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Microsoft Word:

Is a word processing application that allows you to create a variety of documents,
including letters, resumes, and more. In this lesson, you'll learn how to navigate
the Word interface and become familiar with some of its most important features,
such as the Ribbon, Quick Access Toolbar, and Backstage view.

The Word interface:

When you open Word for the first time, the Start Screen will appear. From here,
you'll be able to create a new document, choose a template, and access your
recently edited documents. From the Start Screen, locate and select Blank
document to access the Word interface.

Search for anline templates 0
Suggested searches: Business Personal Industry Print
Design Sets Education Event
L < —> :
Account
Blank document Waelcome to Ward
Options
Aa Title =

Figure 1 : create new blank
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Figure 2 : start interface background

The Ribbon :

Word uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains
multiple tabs, which you can find near the top of the
Word window.

H ©- 0 ¥ Document] - Waord

Insert Design Layout References Mailings Review View
o Calibri (Body) MR R = =
M B I U-sxx x f Bz=== 1= AaBbCcDe | AaBbCcDc
F‘avste ¢ Q.. A-Aa- A A Q RN | TMormal | Mo Spacing
Clipboard ra Font P Paragraph Fa Styles

Figure 3 : start ribbon tabs
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Each tab contains several groups of related commands. For example, the Font

group on the Home tab contains commands for formatting text in your document.

H ©- 0 = Document1 - Word
Insert Design Layout References Mailings Review View
= Calibri (Body) 11 v =iz e lioe €232
N BI U -wmxx|ie === AaBbCcDe | AaBbCcDc
F'avste v Q.. A-Aa- A A Q T TN T Mormal | Mo Spacing
Clipboard ra Font ] Paragraph ] Styles

Figure 4 : start ribbon group

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

oo Calibri (Body) 1 = is e tise EE IS
A B I U-sex x 2 BE===1=. AaBbCcDt  AaBbCcDe

Past '

avs e ¢ A - . A - Aa~ AN Q oy %l q TMormal | Mo Spacing
Clipboard ra Font Fa Paragraph Ia Styles
L 1"""'5"""'1'"l%ont{[trhl]l
. e Customize your text using advanced

- |~ —ao font and character options to give it

the exact look you want.

You can add a variety of styles and

s | COlors to your text, as well as visual
= effects, like strikethrough,

superscript, and all caps.

Figure 5 : start ribbon arrow
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Showing and hidine the Ribhon -

If you find that the Ribbon takes up too much screen space, you can hide it. To do
this, click the Ribbon Display Options arrow in the upper-

right corner of the Ribbon, then select the desired option from the

drop-down menu:

------ Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.

AaBbCcl

No Spacir F Show Tabs
Show Ribbon tabs only. Click a

Styles tab to show the commands.

- 5 E Show Tabs and Commands
==— | Show Ribbon tabs and

commands all the time,

Figure 6 : start ribbon minimize

1. Auto-hide Ribbon: Auto-hide displays your document in full- screen mode
and completely hides the Ribbon from view. To show the Ribbon, click the
Expand Ribbon command at the top of screen.

2. Show Tabs: This option hides all command groups when they're not in
use, but tabs will remain visible. To show the Ribbon, simply click a tab.

3. Show Tabs and Commands: This option maximizes the Ribbon. All of the
tabs and commands will be visible. This option is selected by default when
you open Word for the first time.
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The Ouick Acceccs Toonlhar -

Located just above the Ribbon, the Quick Access Toolbar lets you access
common commands no matter which tab is selected. By default, it shows the
Save, Undo, and Redo commands, but you can add other commands depending
on your needs.

To add commands to the Quick Access Toolbar:

1. Click the drop-down arrow to the right of the Quick Access Toolbar.
H - :

3

File Home Insert Design

ﬂ Y
D Calibri (Body) - 11 ~| A

Past z
g w B I U -akex X

-

Clipboard ra Font
Figure 7 : start quick access

2. Select the command you want to add from the menu.
3. The command will be added to the Quick Access Toolbar.

The Ruler

The Ruler is located at the top and to the left of your document. It makes it easier
to adjust your document with precision.
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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,

once you have a Microsoft account, you'll be able to sign in to Office. Just click
Sign in in the upper-right corner of the Word window.

~
W Tell me..

\aBbCeDe AaBbCeDc AaBbC P
TMormal | TMeo Spac.. Heading 1 Editing
Styles P ~

Figure 8 : onedrive signin

Renefitc of 11csineg OneDrive

Once you’re signed in to your Microsoft account, there are a few of the things you’ll
be able to do with OneDrive:

1. Access your files anywhere: When you save your files to OneDrive, you’ll
be able to access them from any computer, tablet, or smartphone that has an
Internet connection. You'll also be able to create new documents from

OneDrive.
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2. Back up your files: Saving files to OneDrive gives them an extra layer of
protection. Even if something happens to your computer, OneDrive will
keep your files safe and accessible.

3. Share files: It’s easy to share your OneDrive files with friends and
coworkers. You can choose whether they can edit or simply read files. This
option is great for collaboration because multiple people can edit a
document at the same time (also known as co- authoring).

When you’re signed in to your Microsoft account, OneDrive will appear

as an option whenever you save or open a file. You still have the option of saving
files to your computer. However, saving files to your OneDrive allows you to access
them from any other computer, and it also allows you to share files with friends and
coworkers.

For example, when you click Save As, you can select either OneDrive or This PC
as the save location.

- .
T mrmvoarm arm Aaviecrimee AAaciireass e

Navigate to Backstage view, then click Open, then Select This PC, then
click Browse. You can also choose OneDrive to open files stored on your
OneDrive, The Open dialog box will appear. Locate and select your
document, then click Open.
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T mrmmemte = rarmirrd Alomer v e e

Word files are called documents. Whenever you start a new project in Word, you'll
need to create a new document, which can either be blank or from a template.

T et e = mmaar Ilamls Ao emr e e

When beginning a new project in Word, you'll often want to start with a new blank
document.

Select the File tab to access Backstage view, then Select New, then click Blank
document.

A= e by =y Py e = e A e =y e D d B e ey fhm ey =y [ =S o

Select the File tab to access Backstage view, then select
templates will appear below the Blank document option.
use the search bar to find something more

CearvarmadiblilidF s RAAAA

Sometimes you may need to work with documents that were created in earlier versions
of Microsoft Word, like Word 2010 or Word 2007.
When you open these types of documents, they will appear in Compatibility Mode.

Compatibility Mode disables certain features, so you'll only be able to access
commands found in the program that was used to create the document. For
example, if you open a document created in Word 2007 you can only use tabs and
commands found in Word 2007.
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In the image below, you can see how Compatibility Mode can affect which
commands are available. Because the document on the left is in Compatibility
Mode, it only shows commands that were available in Word 2007.

newslette! [Compatibility Mode]  Word newsletter - Word
Layout References Mailings Review View Format Layout References Mailings Review Format
£ Shape Fill » ] l o ['j £ ShapeFill = Ay A ||£} Text Directior
. . ~ | [# Shape Outline ~ DW= ~| £ Shape Outline~ = * A [5] Align Text »
= f) Shadow 3-D = Quick R ;
| [ Change Shape ™ | Effects + Oy Effects ~ 7| &@ Shape Effects ~ Styles » | @ Create Link
Shape Styles ] Shadow Effects 3-D Shape Styles 5 WordArt Styles Text

Figure 9 : Compatibility Mode

To exit Compatibility Mode, you'll need to convert the document to the current
version type. However, if you're collaborating with others who only have access to
an earlier version of Word, it's best to leave the document in Compatibility Mode
so the format will not change.

Tn convert 3 dociiment:

If you want access to the newer features, you can convert the document to the
current file format.

Click the File tab to access Backstage view, then locate and select the Convert
command.

Ae bewe Oy
Page 10 of 26 W%‘ 7"‘%4{} /H;—(;)
=z o ® c/’(. (4 ‘LE
—_——

Mohammed Q. Al azzawi



newsletter [Compatibility Mode] - Word

Info

newsletter

C: » Users » Downloads

Compatibility Mode
Some new features are disabled to prevent problems when working with previous
versions of Office. Converting this file will enable these features, but may result in

layout changes.

Protect Document

Control what types of changes people can make to this document.

Protect
Document ~

Figure 10 : convert commend

A dialog box will appear. Click OK to confirm the file upgrade.

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 Mare... Cancel

Figure 11 : convert dialog

Formatted text :

can draw the reader's attention to specific parts of a document and emphasize
important information. In Word, you have several options
for adjusting text, including font, size, and color. You can also adjust the

alignment of the text to change how it is displayed on the page.
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To chanse the font <ize:

1. Select the text you want to modify.

2. On the Home tab, click the Font Size drop-down arrow. Select a
font size from the menu. If the font size you need is not available in the menu,
you can click the Font Size box and type the desired size, then press Enter.

Home Insert Design Layout References Mailings Rewview
=l - - -— 1 — . — —_— ——
& 3 | [ Calibri (Body) -@ P A A Aa- | e =-i=-viEe (== 4
Ef
2
Paste & B I U -aw© FA-W-A - EE== 1=
Clipboard = 10 = Paragraph
L 10011 T TR BT - TR
12 g
o~ 14
16

_ 18
) 24
- 26
: For Rent
- 36

» N 1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

51,550 per month

Spanish-style condo in great location
Won’t last! Available June 1

Figure 1 : formatting size menu

3. The font size will change in the document.
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® You can also use the Grow Font and Shrink Font commands to change

the font size.

Home Insert Design Layout R
& - -
0 gﬁ, Calibri (Body) - [32 4] A" " [Aa~ %
e

Paste o B I U -abex, x A-¥-A-

-

Clipboard ra Faont P

Figure 2 : formatting size grow shrink

To chansce the font:

By default, the font of each new document is set to Calibri. However, Word
provides many other fonts you can use to customize text.

1. Select the text you want to modify.
2. On the Home tab, click the drop-down arrow next to the Font box. A menu
of font styles will appear.

3. Select the font style you want to use.
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Home Insert Design Layowut Referen

-y o

D E_H} Tw Cen MT Cc T2 - A A Aa- A, =

Paste EE: O sSitka Small -
- O Sitka Subheading

Clipboard =
= . O sitka Text
= —

O Smap IFE

O STENCIL

O Syifaen

O 3ymbal APXHEBRSI M Ig
O Tahoma

O Tempuos Sans ITC

O Times New Roman

O Trebuchet w5

O Tw Can MT

O Tw Cen MT Condensed

) Tw Cen MT Condensed Extra Bold
O verdana

—

Figure 3 : formatting font menu

4. The font will change in the document.

To chanee the font color:

1. Select the text you want to modify.
2. On the Home tab, click the Font Color drop-down arrow. The Font Color

menu appears.

A biws (Ao
Page 14 of 26 ya/%c Z Ké{} /—é
Mohammed Q. A lazzawi—



Home Insert Design Layout References Mailings Rewiew v

“ - - -— _— —_— —_—
D“}E’ TwCenMTCe~|72 - A A |Aa~- #p = -i=-%—. e=3= 2| ¢
B
Paste ¢ B I U -aex. x A-F-A- =S=== [=- &--
Clipboard = Fant B Automatic .
L | g ++ 1« + 1+« .« .« Theme Colors [ B
HE EENR |

—

Standard Colors
EEEEN

: wd More Colors,
- 0 r [ Gradient 4
: Wil

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Figure 4 : formatting color menu

3. Select the font color you want to use. The font color will change in the
document.

To use the Bold. Italic., and Underline commands:

The Bold, Italic, and Underline commands can be used to help draw attention to
important words or phrases.

1. Select the text you want to modify.
2. On the Home tab, click the Bold (B), Italic (I), or Underline (U)
command in the Font group. In our example, we'll click Bold.

3. The selected text will be modified in the document.

A biws (Ao
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To change text case:

When you need to quickly change text case, you can use the Change Case command
instead of deleting and retyping text.

1. Select the text you want to modify.
2. On the Home tab, click the Change Case command in the Font group.

3. A drop-down menu will appear. Select the desired case option from the

Horme Insert Design Layout References M

i— i—
* i— w @-

T —

menu.

-

s -
B db TwCenMTCe-|72 ~| A A Aa- A
B

Paste ¢ B I U -amx xR Sentence case,

-

lowercase

Clipboard & Fant L
L 1'--|---§---|...1.. UPPERCASE

Capitalize Each Word

tOGGLE cASE

Figure 5 : formatting case menu

4. The text case will be changed in the document.

To hiechlieht text:

Highlighting can be a useful tool for marking important text in your document.

1. Select the text you want to highlight.

2. From the Home tab, click the Text Highlight Color drop-down arrow.
The Highlight Color menu appears.

A biws (Ao s
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Home Insert Design Layout References

ol L. o
D & Calibri (Body) ~|14 - A A Aa~ & == ~+:iz -7
B

Paste o B I U -abex,x* A-T-A-

-

Clipboard ra Font
L 1.5.1&

Mo Colar

Figure 6 : formatting highlight menu

3. Select the desired highlight color. The selected text will then be
highlighted in the document.

e To remove highlighting, select the highlighted text, then click the Text
Highlight Color drop-down arrow. Select No Color from the drop-down

menu.

To chanse text alienment:

By default, Word aligns text to the left margin in new documents. However, there
may be times when you want to adjust text alignment to the center or right.

1. Select the text you want to modify.

2. On the Home tab, select one of the four alignment options from the
Paragraph group. In our example, we've selected Center Alignment.

A.ch.u.o
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Home Insert Design Layout References Mailings Review V

— e - o — q— q— —_—

Dg‘o - A A Aa- A SLoi=io. EE LT
Paste o B I U -aex,x A-F-A- ggbgé =- &
Clipboard ra Font Ta Paragraph a

Figure 7 : formatting alignment command

3. The text will be realigned in the document.

To find tevt:

In our example, we've written an academic paper and will use the Find command
to locate all instances of a particular word.

1. From the Home tab, click the Find command. You can also press
Ctrl+F on your keyboard.

2. The navigation pane will appear on the left side of the screen.

3. Type the text you want to find in the field at the top of the navigation
pane. In our example, we'll type the word we're looking for.

4. If the text is found in the document, it will be highlighted in yellow and a
preview of the results will appear in the navigation pane. You can also click
one of the results below the arrows to jump to it.

5. When you're finished, click X to close the navigation pane. The
highlight will disappear.

To renlace tevt:

You may discover that you've made a mistake repeatedly throughout your
document, like misspelling someone's name, or that you need to
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exchange a particular word or phrase for another. You can use Word's Find and
Replace feature to quickly make revisions.

1. From the Home tab, click the Replace command. You can also
press Ctrl+H on your keyboard.

2. The Find and Replace dialog box will appear.
3. Type the text you want to find in the Find what: field.

4. Type the text you want to replace it with in the Replace with: field,
then click Find Next.

5. Word will find the first instance of the text and highlight it in gray.

6. Review the text to make sure you want to replace it. In our example, the
text is part of the title of the paper and does not need to be replaced.
We'll click Find Next again to jump to the next instance.

7. If you want to replace it, you can click Replace to change individual
instances of text. You can also click Replace All to replace every
instance of the text throughout the document.

8. The text will be replaced.

9. When you're done, click Close or Cancel to close the dialog box.

T’\ ~vraaatts L\lllln*r\’J I:r-*-

1. Select the text you want to format as a list.

2. On the Home tab, click the drop-down arrow next to the Bullets
command. A menu of bullet styles will appear.
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References Mailings

P Paragraph Fa

Figure 8: lists_create bulleted command

3. Move the mouse over the various bullet styles. A live preview of the bullet
style will appear in the document. Select the bullet style you want to use.

4. The text will be formatted as a bulleted list.

T rreate 3 niimhbhered lict:

When you need to organize text into a numbered list, Word offers several
numbering options. You can format your list with numbers, letters, or Roman
numerals.

1. Select the text you want to format as a list.

2. On the Home tab, click the drop-down arrow next to the Numbering
command. A menu of numbering styles will appear.

3. Move the mouse over the various numbering styles. A live preview of
the numbering style will appear in the document. Select the

numbering style you want to use.
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References Mailings

A A Aa- B s -f=-tse 3= 80

i — AaBbCcDe {

A - 3. A- == Numbering Library 1
o 1. 1)
- o oo - Mone 2. 2)
3. 3

I A Mumber alignment: Left |

I, B. b '

1. C. c)

Define Mew Mumber Format...

Figure 9 : lists create numbered menu

4. The text will format as a numbered list.

To restart 3 numbered list:

If you want to restart the numbering of a list, Word has a Restart at 1 option. It can be
applied to numeric and alphabetical lists.

Right-click the list item you want to restart the numbering for, then select
Restart at 1 from the menu that appears, then the list numbering will restart.
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2. Contact vendors
3.
4.
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B
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Book Moment of Melody Children’s Choir
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I U - A -:= -5~ Styles

6. Approve locatiob'- sat 1IN

7. Arrange seuting :

8. Setup podjum

Paste Options:

T

= ls LA
Adjust List Indents...
Restart at 1
Continue Mumbering
Set Mumbering Value...
Eont...

Paragragh...

Srnart Lockup
Synonyms r
Transzlate
Hyperlink...

Mew Comment

Figure 10 : lists restart numbering menu
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Cu<tomizine hiillete:

Customizing the look of the bullets in your list can help you emphasize certain list
items and personalize the design of your list. Word allows you to format bullets in
a variety of ways. You can use symbols and different colors, or even upload a
picture as a bullet.

To 11ce a evmbaol ac a hiullet:

1. Select an existing list you want to format.

2. On the Home tab, click the drop-down arrow next to the Bullets
command. Select Define New Bullet from the drop-down menu.

References Mailings

»— h= =

e - A N . . . | #= 3= | A
A A |ha =ris - =3 2 T pasbene
A~ W . A - Recently Used Bullets

+*
& “*‘*

T
A Bullet Library
Agenda, None | | @ O [ | 0

+ Call to or /

*
** New men
Document Bullets

L]
** Treasurer

o

++ Newsand ¢

L] L

*%* Communi & Change List Level b
o+ New TTI Define New Bullet... N

4

Figure 11 : lists bullet symbol menu

3. The Define New Bullet dialog box will appear. Click the Symbol button.
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Define Mew Bullet 7 >

Bullet character

Symbal... Picture... Font...

Alignment:
Left -

Preview

Cancel

Figure 12 : lists bullet symbol define

4. The Symbol dialog box will appear.

5. Click the Font drop-down box and select a font. The Wingdings and
Symbol fonts are good choices because they have many useful symbols.

6. Select the desired symbol, then click OK.

Symbaol ? oy
Eont: 'Wingdings e
0O ® 6 e @ e ot o0 e e "
O 0 @ 0O 0O O 3D GRS a2 So| + | o
-[o|oE@e|O] = [O] A4 x| %=
F| || "D KN D220 D|T|S|D
Recently used symbols:
ElL|¥|Q®@™ %< 2| |X|e|u|la|fp
Cancel

Figure 13 : lists bullet symbol wingdings
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7. The symbol will appear in the Preview section of the Define New
Bullet dialog box. Click OK.

Define Mew Bullet ? X

Bullet character

...... Picture.., Font...
Alignment:
Left w
Preview
o
o
o

Figure 14 : lists bullet symbol ok

8. The symbol will appear in the list.

Page 25 of 26

A b iy e

% 2
el

kF— N
Mohammed Q. AL pzzawi——




Page 26 of 26

Lo ) AET— N
Mohammed Q. Alazzawi——

Ao bwe RIS
4



