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Office Tutorial Sites

 https://www.youtube.com/watch?v=2bQSJPQhafg

 https://www.youtube.com/watch?v=S-nHYzK-BVg

 http://www.customguide.com/microsoft-office-
training/office-365-training

 https://support.office.com/en-us/article/word-for-
windows-video-training-7bcd85e6-2c3d-4c3c-a2a5-
5ed8847eae73

https://www.youtube.com/watch?v=2bQSJPQhafg
https://www.youtube.com/watch?v=S-nHYzK-BVg
http://www.customguide.com/microsoft-office-training/office-365-training
https://support.office.com/en-us/article/word-for-windows-video-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae73


Clicking

◼ Single Click Positions Insertion Point

◼ Double Click Selects Word

◼ Triple Click Selects Paragraph

Up to “Enter” 
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File Tab

◼ Click Here 

First!

◼ This shows a 

list of the most 

recently 

accessed 

documents
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Home Tab – Basic Formatting 

Functions

.
◼ Font (letter shape)   Letter Size

◼ Bold Italic Underline Highlight Color



Live Preview

◼ Click on The Font Selection

 Slide the cursor up and down 

and watch the selected Text

◼ Click on The Font Size 

Selection

 Slide the cursor up and down 

and watch the selected Text 

change
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Right Click Menu 

◼ This menu contains 

frequently used 

commands

◼ At the top are 

frequently used 

formatting tools



Lets Create a Document

◼ Type “=rand()” (Without the quotation marks)

 You will then get several paragraphs of text generated 

automatically – see below

Video provides a powerful way to help you prove your point. When you 

click Online Video, you can paste in the embed code for the video you 

want to add. You can also type a keyword to search online for the video 

that best fits your document.

To make your document look professionally produced, Word provides 

header, footer, cover page, and text box designs that complement each 

other. For example, you can add a matching cover page, header, and 

sidebar. Click Insert and then choose the elements you want from the 

different galleries.
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Quick Setting Bar

◼ This contains frequently used  

commands. 

 It is always visible

Handy Icons Include:
• AutoSave

• Save

• Undo

• Redo

• Quick Print
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Quick Setting Bar

You may 

customize this 

bar
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View Formatting Marks

. On the Home Bar, in the Paragraph section

◼ Allows you to see “hidden” formatting symbols

 Space      Tab Enter
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Insert Tab

◼ Commonly used items:

Word Art

Header/Footer

Clip Art/Pictures

 Icons



Inserted Objects

◼ Header Footer

◼ Clip Art/Pictures

◼ Icons
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Word Options - General

◼ Click the 

" Options"
link on the 
bottom of 
the “File"
tab
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Word Options - Proofing

◼ .
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Word Options – Save

◼ .
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Word Options – Customize Ribbon

◼ .


