save As

Save as Adobe
PDF

Account

Feedback

Options

Select the FILE menu from the Ribbon.

The Info area should open. If not, select the INFO tab from the left tabs.

Select CHECK FOR ISSUES.

Info

Newsletter
G » Users » mbwie » Dropbox » Current Projects » CTM » Word 2016 Essentials » Sample Files

Protect Document

» Control what types of changes people can make to this document.
Protect
Document ~
I Inspect Document
h= Before publishing this file, be aware that it contains:
Check for Document properties, content type information, template name, athor's name,

Issues related dates and cropped out image data
Headers
Custom XML data

Content that people with disabilities are unable to read

—‘j Manage Document
Q@

) There are no unsaved changes.
Manage

Document »

Newsletter - Word

Properties -
Size 163MB

Pages 7

Words 3185

Total Editing Time 20 Minutes
Title Newsletter
Tags Addatag
Comments Add comments

Related Dates

Last Modified Today, 9:45 AM
Created Vesterday, 3:32 PM
Last Printed Today, 945 AM

Related People

Author
MW Michele Wiedemer

Add an author

Last Modified By 3
MW Michele Wiedemer
Related Documents
Open File Location

Show All Properties

Michele Wiedemer

?

o

Select CHECK COMPATIBILITY.

Inspect Document

Check the docurnent for hidden properties
or personal information,

Check Accessibility

Check the document for content that people
with disabilities might find difficult to read.

Check Compatibility

Check for features not supported by earlier
versions of Word.

Select the versions of Word you want to check.
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Microsoft Word Compatibility Checker ? x

The following features in this document are not supported by earlier

ﬂ versions of Word, These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
this document in an earlier file format.

Select versions to show ™

Word 97-2003 Chcourrences

Word 2007 converted to static content, 7500

Word 2010 Help
2

Some text box positioning will change.

Help
Tables will lose alternative-text information, 9
Shapes and textboxes will be converted to effects available 12 W
Check compatibility when saving documents
oK

6. Select OK.
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Module Two: Review Questions
1. PDFfiles are view only in Word

a) True
b) False

Word converts the format of PDF files you open in Word so that you can edit them. The Word
version may look slightly different, depending on the number of graphics and advanced
formatting used in the original PDF.

2. The Text from File option is on what tab of the Ribbon?

a) File

b) Home
c) Insert
d) View

The Text from File command is under Object on the Insert tab of the Ribbon.

3. What are the three tabs on the Navigation pane?

Headings, Pages, and Results

The Headings pane allows you to move through the document headings, if built-in styles are
used. Pages allows you to move quickly to a new page. Results shows matches for a search term
you have entered.

4. The Go To tab for navigation is in which dialog box?

a) Page Setup

b) Find and Replace
c) Headings

d) None of the Above

You open the Go To option from the Find menu on the Home tab of the Ribbon. The dialog box
includes, Find, Replace, and Go To.

5. Which of the following is not on the Page Setup dialog box?

a) Headers
b) Margins
c) Paper
d) Layout

The Page Setup dialog box includes commands for margins, paper size, and page layout. The
Headers command is available on the Insert tab of the Ribbon.
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6. Which 4 commands are available from the bottom right of the Word window?

Read view, Print Layout view, Web Layout view, and the Zoom slider

The most common view and zoom options are available from the bottom right of the Word
window.

7. Which option allows you to select different pages of the document to print?

a) Copies

b) Settings

c) Page Setup

d) None of the Above

The Settings drop down list on the Print page allow you to select whole document, the selection,
the current page, or custom page ranges.

8. Which tab opens the Backstage View?

a) File

b) View

c) Design

d) None of the Above

The File menu at the very left of the Ribbon opens additional options for saving, printing, and
inspecting documents.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.
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Module Two: Create and Manage
Documents

This module introduces students to a
Word document and the different
ways of creating documents. We'll
introduce the Ribbon so that
students are familiar with the tool
terminology. Then we’ll look at ways
of navigating through a document.

Lesson: Creating a Document

In this lesson, we'll introduce the following topics:
* Introduce the Ribbon

* Open the New Screen

* Create a Blank Document

* Create a Blank Document using a Template

* Search for a Template

* QOpen a PDF in Word for Editing

* |nsert Text from a File
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Introducing the Ribbon
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Open the New Screen
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Document -

Protect Document

Control what types of changes people can make o this decument.

© Corporate Training Material

www.corporatetrainingmaterials.com



http://www.corporatetrainingmaterials.com/

' Create a Blank Document

Create a Document from a

Template
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Open a PDF for Editing
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' Lesson: Navigating Through a

Document

In this lesson, we'll introduce the following topics:

Search for Text
Navigate to Page
Use the Go To Dialog Box

Search for Text
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Navigate to Page
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Use the Go To Dialog Box

Find and Replace
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b

Lesson: Formatting A
Document, Part One

In this lesson, we'll introduce the following topics:

Change Margins

Change Page Orientation
Change Page Size

Use the Page Setup Dialog Box
Insert Headers and Footers
Insert Page Numbers

o

Change Margins

{
|
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4

Change Page Orientation

Portrait

] Landscape

B

Change Page Size

Letter

Legal

Statement
55" x85"
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'Use the Page Setup Dialog Box
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B

Insert Page Numbers

B

Lesson: Formatting a
Document, Part Two

In this lesson, we'll introduce the following topics:

Apply Document Themes

Apply Document Style Sheets
Add a Watermark

Change Page Background Color
Use the Page Borders Dialog Box
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' Apply Document Themes
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Add a Watermark

{ Page Page
Color = Borders
Page Background

Change Page Background Color
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' Use the Page Borders Dialog
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' Lesson: Customizing Options
and Views for Documents

In this lesson, we'll introduce the following topics:
* Change Document Views

* Joom

* Add a Tool to the Quick Access Toolbar

*  Split View Window

* Add Document Properties

* Show or Hide Formatting Symbols
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Change Document View
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"Add a Tool to the Quick Access
Toolbar

Customize Quick Access Toolbar

H o

' Split View Window

i1

© Corporate Training Material www.corporatetrainingmaterials.com



http://www.corporatetrainingmaterials.com/

Add Document Properties

Show or Hide Formatting
Symbols
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Lesson: Printing and Saving
Documents

In this lesson, we'll introduce the following topics:

Print
Save in Another File Format

Inspect a Document for Hidden Properties and
Personal Information

Inspect a Document for Accessibility Issues
Inspect a Document for Compatibility Issues

Print

Mow to Use This Template = i%’
am
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' Save in Another File Format
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' Inspect a Document for Hidden
Properties and Personal Information
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' Inspect a Document for
Accessibility Issues

' Inspect a Document for
Compatibility Issues
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Module Two: Review Questions

1. PDF files are view only in Word.
a)True

b)False

2. The Text from File option is on what tab of
the Ribbon?

a)File
b)Home

c)Insert
d)View

&

Module Two: Review Questions

1. POF files areview onlyin Word.
a) True
b) False

Word converts the format of PDF files you open in'Word sothat youcan
edit them. The Word version may look slightly different, depending on
the number of graphics and advanced formatting used inthe origina
PDF.

2. The Text from File option is on what tab of the Ribbon?
a) File
b) Home
¢} Insert
d) View
The Text from File command is under Object on the Insert tab of the

Ribhon.
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Quick Reference

Sheets

Below is an example of our
Quick Reference Sheets. They
are used to provide the
participants with a quick way to
reference the material after the
course has been completed.
They can be customized by the
trainer to provide the material
deemed the most important.
They are a way the participants
can look back and reference the
material at a later date.

They are also very useful as a
take-away from the workshop
when branded. When a
participant leaves with a Quick
Reference Sheet it provides a
great way to promote future
business.
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Word 2016 Essentials

Formatting a Document

Select the Layout tab from the Ribbonto
change page margins, orientation, size, or add
columns, page breaks or section breaks.

Select the Design tab from the Ribbonto
change the document theme, style sets, page
color, or to add a watermark or page border.

Adding a Tool to Quick Access

1. Selectthesmall arrow at the top right of
the window.

2. Selectatool from the drop down list to add
it.

Adjusting Views

Select the View tab from the Ribbon to switch

to read, print layout, web layout, outline or
draft view, or to zoom or split the window.

Using Backstage View

Select the File tab from the Ribbonto open
the Backstage View for printing, saving, and
inspecting documents.

Insertinga Special Character

1. Selectthe Insert tabfrom the Ribbon.

2. SelectSymbaol.

3. Selectone of the common or recently used
symbols. Or select more Symbols to open
the Symbols dialog box.

4. Browsethe characters and highlight the
ONe YoU Want to use.

5. Select Insert.

H T

© Corporate Training Materials, 2022

Applying a Built-In Style

1

Bow

Place your cursor in the paragraphyou want
to format.

Select the Home tab from the Ribbon.

Hower over the style galleryto see a preview.
Select the More arrow at the bottom right to
see additional styles.

Select the style to apply it.

Defining a Custom Bullet

1

A

Place your cursor in the paragraph you want
to format.
Select the Home tab from the Ribbon.
Select the arrow next to the Bullet toaol.
Select Define Mew Bullet.
Choose one of the following:
* Select Symbol and choose a symbol
from the Symbol dialog box.
* Select Picture and choose the image
file.

Defining a Custom Numbering
Format

1

oo pa

Place your cursor in the paragraph you want
to format.

Select the Home tab from the Ribbon.

Select the arrow next to the Numbering tool.
Select Define New Number Format.

Select the Number Style and Font.

Add text in the Mumber Format field to add
text that will show along with the automatic
numbers for paragraphs that use this format.
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Context-Sensitive Tabs

Whenworking withtables, drawings, pictures, or SmartArt, make sure to select the item so that Word
will display the applicable format, layout, or designtabs for working with that object.

Inserting Screenshots

1. Selectthe Insert tabon the Ribbon.
2. Selectthe Screenshottool.
3. Choose one of the following:

¢+ To useafull-size screenshot, select anitem from the gallery, which shows other windows you
currently have open.

+ Touseascreenclipping, make sure that the window you want toclip is the last one you had
open [besides Word). Select Screen Clipping. Then drag the mouse to capture the area of the
screenyou want toinsertinto your document. The screenis slightly opague, except for the
area you are capturing.

Insert a Hyperlink

1. Selectthe text you wantto formatas a hyperlink.
2. Selectthe Insert tab on the Ribbon.

3. SelectLink.

4. Indicate where you want the link to go.

5. Select OK.

Using Citations

Create a source first:

1. Selectthe References tab from the Ribbon.

2. Selectthe arrow next to Insert Citation.

3. Select Add Mew Source.

4. Select the Type of Source from the drop down list. Word asks for different information, based on the
type of source you choose to match what is usually required for a biblicgraphy.

5. Fillinthe source information.

Once your source has been entered, it can be cited anywhere in the document:

1. Placeyour cursor where you want the Citation.

2. 5Selectthe References tab from the Ribbon.

3. Selectthe small arrow next to Insert Citation.

4. Thesource you previously entered should be shown. Selectit to enter the citation.
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Certificate of

Completion

Every course comes with a
Certificate of Completion where
the participants can be
recognized for completing the
course. It provides a record of
their attendance and to be
recognized for their
participation in the workshop.
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CERIIFICATE OF COMPLETION
[Name]

Has mastered the course
Word 2016 Essentials

Awarded this day of

Presenter Name and Title
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