MICROSOFT WORD PART 1

Word Interface & One Drive

The Ribbon/ Quick Access Toolbar
Backstage View

Opening and Creating Docs/PDFs
Printing

l Akron-Summit County
||I Public Library

130-643-9145 Electronic Services Division
&0 South High Street, Akron, OH 44326

Opening Word

Click on the E and select Word from the pinned Start menu
-OR-

If there is not under the list: Click on the E from the alphabetical list, select Word.

When Word is started, the Word Start Screen appears as follows.

WO rd Search for online templates ol

Suggested searches:  Business Cards  Flyers Letters Fducation Resumes and Cover Letters  Holiday

Recent

Today

WE MS Word 1 Final 2022.docx
OneDrive - Akron-Summit County Public Library

W§ MS Werd 2016 Part 1 2022.docx
OneDrive - Akron-Summit County Public Library

Yesterday

wa Employee Contact Information Update 2021.docx

Desktop
Blank document

W§ FREE-TRAINING-REQUEST--RECORD-OF-COMPLETION-FORM .docx
Desktop.

Wa communico.docx

We don't have any featured templates right now.
Desktop

You can use the search box to find a specific template,

wg Communico Templates.docx
Desktop

From here, if you click on Blank document you'll be able to create a new document. Notice
that you can access your recently edited documents from the left hand side of the screen. The
list will change and updated as you opened and used different documents. You can also search
sample documents in templates and use to fit your needs instead of creating from scratch such
as a “resume”. (We will explore to do this more in later classes.)

OneDrive: OneDrive is Microsoft’s online storage space that you can use to save, edit, and
share your documents and other files. You can access OneDrive from your computer,
smartphone, or any of the devices you use. To get started with OneDrive, all you need to do is
set up a free Microsoft account, if you don’t already have one. Notice, that your name appears
on the upper right corner of the Word window if you are already signed in to your OneDrive
account. Benefits of OneDrive: Access your files anywhere; Back up your files; and Share files
also known as Co-authoring.
&= - >

Sann, Mie Mie F?,_ Share
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Once you start logging into your @ Microsoft OneDrive
msn account for the first time, you
will go through on-screen options .
to sync your files on the computer All your files, ready and on-demand

to your OneDrive account. You With Files On Demand, you can browse everything in your OneDrive without taking
have options to keep your files up space on your device.

Online-Only, On this device, or
Always available.

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.

they download as you use so you can edit it while
them. you're offline,

The Ribbon: Word uses a tabbed Ribbon system. The Ribbon contains multiple tabs such as
Home, Insert, etc. which you can find near the top of the Word window.

= 0 @ € -

Insert Design Layout References Mailings

Cut

D Calibri (Body) = |11 ~| A A Aa- & = . EE . *ai—__, =3=8 | q
Copy
Paste B I U - abex, ¥ - a3k - === 1=,
= ~ Farmat Painter = B Al A = = = | 4=
Clipboard P Font [P Paragraph a

Each tab contains several groups of commands. Group names are in the middle of bottom of
the Ribbon. For example, the Font group on the Hope tab contains commands for formatting
text in your document.

Document] - Word

Layout Referznces Mailings Review View
s Calibri (Body) - P is. | EaE
N T o £—= 1= AaBbCcDe AaBbCcDc
F‘avste | p- . A-A- K A Vo : R TMormal | Mo Spacing
Clipboard ra Font [P Paragraph a Styles

Title Bar - located at the top of the window and states the file name and the program you
currently have open.
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Some groups also have a small arrow in the bottom-right corner that you can click for even
more options.

Document! - Word

References Mailings Review View

. Calibri (Body) |11 <= iz v | ES RS

M B I U-mex.x f¢ BE===1=. AaBbCcDt  AaBbCcDe
Paste v QW A-Aa- A A al | a TMormal | Mo Spacing
Clipboard ra Font Fa Paragraph Ia Styles
L 1"""'5"""'1"'l%ont([trhl]l

Customize your text using advanced
| —-a font and character options to give it
the exact look you want.

fH "

You can add a variety of styles and
e | colors to your text, as well as visual
=1 effects, like strikethrough,

superscript, and all caps.

You can show or hide your Ribbon by clicking on the Ribbon Display
Option on the upper right corner of your screen.

r Auto-hide Ribbon

. ) Hide the Ribbon. Click at the top
Tell me what you want to do feature works like a regular search . A of the application to show it.
bar. Word/will display your search term with different options for you

— Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.

— | Show Tabs and Commands

==—| Show Ribbon tabs and
commands all the time.

] Adjust Margins » Last Custom Setting
— ! Top: 1" Bottorn: 1"
= Justify Left: 1" Right: 1"
[#] Add Page Numbers »
B Show Markup r Normal
Top 1" Bottom: 1"
Left: 1" Right: 1"
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H -6 = 0 -

File Home Insert Wbyl Customize Quick Access Toolbar q
Quick Access Toolbar: = . _ v New
Located just above the Ribbon, the Quick [ &2 cop prel + Open
Access Toolbar lets you access popular Pate o rormatpainter B T Y1, Save
commands no matter which tab is selected. You Clipboard & Email
can add more by clicking and checking on L Quick Print
commands depending on your needs. By clicking : Print Preview and Print
on More Commands from the list, Word Option ] Spelling & Grammar
window will pop up where you can add commands . v Undo
from different tabs to show up in your Quick : v Redo
Access Toolbar. i Draw Table

Touch/Mouse Mode

More Commands...

Show Below the Ribbon

It's always good to see a ruler on the top

of your page. If missing on your page, Design Layout References Mailings Review View
simply click on View Tab and checkthe .  [] Ruler Q I:E} (=] One Page L—'ﬂ
Ruler box in the menu. -
uler bo the menu Gridlines B [E Multiple Pages -
foom 100% Mew A
Mavigation Pane AEl Page Width Window

Practice:

1. Close your Word screen by clicking on the X on top right. Do not save the document if
given option. Re-open a blank Word document by using one of the methods we learned
on page 1.

Open Insert Tab and in which group one would find “Hyperlink” command.

Hide and unhide Ribbons on your document.

Add “New” and “Quick Print” commands to your Quick Access Toolbar.

How do you make your ruler visible if it is not visible now?

arown
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Backstage View allows you to save, open afile, print, and share your
document. Click the File tab on the Ribbon to see Backstage view. Click
on the different options on the left-hand sidebar to perform different

commands. To leave the backstage view and go back to your document,
click on the arrow in the left corner at the top of the pane to return to your word document.

MS Word 1 Final 2022.docx - Word ? - x
Sann, Mie Mie
MS Word 1 Final 2022
C: = Users » msann » OneDrive - Akron-Summit County Public Library
Protect Document Properties -
Control what types of changes people can make to this document. Size 181KB
Protect
Document Pages 4
Words bl
Total Editing Time 210 Minutes
Title Add a title
PN Inspect Document i
\3 o . Tags Add atag
- Before publishing this file, be aware that it contains: )
Check for 5 . . Comments Add comments
Document properties, document server properties, content type information,
Issues - author's name and cropped out image data
Custom XML data Related Dates

Content that people with disabilities are unable to read Last Modified

Created
Account
Last Printed

’_!j Manage Document
Q

Options Check in, check out, and recover unsaved changes.

Manage Related People

B L
Document ~ Q=) Today, 3:03 PM (autosave)

- Author . -
M= Yesterday, 3:23 PM (when | closed without saving) Sann, Mie Mie

Add an author

Last Modified By o
Sann, Mie Mie

Related Documents

& Open File Location

Show All Properties

Info: The information pane will appear whenever you access Backstage view. It contains
information on the current document. You can also inspect the document to remove personal
info and protect it to keep others from making further changes.

New: From here, you can create a new blank document, or you can choose from a large
selection of templates.

Open: From here, you can open documents saved to your computer or to your OneDrive.

Save and Save As: You'll use Save and Save As to save documents to your computer or to
OneDrive.

Print: From the Print pane, you can change the print settings and print your document. You can
also see a preview of your document.

Share: From here, you can invite people to view and collaborate on your document.

Export: From here, you can export your document in another file format, such as PDF/XPS.
Close: Click here to close the current document.

Account: From the Account pane, you can access your Microsoft account information, modify
your theme and background, and sign out of your account.

Options: Here, you can change various Word options. For example, you can control the
spelling and grammar check settings, AutoRecover settings, and language preferences.
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Opening Existing Documents:

You can navigate in your File Explorer E window to open any saved Word document.

Practice:

e Click on the File Explorer icon on your task bar

¢ Navigate to the Documents Folder on the left pane

e Double-click on the Word folder

o Double-click on the Word Part 1 Example.doc
You can find other documents you created in your File Explorer under the Document Folder,
which is the folder window system normally saves unless you specify to save in different
locations such as on your thumb drive.

Selecting word(s) with mouse.

¢ Notice where you mouse pointer is blinking on the document.

¢ Double-clicking on any word would select that single word.
Dragging your left mouse button would also select word(s) until to the place you
stop dragging.

e Triple-clicking of your mouse would select the entire paragraph where your mouse
pointer is.

¢ Pointing your mouse into the left side of the margin would change the pointer into a
white arrow. Clicking your mouse while in that white arrow pointer would select an
entire line of paragraph directly on the right of the white arrow. You can select
multiple lines by holding down your left mouse button and dragging it down.

Page3of 20 3036words [z | ON the left side of the status bar at the bottom of the screen, you
will see the page and word counts of your document.
.m When you click on this icon it will take you through any proofing errors you have made.

Switching Document Views: There are three ways to view a document. Simply click to select
the desired view:

Read Mode: this mode displays your
document in full screen mode.

Print Layout: this mode is selected by
default. It shows the document as it would

appear if it were printed. Webpage
Layout

Webpage Layout: this shows how your
document would look as a web page.

Next to these buttons is the zoom in and out which allows you to move in and out on the
document so that you can see a larger view. (This does not affect print size.)

Compatibility Mode: Notice that you see “Compatibility Mode” next to the name of the
document. This means the document was created in an earlier version of Microsoft Word (2007
or earlier) which disables certain features, so you are only able to access commands found in
the version that was used to create the document originally. To exit Compatibility mode, you will
need to convert the document to the current version type.
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Editing Existing Document:

e Point your mouse to the left inside the margin area of your first line on page 1 until you
see white arrow.

e Click your mouse once until the entire first line is selected.
Click on “B” from the Font Group under the Home Ribbon. The entire line will be now
bold-typed.

Save As Function: We just edited an existing document. If we want to preserve the original
version and save what we edited under a different name, we need to use — Save As.

e Click File>Save As

e Select Browse and navigate to a different or same location. For class, select Desktop.

o Click inside the box next to the File Name and enter a different name (For class, enter
your name). By doing so, you are saving a copy of the original document with your
editions.

You may also use Save As when you save a file the first time, you will need to choose
a file name and location as shown above.

Convert Document to latest Word Version:

1. Click File.

2. On the Info tab, select the Convert command.

3. A dialog box will appear.

a. If you do not want to see this message every time convert documents. Click the check
box next to Do not ask me again about converting documents.

4. Click OK.

5. The document will be converted to the newest file type.

Microsoft Word

Your document will be upgraded to the newest file format.
While you'll get to use all the new features in Word, this may cause minor layout changes. If you prefer not to upgrade, press cancel,
Converting allows you to use all the new features of Word. This document will be replaced by the converted version.

|:| Do not ask me again about converting documents

Tell Me More... OK % Cancel

Save Function: Now let’s save this new version under your name on desktop (same name and
same location you just did above). You can use Save function to save your changes. Click
File>Save. Windows will not give you options for a new name or a location when you use
Save. It just assumes you are saving your document with the changes under the same name
and at same location.
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Creating a New Document:
¢ While your current document is open on your screen, click on “New” command on your
Quick Access Toolbar.
e If no current document is open, follow instruction as shown on page 1. See below.

Opening Word

e Click on the E and select Word from the pinned Start menu
e -OR-

o If there is not under the list: Click on the E from the alphabetical list, select Word.
¢ When Word is started, the Word Start Screen appears.
e Click on Blank Document on the right.

Typing in New Document and Saving:

e You can start typing where the cursor is blinking (when opening a document for the first time, the
cursor is found on the left hand margin).
o Type - MS Word 1 (use shift button to capitalize words such as Shift+M)

Hit Enter to create a new line

Type — Today is a good day.

Hit Enter to create a new line

Type — | am learning a lot.

Click on Browse.

File>Save As or Save (Since this is a new document and we are saving it for the

first time, it does not matter which functions Save or Save As you use; Save As

dialogue box will open and you will have to select location and provide a name
for your new document.)

o Select Documents folder from left pane.

o Click inside the box next to File Name and type “Word 1”. (We are naming this
new document “Word 1” and saving it in your Documents folder on the
computer.)

o Click on “X” on top right corner to close the word document.

O O O O O O

Opening Saved Document:

e Click on the File Explorer icon on your Word
task bar.
e Navigate to the Documents Folder on the Recent
left pane.
. Today
e Double-click on your document name W] M Word 1 Finat 2022 docx
“Word 1 "_ C: » Users » msann = OneDrive - Akron-Summit County Public Library
e You can close by clicking on X on top w § OneDrivedocx : -
. C: = Users » msann = OneDrive - Akron-Summit County Public Library
right. OR : .
wa MS Word 2016 Part 1 2022.docx
C: » Users » msann » OneDrive - Akron-Summit County Public Library
. . Last Week
e Click on Word icon from your taskbar =
. . wa Word Part 1 Example.docx
¢ Notice you will see the last document you Desktop
opened under the Recent list on the left wg Word Part 1 Bxample.doc
pane §: = Training = Training Handouts » Patron = Word » 2016
° C“Ck on It to Open |t. wa MS Word 1 Final 2022.docx

OneDrive - Akron-Summit County Public Library » personal » msann_akronlibrary_or...

If you want to see this document on top at
all times, click on the pin icon on the right.

The girl getting candies stuck in her hair (2).docx
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Create a PDF from a Word
Document by using Export
Function:

Dacl - Word

Export

You can choose to export your
document in another format, such
as PDF/XPS.

Create a PDF/XPS Document
E|:i Create PDF/XPS Document
= Preserves layout, formatting, fonts, and images

Content can't be easily changed

PA‘ Change File Type Free viewers are available on the web

-

nEl=

A PDF (Portable Document File) is
created to be able to be opened on any
computer. This comes in handy when
you are not sure what program the

Create
PDF/XPS

recipient is using.
PDF files are created for opening and viewing rather than allowing the recipient to edit.

They are great for situations where you are sending a final version of a document. Let us create
a PDF using the Word Part 1 Example.

e Click on Create PDF/XPS Document button.

e A window will open allowing you to save the PDF wherever you choose.

e You can also title it something different if you would like.

e The click on the publish button in the lower righter corner of the box that is open.
e A copy of your PDF will open. Click in the upper right hand corner to close it.

To edit a PDF: If you do need to edit a PDF, Word 2016 will convert the file into a Word
document which will allow you to make changes. Sometimes the PDF will open a little differently
than what it looked like due to formatting. You may need to do format fixes.

e Locate the PDF document you wish to open.
o For class, click on File> Open > Browse > Documents > Word > Word Part 1
Example.pdf.
o Right click on Word Part 1 Example.pdf.
o Choose open with Word.
e The following dialogue box will appear. Click OK.

e =

‘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, especially if the original file contained lots of graphics.

|:| Don't show this message again

[ oK l l Cancel ‘ l Help ‘

e An editable version of the document will open. Once you are finished editing you will
need to decide if you are saving it in Word or as a PDF.

Printing: From the Print pane, you can change the print settings and print your document. You
can also see a preview of your document.
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To see what your document would look like Print
on a page before it prints, preview your ~
document by going to File on the Ribbon -
and then Print. A full page preview will — 156 comoranon
show up in the right-hand side of the o e .
screen. S
([5(=]
o
To Print: .
e Hitting the Print button will send the print job to the printer. e | TR
e Change the number of copies that you want to print by using the up and print
down arrows.
e If you are connected to more than one printer, use the down arrow next Printer
to the printer name to find the one that you want to print from 9y ESI300 onsaft-server
- Ready
Printer Properties
To Change Print Settings:
Iﬂ\ﬁsetti ngs e If you do not want to print all pages in the
— document, click the down arrow to choose specific
II;D Print All F'agF_t: . pages to print.
The whole thing e  To switch to double-sided printing, click the down
Pages: i arrow.
Print One Sided e To change the way, the printer will collate the
E Onlv orint cideof the, printed document, click the down arrow.
y print on one side of th... . . .
e  Change the orientation between portrait and
EE Collated - landscape.
123 123 123 e Change the paper size.
S No Staples . e  Change the margins. Page setup . ==
- e  To print more than one verans | paper | oot |
- page per sheet, hitthe down § & & & e
D Portrait Orientation v arrow and choose how you . =8 e =1
want the printed document - R
[] Letter - to appear. Or to launch the
6.5"x 11" settings dialog box, click o
@ Custorn Margins .| Page Setup at the bottom T
and you can change all the
items on one screen. e
D 1 Page Per Sheet -
Page Setup
appiyto: [Thissedion <]
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