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Office Tutorial Sites

O https://www.youtube.com/watch?v=2bQSJPOQhafq
1 https://www.youtube.com/watch?v=S-nHY zK-BVq

O http://www.customqguide.com/microsoft-office-
training/office-365-training

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

6/23/2018


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

" JA
Clicking

m Single Click Positions Insertion Point

m Double Click Selects Word\
the time to ¢

m Triple Click Selects Paragraph
Up to “Enter” Now-is-the-time-to-quit.-Now
time-to-quit.-Now-is-the:

|
This-is-a-new-paragraphf] \

time-to-q
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File Tab

m Click Here
First!

m This shows a
list of the most§
recently
accessed
documents
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Pin files you want to easily find later,
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Home Tab — Basic Formatting
Functions

- m Font (cetTer sh A PE) Leli€: Size

m Bold Italic Underline Highlight Color
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Live Preview

m Click on The Font Selection

Slide the cursor up and down
and watch the selected Text Calibri (BodyT>~ [11__s~
m Click on The Font Siz/

Selection

Slide the cursor up and down
and watch the selected Text
change
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Right Click Menu

m This menu contains Calibr (Body) -[20 -
B I U¥-4A-:
frequently used
commands

m At the top are .
frequently used
formatting tools

A N A_,Jv

.—
v i— = Styles

i =

L

Paragraph...

© 4 =

Smart Lookup
Synonyms »
Transzlate

Link b

O ® %

Mew Comment
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Lets Create a Document

m 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.

6/23/2018 8



" J
Quick Setting Bar

= [

m This contains freguently used
commands.

It Is always visible

Handy Icons Include:

« AutoSave
e Save

« Undo
 Redo

* Quick Print
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Quick Setting Bar

= v ls

C1You may a
i . Home hsErt Design Layo Customize Quick Access Toolbar

Customlze thls .n-.D v Automatically Save

Calibri (Body) + |11 |

Mew
Paste .
bar - ¥ Format Painter B I U -ake x Open
Clipboard Ia Y Save
Ernail
Cuick Print

v  Print Preview and Print

Spelling & Grammar

Read Aloud
+  Undo
+ Redo
Craw Table

Touch/Mouse Mode

More Commands...

Show Below the Ribbon
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View Formatting Marks

. On the Home Barr, in the Paragraph section

IVIdirny= MEY TEWY VIEwW M

Ma Paragraph M
m Allows you to see “hidden” formatting symbols
Space Tab Enter
time- - to-quit.-q]
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Insert Tab

m Commonly used items:

Word Art
Header/Footer
Clip Art/Pictures

lcons

Home = Inset Design  lajout  References  Malingd Review View Hep  doPDFO  FoxtReaderPDF  ° Tellmewhat youwantio 03

EOREEOY O Bla w WRERHEE D ODL EE4

Cover Blank Page Table Pictures Online Shapes lcons 30 SmartArt Chart Screenshot 1M}rﬁ«dd ing + Wiipedia  Onine ~ Link Bookmark Cross-  Comment Header Footer Page  Ted  Quick WordArt
Pictures - Models - Video - reference v v Number= Box~ Parts~

Page~ Page Break
Media Links Comments Header & Footer

Pages Tables lllustrations Add-ins
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Inserted Objects

A A A A A

= WORD ART

m Header Footer
m Clip Art/Pictures
m [cons
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Word Options - General

m Click the

" Options"
link on the
bottom of

the “File"
tab
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Word Options

! General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E.}- General options for working with Word.

User Interface options
When using multiple displays: (0
#* Optimize for best appearance
Optimize for compatibility (application restart required)
Show Mini Toolbar on selection [
Enable Live Preview
Update document content while dragging &

ScreenTip styler | Show feature descriptions in ScreenTips -

Personalize your copy of Microsoft Office

User name: Howard Yerne

Initials: HvV

[] Always use these values regardless of sign in to Office.
Office Background: | Clouds -

Office Theme: White -

Office intelligent services

Intelligent services bring the power of the cloud to the Office apps to help save you time and produce better results,
To provide these services, Microsoft needs to be able to collect your search terms and document content.

Enable services
About intelligent services  Privacy statement

LinkedIn Features

Use LinkedIn features in Office to stay connected with your professional network and keep up to date in your

industry.
IT' Cancel
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Word Options - Proofing
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AutoCorrect options

Change how Word corrects and formats your text.

Change how Word corrects and formats text as you type:

AutoCorrect Options...

When correctimng spelling im Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses

Flag repeated words

Enforce accented uppercase in French

Suggest from main dicticnarny only

J00RRAE

ustorm Dictionaries... |

Fremnch modes: | Traditional and new spellings "l

Spanish modes: | Tuteo werby forms only "l

When correcting spelling and grammar in Word

Check spelling as you type
MMark grammmar errors as you type
Frequently confused words

Check grammar with spelling

KK KA

Show readability statistics

=

riting Style: |Grar‘r1r‘r'|ar&'.FlE‘Fir‘|er‘ner1t5 ""l | Settings...
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Word Options — Save
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Word Options

General
Display

Proofing

Save

Language

Ease of Access
Advanced

Custormnize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how documents are saved.

Save documents

AutoSave OneDrive and SharePoint Online files by default on Word &

Save files in this format: | Word Document (*.docx) -

Save AutoRecover information every | 10 - | minutes
Keep the last AutoRecovered version if | close without saving

AutoRecover file location: |C:‘\U sershhverne\AppData\Roaming\Microsoft\Word\,

| Browse...

[] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.
Save to Computer by default

Default local file location: |C:\Users\hverne\Dncuments\

Default personal templates location: |

| Browsze...

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office Document

Cache.

Learn more

Server drafts location: |C:\Users\hverne\Dncuments\SharePoint Drafts\

Preserve fidelity when sharing this document: | @ Documentd -

[ Embed fonts in the file &
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Word Options — Customize Ribbon
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|E'~E| Customize the Ribbon and keyboard shortcuts.

Choose commands from: Gl

Popular Commands

=

++|
[

L )
I

b EERT bl

>> O

b
A

AT RAEEY

Accept Revision

Add Table L
Align Left

Bullets L
Center

Change List Lewvel g
Copy

Cut

Define Mew Mumber Format...
Delete

Drraw Table

Drraw Vertical Text Box

Email

Find

Fit to Window Width

Font I-
Font Color L
Font Settings

Font Size I~
Footnote

Format Painter

Grow Font

Insert Comment

Insert Page Section Breaks 4
Insert Picture

Insert Text Box

Line and Paragraph Spacing g

Customize the Ribbon: G2
Main Tabs -

Main Tabs
[1Blog Post

[]insert (Blog Post)
] Qutlining
[1Background Remowal
= Home

=1 Insert

=1 Design
La}fu:-ut

] References

] Mailings

[=] Review

[ wiew

] Developer

=] add-ins

1 Help

] doPDF 3

Foxit Reader PDF

HEBEBHER

H EHH

Mew Tab Mew Group Rename...

Customizations: Feset = i



