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Unit 1: Getting Started
Unit Objectives

In this unit, you will begin to navigate the Word interface and learn the available commands and
features. You will then begin to work with documents and change document settings and views.
Upon successful completion of this lesson, you will understand the following:

O Command and Features
O Work with Documents

O Document Settings
O

Document Views
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Unit 1: Getting Started

Lesson: Commands and Features

Lesson 1: Commands and Features

Lesson Objectives

In this lesson, you will be introduced to the Word interface and understand its functions. You will
also learn about ScreenTips, ribbons and the Quick Access Toolbar. Upon completion of this lesson,

you should be able to identify the following:

O 0Oo0Oo0oaogoao o

What is Microsoft Word?
Microsoft Word Interface
Backstage

ScreenTips

Quick Access Toolbar
Ribbon

Ribbon Tabs

Understand Ribbon Tabs
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Lesson: Commands and Features Unit 1: Getting Started

What is Microsoft Word?

Word processing is a method of using a computer to create, edit and print documents such as
letters, memos, newsletters, or reports. A word processing program such as Word enables you to
accomplish these tasks. The benefit of using a word processing program is that you can store the
documents you create on your computer, giving you the option to edit or enhance portions of the
entire document at any time.

Word is one of the most popular word processing programes. It incorporates basic word processing
functionality for preparing and editing documents and provides many features that enable you to
give documents a “professionally-published” appearance. Using Word enables you to focus on your
content instead of on formatting as you enter the content. Word includes several features to help
you create professional documents:

e Use styles or templates to maintain consistent formatting in documents

e Insert a variety of illustration types such as pictures, diagrams, or shapes into a document

e Use a variety of formatting effects to enhance text or shapes, including Quick Styles galleries

e Combine or merge information together for a mass mailing

e Use tools to assist in creating, modifying, or publishing documents for the Internet

To launch the Word program in Windows, use one of the following methods:

e Use the WINDOWS key on the keyboard or the Start Icon on the taskbar to open the Startup
screen

=  Select the Word tile

= Choose All apps > Word

Learn Task ©- Access the Learner Workbook to complete the Learn Task for this skill.

Microsoft Word Interface

When Word starts, it displays a Startup screen.

Good morning

Take & tour

- =

Blank document Welcome to Word Single spaced (blank) Blue grey resume

More templates —>

Recent  Pinned Shared with Me

You haven't opened any documents recently. Click Open to browse for a document.

More documents —>

Account

Feedback

Optians
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Unit 1: Getting Started

Lesson: Commands and Features

At this point, you can choose to create a new blank document, create a new document using an
existing design or template, or open a file from a specific location. For the purpose of viewing the
Word screen, we will create a new blank document.

File Tab Quick Access Toolbar

Calibri (Body)

Pute o B I U x X

Ribbon Tabs

Help O Comments £ sh:
OFind ~ =
AaBbCcDe | AaBbCcDe A - Repiace \D/ ’ﬁ
1 Normal | T No Sp S Dictat Editor | Reu
Normal | 7No Spac... H N son . | Ot o | Reuse
Styles & Editing Sensitivity dits Ri Fil A~
2 f 5 0
<4— Insertion Point
View Zoom Zoom
Status Bar Button Slider Level
So0dto go Bros B B B -——+——+ 10

Search Field Title Bar Min/Restore/Max/Close

The document window contains the following elements:

File Tab Select this tab to open the Backstage view to manage files.

Quick Access Gain quick access to frequently used commandes.

Toolbar

Ribbon Tabs Select a tab to access commands to complete a specific type of task.
Title Bar Indicates which file and program is currently displayed in the window.

Search Field

A Help option where you can enter keywords about a particular type of
task and view information fromm the Word Help system on how to
complete that task.

Minimize/Maximize/
Restore Down/Close

Affect how much of the application window displays on the screen.

Insertion Point

The flashing bar on the screen that indicates your current position in the
document. It is commonly referred to as the cursor.

Status Bar

Find information about the document currently displayed, such as which
page you are viewing, the total number of pages, or whether an error
condition exists.

View Buttons

Select to quickly change between the different document views available
in the application.

Zoom Slider

Select the buttonstozoom in or outin increments of 10% or drag the slider
button to a specific zoom percentage.

Zoom Level Select this button to display a window for various percentages to zoom in
or out of the document, including how to display multiple pages.
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Lesson: Commands and Features Unit 1: Getting Started

Not all parts of the screen always appear because you can customize the screen’s appearance. For
instance, you can choose to turn the ruler on, to assist in positioning text and graphics in your
document. You can set up defaults, such as the font or the margins to be used for each new
document, customize the commands that appear on the Quick Access Toolbar or even which
ribbon tabs are displayed.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Backstage

When you select the File tab from within an open document, Word displays the Backstage view
for you to select a command to manage your files. This view is available for all the Office programs,
setting a consistent look and location for users to use when they want to manage their files.

Use the Backstage view to create, open, save, print, and manage your files. The commands and
options available here are related to things you can do with the entire file itself. For example, you
can display information about the file, create a new file, open an existing file, assign a password,
save a file with a different name, or print or share the file with others.

Dacumentl - Word signin @ @& 7 — m] 5
E_ Protect Document Properties ~
Control what types of changes people can make to this document. Sire Rotecetget
Protect
Document - Pages 1
Words 0
Total Editing Time 0 Minutes
@ Inspect Document Title Add a title
Before publishing this file, be aware that it contains: Tags Add atag
‘:I';:::S"j’ ®  Asetting that automatically removes properties and persenal information when Coinmarts Add comments
the file is saved
Allow this information to be saved in vour file
Related Dates
Last Modified
rEﬁ Manage Document Created Today, 12:47 PM

] There are no unsaved changes. Last Printed
Manage

Document ~

Related People
Author Add an author

Last Modified By ot saved yet

Show All Properties
Account

Feedback

Options

You can access the appropriate commands on the various tabs of the Backstage view. These tabs
are as follows: Home, New, Open, Info, Save, Save As, Print, Share, Export, Close, Account, Feedback,
and Options. The Home tab is the Startup screen.

When you want to exit Backstage view and return to editing your document, select the Back
button in the top left corner.

Learn Task \'? Access the Learner Workbook to complete the Learn Task for this skill.
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Unit 1: Getting Started Lesson: Commands and Features

ScreenTips

Use ScreenTips to help identify buttons or elements on the tabs of the Ribbon and the screen. To
view a ScreenTip, position the mouse pointer on the item. A tip displays the name of the button
along with a description of its purpose. For some items, a keyboard shortcut may also display as an
alternative for activating this feature.

n Paragraph i

Customize your test using advanced
fiont and character options to give it
the exact loek you want.

You can add a variery of styles and
colers to r text, 85 well a5 visual
effact trikethrough,
superscript, and all caps.

| Customize Quick Access Teolbar

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Quick Access Toolbar

The Quick Access Toolbar (also known as QAT) is located at the left of the title bar above the Ribbon
and contains buttons for frequently used commands. By default, this toolbar contains the AutoSave
indicator and the Save, Undo, Repeat/Redo and Customize Quick Access Toolbar buttons.

Note: Depending on the configuration of the computing device or if other people use this device,
you may have different buttons on the Quick Access Toolbar, such as a button for touch screen or
the Print button.

Save Repeat/Redo

@ 92-0 -

Access Toolbar

If you use certain Word commands and features very frequently, you can make them more
accessible by adding them to the QAT, saving you the effort of having to switch to a different tab to
find it in the Ribbon. The combination of being in a convenient location and the ease of
customization makes the QAT an ideal location to place your most frequently used commands.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Ribbon

The Ribbon is a set of toolbars at the top of the window designed to help you quickly find the
commands that you need to complete a task. You can customize how the ribbon is displayed.

File Home Insert Draw Design Layout References Mailings Review View Help Header & Footer & Comments
— I A o LFfind ~ =
= 2L 1| aamboene msmbcene AaBbC; AsBbCeL - A QJ # L]

= v FH - 7 Nomm | I ing 1 ding?2 |z Dictate Editor Reuse
= 4~ EH Normal  TNoSpac. Headingl Heading2 [ Iy Select~ e

Clipboard & Font P Paragraph ] Styles ] Editing Voice Sensitivity Editor | Reuse Files

D ) Colibri(Body) ~ 11 ~ AT A7 Aa~ A

"“'e\y B I Uvax X A- 2« A
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Lesson: Commands and Features Unit 1: Getting Started

1. At the top-right corner, select the Ribbon Display Options icon

AutoSave @00 [F] D~ 1) = Document - Word P search A Demo Leamer (B -

File  Home Insert Draw Design  layout  References  Mailings  Review  View  Developer  Help T Comments 15 Share
= X — = _ & = —(lA LOFind ~

92 |[cabi@oay <[ A A Aav (A |2 == 21 | assocenc| asebcene AaBbCt Asbcet AQB - £ e QJ

L 4 -

Past: _— = = = 1 1 = Dictaty Editq

e g | BT U~ x X A- LA =S==(;=- & Normal | TNoSpac.. Heading1 Heading2  Tle 5| | pcp | Dictte itor
Clipboard Font (] Paragraph 5 Styles 5 Editing Voice | Sensitiity | Editor A

2. Choose an option for the ribbon:

= Show Tabs and Commands keeps all the tabs and commands on the ribbon visible all the
time

Eal

Auto-hide Ribbon

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

Show Tabs

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

Show Tabs and Commands
Show Ribbeon tabs and

commands all the time. u

= Show Tabs shows only the ribbon tabs, so you view more of your document, and you can
still quickly switch among the tabs

Eal

)

X

Auto-hide Ribbon

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

Show Tabs

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

— | Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

= Auto-hide Ribbon hides the ribbon for the best view of your document, and only shows
the ribbon when you select More EL or use the keyboard shortcut ALT key

=

X

Auto-hide Ribbon

Hide the Ribbon. Click at the top

of the application to show it.

Show Tabs

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

Ee Show Tabs and Commands
Show Ribbon tabs and
commands all the time,

Learn Task ¢

Access the Learner Workbook to complete the Learn Task for this skill.
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Unit 1: Getting Started Lesson: Commands and Features

Ribbon Tabs

The Ribbon includes Ribbon tabs that organizes command buttons into logical groups that relate
to a type of activity, such as inserting objects, designing a page, or reviewing a document. Each tab
contains Ribbon groups with similar commands. For example, the Home tab has a group called
Font that contains commmands for formatting text characters.

A command that appears in a different background color or has an outline is active. Many of these
de-activate when you select the button again or select another choice. For instance, the Bold
attribute can be applied to selected text by selecting that button. To turn off the bold attribute,
select the same button again.

Active Ribbon Tab
B v -
File Home Insert Draw Design Layout References
& Cut Montserrat ~ 95 ~ A A Aa~ ,ﬂ@
[ Copy
Paste F]
B I U~ - £« A
« < Format Painter = s % x| A -
Clipboard ] Font [l
Group Dialog Box
Launcher

A group could include a dialog box launcher which will open a dialog box containing additional
tools and options for the Ribbon group.

Some groups contain galleries. Galleries will include a scroll bar with a more option button that you
can select to display the full list or gallery for that option.

= ]

lings Review View Help

== a & SFind ~
= 2= 7zl T | aaBocedc| AsBbcede AaBbC( AaBbCcr | & Replace @J
c =
Ev &~ i T Normal | TNoSpac.. Headingl Heading2 |5 I Salect~ Dictate
aph N T Styles ~ Editing Voice Sensitivit)
3 1 4 1 5 LI ISR - SRR T More

Galle
i Styles give your document a

consistent, polished look.

They also allow you to use the
Navigation Pane and add a table of
contents.

If you don't like the look of these
styles, check out the Design tab for
more options.

To reduce screen clutter, contextual tabs appear only when they are applicable. For example, the
Header & Footer Tools Ribbon tab appears only when you are working with headers and footers.

File Home Insert Draw Design Layout References Mailings Review View Help Header & Footer

D @ E{) EEI E E]é E:_:Ire\.:uus [] Different First Page 5 Header from Top: 0,57 : : ,X

Different Odd & Even Pages T Footer from Bottom: |0.5"

Header Footer  Page Date 8 Document Quick Pictures Online Go to - ; 1| Close Header
- ~  Number~ Time Info~ Parts~ Pictures Footer | | Show Document Text ﬂ Insert Alignment Tab el Footer
Header & Footer Insert Navigation Options Position Close

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.
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Lesson: Commands and Features

Understand Ribbon Tabs

Home Tab

Unit 1: Getting Started

The Home tab provides several frequently used editing features, such as copy and paste, text

formatting with bold, various fonts, alignment, a style etc.

fle  Home inset Draw  Design  layout  References  Maiings  Review  View  Help  Header & Footer & Comments
o . Find ~
| Colibi Body)  ~| 11~ A" A" A3~ | Ao 2l T | nsebceoc asebcene Ag ,O 0 ﬁ- [_:.‘\
e ) Replace
Paste I U~ B P A Thommal  TNoSg Dictate Edtor | Reuse
. B I U~3x x A2 A H Normal No Spac. s St =
Clipboard T Font = Paragraph F] Styles ] Editing Voice Sensitivity Editor | Reuse Files

Insert Tab

The Insert tab allows the user to insert or add extra elements to the document, such as tables, icons,

shapes, pages, symbols, etc.
file  Home Insert Draw  Design  Llayout  References  Mailings  Review  View  Help = Comments
u ver Page~ Al - T5 SmartA - > - ion
B Cover Page E & D) Shapes G SmartAnt F‘ B GetAddvins W @ Link ll—l [ Header B - G T Equation
[ Blank Page 5 Icons dll Chart [ Eookmark [B) Footer ~ A~ @B () symbal ~
= Table Pictures . =1 Reuse £ My Add-ins ~ Wikipedia = Online Comment Text =
= Page Break > - (D 3DModes ~ f) Screenshot ~ Fles | ©°MyAdd-ins Videos | L) Cross-reference [3) Page Number~ | goy - g~

Pages Tables Iustrations Reuse Files Add-ins Media Links Comments | Header & Faater Test Symbals

Draw Tab

The Draw tab enables the user to draw and erase using different colors and thicknesses with a pen

tool or trackpad.

File Home Insert Draw Design Layout References Mailings Review View Help
~ L BnE NEEIER

£ OwWVWPEYGYY o0& =38
Draw = A v ] 7] ] %) he-4 Inkto Inkto Drawing Ink
Shape Math Canvas Replay
Input Mode Drawing Tools Convert Insert Replay

Design Tab

The Design tab provides various formatting options for your document such as themes, effects,

color schemes, paragraph spacing etc.

2 Comments:

: I
B &0
Watermark Page  Page
Color ¥ Borders

Fle ~ Home Inset Draw  Design  Layout  References  Mailings  Review  View  Help

[

= L A = Paragraph Spacing *
- L O Ettects ~

Colors Fonts
- w () Set as Default

Tee

Page Background

Document Formatting

Layout Tab

The Layout tab allows the user to modify the layout of the document, including the page

orientation, margins, page breaks, spacing etc.

File Home Insert Draw Design Layout References Mailings Review  View  Help
—_— [ . =1
E I-—ID'E |D v Breaks ~ Indent Spacing ~ I:—|b |.‘_:' Align
. 3~ Line Numbers ~ S Lefe 0" > 1= Before: 0 pt . 3
Margins Orientation Size Columns e X - € = ‘: erore: [0 9 = Selection
- - - - bc Hyphenation ~ =¢ Right: 0 o iZAfter 8pt , Pane
Page Setup [ Paragraph & Arrange

References Tab

The References tab enables the user to enter document sources and citations, build a table of

contents, add footnotes and endnotes, create an index, etc.

File Home Insert Draw Design Layout References Mailings Review View Help & comments|
D B Add Text ~ ab [T} Insert Endnote O L_h 8 Manage Sources @ [3) tnsert Table of Figures ﬂ B tnsert Index t r [P Insert Table of Authorities
| Update Table 8 Next Footnote ~ | 7 - D Style: APA =
Table of o Insert Search Researcher Insert ¥ < Insert Mark Mark
Contents Footnote Citation ~ L13 Bibliography ~ Caption [[] Cross-reference Entry Citation
Tabie of Contents Footnotes i Research Ciations & Biblography Captions ndex Table of Authorities
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Unit 1: Getting Started Lesson: Commands and Features

Mailings Tab
The Mailings tab, which is the least used, allows users to merge emails, write, insert, and merge
different fields, etc.

File Home Insert Draw Design Layout References Mailings Review View Help
= = \ = T m [ ]
™ E’T ﬁ =R | = | : =
Envelopes Labels | StartMail  Select s .

Merge ¥ Recipients ~

Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish

Review Tab

The Review tab enables users to check grammar, proofread, check accessibility, track changes, add
or remove comments, etc.

File Home  Insert Draw  Daesign Layout References  Mailings  Review  View  Help O comments S
Tt - | )| [y | g R | G B Dumen | BB | [ 3z
C= B Thesaunus H d=x {3 show Comments ~ 49 [ show Markup ~ v | P
Editor Read Check Translate Language Track Accept Compare Restrict | Hide
S5 Word Count Aloud | Accessibility ~ > - Changes ~ [ Reviewing Pane. ~ - 5 ~ Editing | Ink~
Prasfing Speech | Accessibility Language Comments Tracking B Changes Compare Protect Ink

View Tab

The View tab allows users to shift between different views of the document, change page
movement, switch windows and has the feature of the Immersive Reader.

File Home Insert Draw Design Layout References Mailings Review View Help B Comments
[ | =1 Eloutiine . <] Ruler [E] One Page + X = .
El|E8 1) Bl |5 == =B
T [E] Draft ™ Gridlines 5 EE Multiple Pages ) ? =l
Read | Print | Web Focus Immersive | Mertical| Side iy ) Zoom 100% New Amange Split Switch | Macros | Properties
Mode |Layout| Layout Reader to Side Navigation Pane - Page Width Windew  All b Windews ~ -
Views Immersive Page Movement Show Zoom Window Macros | SharePoint

Help Tab

The Help tab provides you with necessary features such as contacting Microsoft Support, providing
feedback to Microsoft, viewing training videos and learning about new tools.

File Home Insert Draw Design Layout References Mailings Review View Help

@R Or&

Help Contact Feedback Show What's
Support Training  Mew

Help

Developer Tab

The Developer tab includes many tools that can help increase productivity when working with

documents, such as macros, installing add-ins, using content controls to build online forms, protect
against people making changes, or manage templates. You may need to display this Ribbon as it is
hidden by default.

File Home Insert Draw Design Layout References Mailings Review View Developer Help

@?i: 5@’ [fg Recard Macro o{\j @J Ei@ Aa Aa B B | [of Design Mode @ :_ [BEI \H
@I wlEa =a 1

Visual Macros Add-  Word COM D XML Mapping Restrict | Document

Basic & Macro Security ins  Add-ins Add-ins 'E=|ﬁ S~ = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates

Learn Task ‘ Access the Learner Workbook to complete the Learn Task for this skill.

Assessments Access the Learner Workbook to complete the Practice Exercise and Practice Questions.
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Lesson: Work with Documents

Lesson 2: Work with Documents
Lesson Objectives

Unit 1: Getting Started

In this lesson, you will be working with documents by creating new documents and document
templates. You will open and save documents in a variety of formats. Upon completion of this

lesson, you will understand the following:

O

O Oo0oo0ooag o

New Documents

Document Templates

Open Documents

Save Documents

Save PDFs

Convert PDFs to Word Documents
Word File Types

Identify Extensions

3290-2 © CCl Learning Solutions Inc.
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Unit 1: Getting Started Lesson: Work with Documents

New Documents

Each time you launch the application, Word displays the Backstage so you can choose to create a
new document or open an existing document. To create a new blank document, select Blank
document. If you are in a document and you wish to create a new blank document, on the File tab
> New > Blank document.

Learn Task ©- Access the Learner Workbook to complete the Learn Task for this skill.

Document Templates

A template determines the basic formatting for a document. Templates contain document
settings such as fonts, styles, page

]
9

Document! - Ward

R _ layout, special formatting, shortcut
== I keys, macros and menus. All Word

ﬁ documents are based on a template.
e — == Use a pre-designed template if you are
Oftce  Pns unsure how to lay out a particular type

— of document, such as an invitation,
s e meeting agenda, or a business memo.

oot _. o= You can select a template design in the
Y E - b New window or enter a type of
° document you want to use in the
Search for online templates field. Using the search option displays a pane at the right where you

can continue to narrow the search by selecting categories. You can select the Close button for a
category if you no longer want to include that category in the search.

When you choose a selection in the list, the template appears as a preview in a new window where
you can verify you want this document type by selecting Create. If not, select the arrow on either
side of the preview to view the previous or next template in the list. You can also select the += (Pin
this item to the list) button to "pin" or position this template near the top of the list for quick access
or select the * Close button for the window to choose another template more suitable for the type
of document you want to create.

New

rey cover letter
v .
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Lesson: Work with Documents Unit 1: Getting Started

Whenever you create a new document using a document template, Word assigns a number to the
end of the file name, usually viewed as [Template Name] 1. This is a reminder to save the file with a
name that reflects the content of this document.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Open Documents

You can open a document from any location, and you can open as many documents as needed.
Only the amount of available memory on your system limits the number of documents you can
have opened simultaneously.

To open a document, use one of the following methods:

e On the File tab > Open, and then select the file name from the list of Documents or Folders in
the second panel of the Open page

Sample Prize List.rtf - Compatibility Mode - Saved ® 6 1 — [m] X
Documents  Folders
Recent
Pinned
QQ Shared with Me Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.
CCl Learning Solutions Today
) ‘71 Sample Prize Listrtf 6/6/2019 1033 AM
& Onebrive Documents
3 B
Marketing Strategy.docx §/6/201010:28 AM
Documents » Jasperactive » MyProjects
Sites
m Blank Document.docx /61201 10:28 AM
Documents
Other locations. "uﬁ Hiking Adventures.doc /672019 10:27 AM
Documents » Jasperactive » MyProjects
E@ This PC
T AddaPlace
[ Browse L
Account
Feedback
Options Recaver Unsaved Documents

¢ On the File tab > Open > Browse to select the file using the Open dialog box

E| Open X
Ui <« Users » kkozakis » Documents » 3270 Exercize Files v 0 Search 3270 Exercise Files 2
Organize « Mew folder ==~ T o
Documents A [0 Name Date modified Type Size
& Downloads MyProjects  2/2/20195:42PM  File folder
J’ Music ResourceFiles &/ File folder
[&] Pictures StarterFiles File folder
m Videos
- 05(C) v
File name: ~ | All Word Documents (*.doog®.c ~
Tools = Cancel

Learn Task Q Access the Learner Workbook to complete the Learn Task for this skill.
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Unit 1: Getting Started Lesson: Work with Documents

Save Documents

As you begin working with documents, you need to consider how to organize your files for quick
access. File organization includes how you name the file, where you save it, which specific file type
you will assign, and whether you want to add or change the properties of the file to help find it later.

It is important to save your documents as you work on them to be able to use them again. To save
changes made to the current document using its current file name, use one of the following
methods:

e On the File tab > Save
¢ On the Quick Access Toolbar > Save
When choosing a name for a document you are saving for the first time, consider the following:

e The file name may be a maximum of 255 characters (including the drive and folder path), and
may not include these characters: /\:*? “< > |

¢ Name the file so you can identify the contents quickly

¢ When the suggested file name appears in a shaded box, you can accept the suggested name,
enter a new name, or modify the suggested name text

e The first time you save a new document, regardless of which method you choose to activate the
Save command, the Save As page of the Backstage view appears. A list of the folders and
locations where you can save the file appears for access. The next time you want to save changes
to the document, use any of the Save methods to immediately save the document in the
background

To save an existing document with a new name or to a different location, on the File tab > Save As.

The image below illustrates the Backstage view with the Save As tab selected. The first panel in the
Save As page displays the available locations for saving your document (these locations are
associated with your account).

Save As

© Recent

Click the pin icon overafolder.

Custom Office Templates 71872022 544 PM
Documents » Custom Office Templates -

Desktop
Deskiop

Documents

The second panel provides options regarding the file name and file type. It will also display a list of
commonly accessed folders such as Documents or Pictures.
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Lesson: Work with Documents Unit 1: Getting Started

These folders vary based on the location currently selected in the first panel. For instance, the
examples below display what might appear if you are using OneDrive, the online storage location
provided by Microsoft (you must have a Microsoft account to access the OneDrive location) or the

folders available in the Documents folder on the local drive.

Tl Save As X
<« © 4 @ OneDive-Persona v | © || SearchOneD »
Organize ~  New folder E- @
A Name ~ Status Date modified Tpe Size
. Attachment: o 04/07/2019.0948 p. . Filefolder
Documen ts © 22/06/2022 0400 p. m.  Filefolder
* Pictures o 02/03/2020 1048 p. . Filefolder
* Screens @ 12/07/2022 018 p. . File folder
* Snagit =] 14/07/2022 0408 p. . Filefolder
7 Personal Vault © 13/07/2022 1105 p. . Shorteut 218
temp
Il Microsoft Word
@ OneDrive - Personal
Screens
Snagit
= This PC v

File name: [ Docz.doex

Save as type: |Word Document (*docx)

Authors:

[ Save Thumbnail

A Hide Folders

Tags: Addatag

Title: Add a title

Subject:  Specify the subject

Il Save As X
£ » ThisPC » Documents » v o Search Documents P
Organize v New folder == (2}
= ~
@ Microsoft Word Name Date modified Type Size
- Customn Office Templates 15/06/202201:55 ... File folder
Jasperactive 12/04/202205:18 .. File folder
My Data Sources File folder
. File folder
21/06/202205:29 .. File
23/11/20201004 .. File folder
Snagit 11/05/20220400 .. File folder
Ulspy Settings 03/03/2020 10120, File folder
& mis pc @ Doct.docx 18/06/20220454 .. Microsoft Word D. 12ke
3D Objects I3 My Agenda.docx 12/06/2002 05:43 Microsoft Word D, 14Ke
I Desktop. 3 My Agendal.docx 12/06/2022 05:44. Microsoft Word D, 12KB
Documents
& Downloads
D Music
=] Pictures
[ videos ke
i Local Disk (C)
= Temporary Storage (0
File name: [ Dec.docx g
Sove as type: |Word Document (“docy) ~|
Authors: Tags: Addatag Title: Add a title Subject: Specify the subject
[ save Thurbnail
~ Hide Foldsrs Tools -

Notice how the location is clearly identified at the top of the second panel, thereby giving you the
option to select the arrow before the location name if you want to move to another location. You
can also select the More options link to open the Save As dialog box, from which you can navigate
to any location.

Note: You can also select Browse to open the Save As dialog box.
Select the Save button to save the document.

How often you save a document depends on how much work you put into it. If you make many
changes, save the document frequently as you work to preserve your changes. If you notice a
message from Word prompting you to save a document, this means Word recognizes something
has changed in the document since it was last saved. If you're not sure whether you should save
the document again, err on the side of caution and save it with a name that differs from the original.

‘ Access the Learner Workbook to complete the Learn Task for this skill.

Learn Task @)
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Unit 1: Getting Started Lesson: Work with Documents

Save PDFs

This feature demonstrates how powerful a program Word is, giving you access to documents you
previously could not access without the appropriate software for the file format. Portable Document
Format, or PDF, is a file format used to maintain the design layout and format of a file for distribution
to others, restrict the editing of file contents, or to make a file smaller so it can be set up as a link on
a web site for downloading.

To save a document as a PDF, on the File tab > Save As > File type drop-down arrow > PDF (*.pdf).
Enter the name for the PDF file if different than the Word file, and then select Save. Word also
provides some options you can set for the PDF file.

Il Save As X
<« v o « Word exercisefiles > Starter Files v o O Search Starter Files
Organize ~  New folder v @
= Thispe A Name . Date modified Type
1 3D Objects Mo items match your search,
[} Archives
I Desktop
[ Documents
& Downloads
D Music
&) Pictures
B videos
‘e Local Disk (C:) = N
File name: | APPLICATION EMPLOYMENT FORM.paf -
Save astype: |PDF (*pdf) v
Authors: Tags: Add atag
Optimize for. @ Standard (publishing e
online and printing) 5
O Mineim s ] Open file after publishing PDF Options
(publishing cnline)
 Hideoldr ok - Conce

Depending on which application may be installed on your system to display PDF files, the new PDF
file then opens in that application to display the results.

APPLICATION FOR - Adobe Acrobat Pro DC (32-bit)

File Edit View E-Sign Window Help
Home  Tools APPLICATION FOR X Oy W )
w e B Q ©@ "2 KNDOO wm-J T BL a =2 e
’
<O
23
2
APPLICATION FOR EMPLOYMENT
=
Date Job Position ==
PERSONAL INFORMATION B
Name YA
Address EB
City State Zip Code £
Phone # Cell # Email
o Do You Speak [Jves  which o
Other Languages? [No  Languages
EMPLOYMENT HISTORY iy
Company How Long. o
%
EDUCATION /DESIGNATIONS
Completion Date School/Organization Degree/Diploma/Certification
I»

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

16 3290-2 © CCI Learning Solutions Inc.



Lesson: Work with Documents Unit 1: Getting Started

Convert PDFs to Word Documents

When you use Microsoft Word to open a PDF as if it were a Word document, it will convert the PDF
into 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, especially if the original file contained lots of graphics.

D Don't show this message again

Cancel Help

Once you select OK, the PDF document opens as a Word document, and you can edit it as if it had
been a Word document originally. When changes are complete, you can choose to save it asa Word
document, or choose another file format including PDF, using the Save as type field.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Word File Types

By default, Word automatically assigns a .docx extension to the end of the file name. However, you
can save a Word document in other file formats. All Word Documents include file formats that are
original to Microsoft Word, including:

.doc Word Document prior to 2007

.docx |Word Document 2007 or later

.docm | Macro-Enabled Document

.dot Template prior to 2007

dotx |Template 2007 or later

.dotm | Macro-Enabled Template

To save a Word document to a different file type, on the File tab > Save As > File type drop-down
arrow > (the field below the File name field) to display the drop-down menu of available file formats.

File name: | APPLICATION FOR EMPLOYMENT.docx ~

Save as type: | Word Document (*.docx) ~

Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

de Folders PDF (*.pdf)

KPS Document (*.xps)

Single File Web Page (*.mht*.mhtml)
Web Page (*.htm;*.html}

Web Page, Filtered (*.htm;*.html}

Rich Text Format (*.rtf)

Plain Text (*.txt)

‘Word XML Document (*xml)

‘Word 2003 XML Docurment (*xml)

Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

Authors:

Learn Task ) Access the Learner Workbook to complete the Learn Task for this skill.
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Identify Extensions

Word, like most word processing applications, can handle several document types. This allows you
to create a file in one program and save it to a format readable by other programs. For example, if
you create a file in Word and need to share the file with someone who does not have Word but has
an application that supports any of these listed file types, you can save your document to the type
you have in common and successfully share the file.

Commonly used file types available in Microsoft Word include:

PDF (.pdf) Portable Document Format (PDF) is a file format developed by Adobe
that allows you to view documents (with formatting and images) in a
web browser or other programs.

XPS Document (.xps) XML Paper Specification the file owner controls who can open the file.
Recipients who have not been granted rights cannot view the XPS file.

Rich Text Format (.rtf) |A text file that preserves font and paragraph formatting and can
include embedded images.

Plain Text (.txt) A text file that can be read by any program on any operating system.
This format does not include formatting of any kind, nor does it include
images.

You can, search for files saved in formats that are not original to Word. On the File tab > Open >
Browse > All Word Documents to open the drop-down menu. The options in the drop-down menu
indicate that Word can open several types of documents.

[ open *
M |§| » This PC » Documents v [v] Search Documents »
Organize = Mew folder == ~ [N 0
El Microsoft Word MName Date mod{All Files (*.%)
. ‘Word Documents (*.docx)
@ OneDrive ‘Word Macro-Enabled Documents (*.docm)
. XML Files (*.xml)
= This PC Word 97-2003 Documents (*.doc)
B 30 Objects All'Web Pages (“htm;*.htm|:*. mht;*.mhtrml)
) All' Word Templates (*.dotx;*.dotm;*.dot)
[ Desktop Word Templates (*.dotx)
o Word Macro-Enabled Templates (*.dotm)
& Dz Word 97-2003 Templates (*.dot)
* Downloads Rich Text Format (*.rtf)
. Text Files (*.txt)
b Music OpenDocument Text (*.odt)

PDF Files (*.pdf)

Recover Text from Any File (*.*)
WordPerfect 5. (*.doc)
WordPerfect 6x (*wpd:*.doc)

All Word Documents (*.docx; ™~

=/ Pictures

B videos

v £

File name: -

Tools = Cancel

Notice that the option to the right of the File name field indicates that Word will display All Word
Documents. This is the default setting.

Learn Task ‘ Access the Learner Workbook to complete the Learn Task for this skill.

Assessments [ Access the Learner Workbook to complete the Practice Exercise and Practice Questions.
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Lesson 3: Document Settings
Lesson Objectives

In this lesson, you will be introduced to the document settings, learn how it works, and understand
how to move around within the application. You will also learn to inspect a document, check
accessibility and compatibility as well as print, preview and share documents. Upon completion of
this lesson, you will understand the following:

Move Around in Documents

Go to a Specific Page of a Document
Review Document Statistics
Document Properties

Inspect Document

Check Accessibility

Check Compatibility

Print Preview

Set Print Parameters

O OO00OoOoOo0oooao o

Share Documents

3290-2 © CCl Learning Solutions Inc. 19
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Move Around in Documents

The insertion point indicates the location where Word will insert new text or pasted items. You can
use either the mouse or the keyboard to navigate around a document. To use the mouse to move
the insertion point to a new location in the document, point and select at the desired new location.

e Use the vertical scroll bar to move or scroll the view of the screen through the document from
top to bottom and vice versa
e Use the horizontal scroll bar to move or scroll the view from side-to-side, across the document

¢ When you use the scroll bar, a ScreenTip displays your position in the document, such as a page
number or heading text

e You can also use the wheel on the mouse to move up or down in the document

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Go to a Specific Page of a Document

To go to a specific page in a document, you can use the Go To commmand or show the Navigation
pane. To move to a specific page, use one of the following methods:

¢ Onthe Home tab > Editing group > Find > Go To > Page

Find and Replace ? x

Find Replace GoTo

Go to what: Enter page number:

"
Secti
L‘Enemn Enter + and - to move relative to the current location. Example: +4

Bookmark will move forward four items.

Comment
Footnote hd

Previous Mext Close

e Toview the pages in your document within the Navigation pane, on the View tab > Show group
> Navigation Pane, then select the Pages tab

You can also move to a specific Heading in a document using the two previously mentioned
methods:

e Onthe Home tab > Editing group > Find > Go To > Headings

¢ Onthe View tab > Show group > Navigation Pane, then select the Headings tab

Navigation . Notice that the headings display in a hierarchical structure, similar to

a table of contents. Items with arrows at the left can be expanded - or

Search document o~

collapsed 4 asrequired.

Headings  Pages  Results

e To navigate to a header in the list, select the heading name. As more
o tnenment Coraiting headings appear in the list, you can scroll through the list and select
ompany Policies
:“"_'"“’*'E‘““E‘ the heading name to move quickly to that location.
usiness Expenses
IT Requirements
Vacation Days
Time-Off Days
Sick Days
Bereavement Leave
I Health Benefits

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.
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Lesson: Document Settings Unit 1: Getting Started

Review Document Statistics

Display document statistics to help determine the document's structure, usually for estimating the
amount of work required to modify the document. For example, the image below demonstrates
the number of pages and text statistics that need to be reviewed and updated. These statistics can
give you a better estimate of the amount of time you will need to dedicate to this project, especially
if you know the document was created five years ago.

To check the document statistics, on the Review tab > Proofing group > Word Count.

Word Count ? X

Statistics:
Pages 9
Words 1,162
Characters (no spaces) T.041
Characters [with spaces) 7,978
Paragraphs 236
Lines 288

|:| Include textboxes, footnotes and endnotes

Document Properties

Document properties provide information to assist in locating a file based on specific search criteria.
How much information you enter will depend on standards set up in your office, or which
information you want to use to find documents later.

To view the properties for the current document, on the File tab > Info, and review the information
in the Properties section on the Info page in the Backstage. The file properties appear in the panel
at the right. If you need to view more information about the file, select the Show All Properties link
at the bottom of the list of fields to display all the properties.

Todano Employee Handbookdock - Word Sign in Iy = o *

Info

Tolano Employee Handbook

Documents » 3270 Student Data » 3270 Exercise Filas » StarterFiles

Protect Document ﬂepama; - \

Control what types of changes people can make to this document. size 1.00MB
Protect
Document - Pages g
Waords 1162
Total Editing Time 14 Minutes
S Inspect Document } Title Policies and procedures
Before publishing this file, be aware that it contains: Properties or Tags
thuk for Document properties and author's name: information . -
e Footers about the omme
Content that people with disabilities are unable toread  cyrrent file e Dot
Last Modified 5/3/2016 1:42 PM
(R Manage Document J— e
Manage There are no unsaved changes. Last Printed
Document -
Related People

Author
TA  Tolano Adventures

Last Modified By
LL  Lucy Lee

Related Documents

Open File Location

Show more file information —— snow 2l Properties
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Properties

Title:
Subject:
Author:
Manager:

Company:

Category:

Keywords:

Hyperlink
base:

Template:

Comments:

General SUmmary Statistics Contents Custom

Lyrics
Song lyrics

CCI Learning

music, lyrics, songs

Normal. dotm

[[]save Thumbnails for All Word Documents

To add properties to the file or to customize the properties
information, select Properties > Advanced Properties to open
the Properties dialog box. Using this dialog box, you can add or
customize properties for the document, such as its subject or
category. Each tab in this dialog box displays different
information for viewing or modifying. For instance, use the
Summary tab to insert specific information pertaining to this
file.

Learn Task )

Inspect Document

The Document Inspector is designed to look for certain types of data stored in documents and
then report them to you, such as hidden properties and personal information that you might not
want others to view. Some of these items include:

e Comments, revision marks, and document versions

¢ Metadata and personal information about the document’s originator

e Information in headers or footers, including watermarks

e Text that was hidden using the Hidden text effect

By knowing that these types of data exist in a document, you can decide whether it is appropriate
to keep this data.

Select on the File tab > Info > Check for Issues > Inspect Document to open the Document
Inspector. You may be prompted to save the document before proceeding with the inspection.

Document Inspector

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

B & o Revisions and Vers

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.

[ nke

Inspects the document for Ink.

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

22
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Lesson: Document Settings Unit 1: Getting Started

Document Inspector T % Select the options you want Word to check in the
Review the inspection resuits. document, then select Inspect. After a few
! Comment. Reviions. and Versons remoeal | || Moments, Word displays the inspection results,
" Comments and indicates which items may need to be
|| Docment Propestics and Personatinformatian Remove Al addressed before the document is shared with
e following O(LII'!'\EH information was found:
Aoy ProPeE others.
Task Pane Add-ins H
O I 4 ot Fin my Tock Pane addns. Select Remove All for those items you want Word
© Embesded Documents to remove completely. This process is one of the
Mo embeddad documents were found. last steps you apply to a document before
() Macros, Forms, and ActiveX Controls distributing it. For instance, you may want to
Mo macros, forms, or ActiveX controls were found.
ensure all revisions and tracked changes are
() Collapsed Headings g
No collapsed headings were found. removed from the document before sending the
(Z) Custom XML Data v document to others.
_l_ Mote: Some changes cannot be undone,

Learn Task 6
] ogeo
Check Accessibility

Word also provides the Accessibility Checker feature that you can use

. .
fodzs ol to check your documents for any accessibility issues.

Inspection Results

Errors The Accessibility Checker feature focuses on items that may be

' Missing alternative text missing or misunderstood if there are no details or tags to help identify
Group 33
Picture 7
Picture &

[¥]

the item for visual or audio recognition, such as hard-to-read text,
contrasts, or missing alternative text.

< ¢ ¢ <

Diagram 1

On the File tab > Info > Check for Issues > Check Accessibility to open

“ Image or object not inline

Group 33 v| | | the Accessibility Checker task pane. You can select an item from the
Picture 7 b . . . . .
.= | list to have Word display an explanation of how to fix the issue.
Keep accessibility checker running while
| work
Additional Information v

Why Fix?
If the image or object is not inling, it

may be difficult for screen readers users
to interact with the object. It may also
be difficult to know where the object is
relative to the text.

Steps To Fix:
To change objects to inline and remove E

Read maore about making documents
accessible

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Check Compatibility

Occasionally, you may need to work with documents that require a previous version of Word, such
as a client who uses Office 2016 while you are using 2019. When you open a document that has been
saved in the Word 97-2003 format, the document opens in Compatibility mode automatically. You
can make changes to this document and choose to save it with the Word 97-2003 format or update
it to the current version (Word 2019).
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If you need to save a document in an earlier version of Word, you may find there are features that
will not be supported when you save the file. For example, shapes and text boxes will be converted
to effects, and SmartArt diagrams will be converted

Microsoft Word Compatibility Checker ? X . . . A
to a single (non-editable) image. Word provides the
The following features in this document are not supported by earlier or ope
0 versions of Word. These features may be lost or degraded when Compat’b’hty Checker to check the document and
opening this document in an earlier version of Word or if you save .
this document in an earlier file format. alert you about any features that will not be
Select versions to show ¥ compatible if you save it to an earlier version of
Summary Occurrences Word.
Smartart graphics will be converted into a single object that 1
can't be edited in previous versions of Word. Help Select the File tab > Info > Check for Issues > Check
Shapes and textboxes will be converted to effects available in 3 Compatibility to open the Com pat|b|||ty Checker.

this format.

Potential issues appear in the list, and you need to
decide whether to continue saving the file in this file
format or return to the document to make
: ~| appropriate changes. For instance, SmartArt is a

Check compatibility when saving documents

feature that did not exist in versions earlier than Word 2007. If you need this document to be
available in a version earlier than Word 2007, the SmartArt image will appear in the document, but
cannot be modified.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Print Preview

On the File tab > Print to preview how the document will print. All headers, footers, multiple
columns, and page numbers appear in their appropriate locations. You can also make changes to
the margins, paper size, or orientation from the Backstage view, similar to opening the Page Setup
dialog box.

Tolano Employee Handbook.docx e 6 -2 - o X

Print
% Copies: | 1 . Eal

Print

Printer C Handbook
NPI79960D (HP Color Laserl.. e

50t

Printer Properties

Settings
Save as Adobe \  Print All Pages .

Pages:

Print

<
123 123 123

m
0
0 o
5|

Portrait Orientation -
e [POLICIES AND PROCEDURES]
85" 11" e —

Moder
Left: 0.

1Page Per Sheet - e

4] Jofo P 50% -

+ @

Use the zoom slider at the lower right to zoom in or out of the preview or select the Zoom to Page
button to preview the full page.

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.
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Set Print Parameters

To preview or print a document, select File tab > Print.

Tolano Employee Handbook docx - Word Signin 2 — [u] ;S
P rl nt |&—— Print Parameters
Copies: | 1 3 1+ -
=
Print
Employee
P”nter Handbook
< HPIBITDA (HP Officelet 6960)
Prire == Ready
Printer Properties
Share X
Settings
Export
i Print All Pages N
Close: ‘ The whole thing
Pages:
Account | Print One Sided
|
| only print on one side of the p...
Feedback
= Collated
Options 23 123 123
Portrait Orientation -
Letter
85 x 11" [POLICIES AND PROCEDURES]
T Moderate Margins N : i
B0  Left: 075" Right 0.75°
i 1 Page Per Sheet =
DS Page Setup " 11 |of9 b 52% =+t + B

All print options are available in this view.

Print Select to send the document to the printer using the specified options.
Copies Specify the number of copies to be printed.
Printer Specify the active printer. To change settings for the printer (such as to print in

color), select Printer Properties.

Settings Select different options on how to print the document, as required.

These settings include:

e Print All Pages - Set print options for the document, such as printing the whole document,
printing a selection of text, printing only the current page, etc.

Document |~ |

01 Tevhoreinms

D Print Current Page
Just this page
Custom Print

59 i | o
Type specific pages, sections or ranges

Document Info
Document Info
List of properties, such as file name, author and title
List of Markup
v Print Markup
Only Print Odd Pages

Only Print Even Pages

e Pages - Specify the page range to print

Pages: | |®
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H#-# Only the page range specified; for example, 3-7,1-3

H#, 4,4 Only the pages specified; for example, 3,5,6

-# From page 1to the specified page; for example, -11

H#- From this page to the last page; for example, 33-

sit-s# From one section to another section; for example, Section 9 to Section 11

e Print One Sided - Specify to print on both sides and specify whether to flip pages on the long
edge or the short edge

E Print One Sided
Only print on one side of the page

EJ Print on Both Sides
<t Flip pages on long edge

I_J Print on Both Sides
= Flip pages on short edge

Manually Print on Both Sides

o,
=2 oo paper when prompted to print the second side

e Collated - Specify how multiple copies of the document will be printed. Collated prints one copy
of the entire document followed by a second copy of the entire document. Uncollated prints all
copies of page 1 followed by all copies of page 2

00 325 s 123

EEF—' Uncollated

111 222 333

e Page Orientation -

Specify your preferred page orientation. Printing in portrait orientation is

vertical and landscape orientation is horizontal

D Portrait Orientation

D Landscape Orientation

e Letter - Specify your desired paper size. The default paper size is Letter 85" x 11". Select one of
the preset sizes or select More Paper Sizes to create a custom paper size

I:I Letter
85"« 11"

|:| Legal
8.5"x 14"

Statement

5.5"x 8.5"

|:| Executive
7.25"x 10.5"
Folio
8.5"x 13"

Envelope #10
413" x 85"

Envelope Monarch
3.88"x 7.5"

|:| ‘:J;' x 11.60"

.........

Envelope DL
4.33"x 866"

More Paper Sizes...

=l

26
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¢ Normal Margins - Specify your margin preference. By default, each page has a one-inch margin.
You can customize or choose predefined margin settings, set margins for facing pages, allow
extra margin space to allow for document binding, and change how margins are measured

Normal
Top: 1" Bottom: 1"
Left 1" Right: 1"

Narrow

Top: ).5" Bottom: 0.5"
Left: 0.5" Right: 05"
Meoderate

Top: 1" Bottom: 1"
Left 073" Right: 0.73"
Wide

Top: 1 Bottormn: 1"
Left: 2" Right: 2"
Mirrored

Top: 1" Bottom: 1"
Inside:  1.25" Outside: 1"

Office 2003 Default
Top: 1 Bottomn: 1*
Left  1.25" Right: 1.23"

Custom Margins...

¢ 1 Page Per Sheet - Specify your scaling options. By default, Word prints 1 page per sheet. You
can choose to print multiple pages on one sheet of paper or scale to a specific paper size. Scaling
the document does not affect the document, only how it prints. This is useful for minimizing the
number of printed pages or printing to a different paper size

1 Page Per Sheet

2 Pages Per Sheet

4 Pages Per Sheet

[ |
= B

| mm
|m[mm|
(e

6 Pages Per Sheet

[=]
=
=
=]

ooon| & Pages Per Sheet

[ETaTTa]

foodl 16 Pages Per Sheet
BB0|

IE Scale to Paper Size >

e Page Setup - Use the Page Setup dialog box to make other page layout changes to the
document

Page Setup T X

Margins  Paper  Layout
Margins

Top: L

Left: 0.75°

Eottom: 1
Right: 0.75"

I 4 (v
<y

Gutter: o Gutter position: Left

Orientation

Portrait  Landscape
Pages

Multiple pages: Hormal ~

Preview

Applyto: | This section ~

et s Dot Conce

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.
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Share Documents

In the modern workplace, you will need to share files and collaborate in different ways. There are a
variety of ways you can share your documents. These include:

Share with people by sending invitations and receive sharing links

Email an attachment, link, PDF, XPS, or Internet fax

Present the document to people who can watch in a web browser

Send your contact an instant message containing a link to the document

Create a new blog post using the document

To share your documents, select File > Share then use one of the following methods:

1. Share with People
e Step 1: Save your document to the cloud
e Step 2: Share your document
Share
Share Share with People
s Share with People Step 2 Share your document, We'll do this after youlve finished saving
' Email H
Saveto
.
& Present Online
] send by Instant Message
'Q' Post to Blog
2. Email
Demo Doc Email
OneDrive - Personal
Share B Everyone gets a copy to review
&%  share with People ez
b5 Email
Everyone works on the same copy
= Everyone sees the latest changes
_1: Present Online Send a Link RESES e Sl shossel
E‘ Send by Instant Message Everyone gets a PDF attachment
j..'; Preserves layout, formatting, fonts, and images.
Send as Content can't be easily changed
@ Post to Blog PDF
. Everyone gets an XPS attachment
i) Preserves layout, formatting, fonts, and images
Content can't be easily changed
Send as XPS
o Ne fax machine needed
=) Vou'll need a fax service provider
Send as
Intemet Fax
Send as Attachment Everyone gets a copy to review

Send a Link

Everyone works on the same copy
Everyone views the latest changes

Keeps the email size small

Send as PDF

Everyone gets a PDF attachment

28
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Preserves layout, formatting, fonts, and images
Content can't be easily changed

Send as XPS Everyone gets an XPS attachment

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Send as Internet Fax No fax machine needed

You'll need a fax service provider

Present Online

Present the document to people who can watch in a web browser

No setup required

Alink is created to share with people

Anyone using the link can view the document while you are presenting online

The document will be made available for download

4. Send by Instant Message

Attach a copy of the document to an instant message

Everyone gets a copy to review

5. Post to Blog

Create a new blog post using the document
Some supported blogging sites include:

= SharePoint Blog

=  WordPress

= Telligent Community

=  TypePad

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

Assessments [ Access the Learner Workbook to complete the Practice Exercise and Practice Questions.
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Lesson 4: Document Views
Lesson Objectives

In this lesson, you will be introduced to document views and learn how to change and manage
them. You will also learn to split the window, change the zoom, use show/hide, the ruler and
gridlines as well as the navigation pane. Upon completion of this lesson, you will understand the
following:

O

Change the View
Manage Views
Manage Outline View
Zoom

Split the Window
Show/Hide 1]

Ruler

Gridlines

OO O0O0oOoaogoao o

Navigation Pane
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Unit 1: Getting Started

Change the View

Read Web

Word offers a variety of options to view a document. Each has its own use in the

Mode Layout program.
v '
B B These three view types are the most used: Read Mode, Print Layout, and Web
T Layout. You can use the View buttons on the status bar to change the view. They
Print
Layout are located at the bottom right of the screen.
Read Mode Useful for reading a document, as pages are adapted to the size of your

monitor for quick reading. The Ribbon is hidden so you can focus on
reading the document at the maximum size for your monitor.

Print Layout

Use this view to adjust the overall layout of information on the document
page, or to show how the printed document will appear. As you are
focusing on the layout of the printed document, you can notice how
graphical elements such as headers/footers, pictures, or columns appear.

Web Layout

Useful for creating web pages, text wraps to the screen size,

backgrounds and pictures appear as they would when using a web

browser that requires HTML (HyperText Markup Language) code.

‘ Access the Learner Workbook to complete the Learn Task for this skill. | ‘

Manage Views

Word's primary view is the Print Layout view, which displays your [EI D L_‘ =] Outline
document as it would appear when printed, complete with margins, @ = Draft
. , . Read | Print | Web
page breaks, and other visual elements. But that's not the only view that | ode |Layout| Layout
Word offers. To access additional document views, use the View tab. Views

Read Mode

View

D‘ Edit Document
MNavigation Pane
E Show Comments
Column Width
% Page Color

(l:;'lj Layout
A-Z syliables

AZ

«—3 JTextSpacing

3\
A]f' Read Aloud

3

3

When you are not writing or editing, use View > Views group > Read Mode to
hide the writing tools and menus and to leave more room for the pages
themselves.

Read Mode automatically fits the page layout to your device, using columns and
larger font sizes, both of which you can adjust. All view options in Read mode
are located on the View tab.

From here you can return to the Print Layout view, view the Navigation Pane,
Show Comments, adjust the Column Width, change how you view Page Color
or Layout, view Syllables, Text Spacing, and Read Aloud options.
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Outline

Use View > Views group > Outline to create the outline of a document where you can promote or
demote headings within a hierarchical layout or collapse a document so that only the headings and
subheadings appear. This helpsyou to rearrange the topics in a document because, when you move
the headings, the associated text moves with them.

Draft

Use View > Views group > Draft to edit and format text with no regards to how it appears in print.
The draft view is appropriate for most typing, editing, and formatting tasks. Page elements, such as
page boundaries, headers and footers, are hidden to help you focus on editing the body text.

Manage Outline View

Outline numbering is useful when you need to define points and sub-points within a topic. Use the
Outline view to access commands on the Outlining tab, in the Outline Tools group. To switch to this
view, on the View tab > Views group > Outline.

File Outlining Home Insert Draw Design Layout References Mailings Rel
@
5- Sh | 1 &
& & [Level 1 o e Show Levek Level 9 ><
[] Show Text Formatt
N & o 1~ Show Text Formatting Show Close
v —
LI Show First Line Only Document Outline View
Outline Tools Master Document Close

Word now displays a new tab on the ribbon to help you set the levels for the text of your outline.

Promote to
Heading 1

& € (Level2

Promoting or Demoting Text

Outline
Level

Y

Demote to
Body Text

v

>

Moving, Expanding or Collapsing Text

Move
Down Collapse

A ¥V F -

?

t

t

Promote

Demote

Move
Up

Expand

Each time you use Promote or Demote, the text moves forward or backward one level at a time.

e To promote the text to a higher level, select Promote

¢ Todemote the text to a lower level, select Demote

Use Expand or Collapse to show more or less text for the outline.

e Double-click the @ symbol to expand this line and display the text below this line

¢ Use the = symbol to collapse the levels

e The text between the (# symbols can be referred to as a “family of text”

e Select Move Up or Move Down to move a family of text

‘ Access the Learner Workbook to complete the Learn Task for this skill.

s,

()

| Learn Task
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Lesson: Document Views Unit 1: Getting Started

Zoom

The Zoom setting controls how much (or how little) of a document displays on the screen. To
change the Zoom setting, choose one of the following methods:

¢ On the View tab> Zoom group, select the appropriate option

Q [E) = One Page

EE Multiple Pages
Zoom 100% )
B Page Width

Zoom

e Drag the Zoom slider or select the increment buttons on either side of the slider on the status
bar

- i +

e Selectthe Zoom level button on the status bar

When you use the Zoom command in the Zoom group or select the Zoom level button on the
status bar, the Zoom dialog box opens and presents you with further options.

Zoom ? X
Zoom to
) 200% () page width () Many pages:
O 100%: ) Text wicth
O 75% (O Whole page =,
percent: | 100%
Preview
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
e —— AaBbCcDdEeXxYyZz

Hint: You can also use the wheel on the mouse to zoom in or out of the document. Use the CTRL
on the keyboard as you move the wheel up to increase the zoom or down to decrease the zoom.

The ability to enlarge the text display is useful when you are working with a small font size. Whereas
the ability to reduce the display is useful when you are working with landscape orientation.

You can set the zoom percentage between 10% and 500%, or you can have Word automatically
adjust the magnification so that you can view an entire page on the screen. When changing the
view, the position of the insertion point will determine the zoom area.

Keep in mind that the zoom setting affects only the screen display. The amount of text that displays
when you change the zoom percentage is determined by the size of your monitor. For example, if
you have a 19" monitor or larger, you may view more of a document at 50% than someone who has
a 17" monitor, but less than someone using a 21" monitor. Changing the magnification has no effect
on the document printout.

Learn Task ¢ ‘ Access the Learner Workbook to complete the Learn Task for this skill.
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Split the Window

By splitting a document window, you are displaying the same document in two different windows
on the screen. This allows you to view two different areas of the same document at the same time.
You can only split the window horizontally into two parts. To split the window, on the View tab >
Window group> Split.

T T S R R S R T T =

Tolano Adventures

Income Statement

L T E ------ Lo e 2 3 4 I 6 o AT -
Sales $87,700.00
N Other Revenues 555.00
Total Revenues $88,255.00

Expenses:

oo

The cursor will change to display + when you point at the split bar. Select and drag the split bar to
the required height for the top or bottom window.

[ [T R SR L [ f : f 3 4 f i ' i z O A

Tolano Adventures

Income Statement

Saled SR, 700,00

Ther REvEries T
Tatal Rewenisis S8E F55.00
Expeises:

You can change the view and scroll within each window independently.

e Select in the appropriate window to access that document section

e Drag the split bar up or down to display more or less of either document window
To remove the split pane, use one of the following methods:

e On the View tab > Window group > Remove Split

e Double-click the split bar between the windows

Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.

34 3290-2 © CCI Learning Solutions Inc.



Lesson: Document Views Unit 1: Getting Started

Show/Hide 9|

The Show/Hide 1] button allows you to show or hide non-printing characters, which can help you
identify what you have inserted into the document. These characters appear only on the screen.
They do not print. Some common non-printing characters include:

9 Represents a hard return and is inserted every time you use the keyboard button
ENTER.
- Represents a tab and is inserted every time you use the keyboard button TAB.

Represents a space and is inserted every time you use the keyboard button
SPACEBAR.

! Represents a soft return and is inserted every time you use the keyboard
shortcut SHIFT+ENTER.

--------------------------------------------- Represents a soft page break (this code is inserted automatically when you
enter enough text to fill a page); a soft page break is visible only in Draft view.

woen-Page Bresk-e. | REPrESENtS @ Manual or hard page break (manually insert this code when you
want to end the page at the current location and move to the next page).

Postage - = Maryanned] Select the Home tab> Paragraph group > Show/Hide 1] to
turn the feature on or off. When active, your text will

Supplies = =+ Terry¥l display these characters for editing purposes. Displaying

q hidden characters is helpful when you need to adjust the
layout of text because it allows you to view where an extra

Frinter-Supplies = Albertof] hard return or an extra tab may have been inserted.

1

‘ Access the Learner Workbook to complete the Learn Task for this skill.

Ruler

The ruler in Word helps control and set the margins and indentations of paragraphsin a document.
It can also line up images, charts, text etc. to make the document appear more uniform. Rulers help
ensure your document appears the same on screen and when printing.

You can only view both horizontal and vertical rulers in the Print Layout view. To turn on (or off) the
ruler, on the View tab > Show group > Ruler.
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SE] QG er.. B B SR

Learning  Vedtieal Sede Zoom 0% MNew Amange Spiit Switth  Miacros  Praperties
Toaks toside [ Nivigation Pane CrPageWicth  window Al Windows= =
smmere | Page Movement shaw Zaom Window Mszss | Sarepoint ~
0 e _>_....._..‘..;...............,...........f..‘... n
i ; . Horizontal
4 Vertical [corporate Profile
Ruler Ruler

Tolano Adventures provides eco-friendly travel services to a growing market, All our Lours meet stringent
requirements to ensure these adventures have the lowest carbon footprint and are envirenmentally friendly. At
Tolans, we are pleased to be achieving our goal to “go green” at every oppartunity.

Tolano Adventures is a division of Tolano Enviranment Consulting, based in New York. To serve you better, we

also have Travel Directors at international locations.

We work with a number of international vendars and are always laoking for exciting new adventures, Each new
adventure is reviewed by our Site Assessor and Travel Director to ensure it meets our standards for being
ecalogical while offering maximum enjoyment and opportunities for participation.

We review all our tours annually to ensure that:

+  they have a low environmental impact (particularly the more popular ones)

+  there is no significant change in their environmental impact compared to the previous year
+  guests are still getting maximum enjoyment from them

+  the cost is reasonable compared to the number of bookings and environmental impact

Page ut
Gecasionally we will alsa review a tour If there has been some noticeable change such as an avalanche, ag Eavi
earthquake, or other natural disaster. View
Page2 o9 1162 wonds [fF  English Unied States) 8 wiE = - [ + 1%

Learn Task ﬂ Access the Learner Workbook to complete the Learn Task for this skill.

Gridlines

Gridlines are helpful when you want to align items on the page, such as images, shapes, etc. To
display gridlines on your page, on the View tab > Show group > Gridlines. You can then drag the
shape or object to align with a gridline or position on the page.

Learn Task © Access the Learner Workbook to complete the Learn Task for this skill.

Navigation Pane

Use the Navigation Pane to move the insertion point to a specific location within a document. If
you apply the Heading styles with the titles and subtitles in the document, this will set up the titles
in a hierarchical flow for the content.

Navigation " | Onthe View tab > Show group > Navigation Pane.

\ 5-
e . Headings - Displays an outline or hierarchical structure for the

headings used in the document

Text, comments, pictures... Word can find just about
anything in your document.

Use the search box for text or the magnifying glass for
everything else.
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Navigation v B
Search document 2~

Headings Pages Results

=
Carpaorate Profile
4 Tolana Environmental Consulting
MNew Yark
Cape Town
Toronto
London
Tokyo
Sydney
4 Tolano Adventures
Cape Town
Toronto
London
Tokyo
Sydney
Seattle
4 Company Policies
Network Access
Business Expenses

IT Requirements

Navigation v o8
Search document 0~

Headings Pages Results

=

POLICIES AND PROCEDURES)

Navigation v
Search document 0o~

Headings Pages Results

Text, comments, pictures... Waord can find
just about anything in your document,

Use the search box for text or the
magnifying glass for everything else.

Unit 1: Getting Started

Pages — Displays each page of the document to show an overall view of each page in the
document so you find the page you want to move to

Results — Displays a message indicating how you can use the Results tab when you use the
Search field in the Navigation Pane

3290-2 © CCl Learning Solutions Inc.
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Learn Task (? Access the Learner Workbook to complete the Learn Task for this skill.
Assessments I Access the Learner Workbook to complete the Practice Exercise and Practice Questions.

Unit Assessment ﬁﬂ Access the Learner Workbook to complete the Objective Assessment and Create Project.
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Unit 1 Key Terms

Term

Definition

.docx

The file type associated with Microsoft Word 2007 and later and is

automatically assigned to the end of a file name.

Accessibility

A feature you can use to ensure that a document can be accessed globally on

Checker various devices for users with accessibility issues, such as visual or audio
impairment.
Backstage The view that appears when you select the File tab. It provides commands

that deal with the entire file.

Compatibility
Checker

A feature you can use to ensure that a document can be opened in older
versions of Word or in a different format that may be required for another
program.

Contextual Tabs

A hidden tab or menu that appears when objects, such as text, images, or
other elements are selected.

Dialog Box The button at the lower right of a Ribbon group that displays a dialog box or
Launcher pane with more options for specific features.

Document Afeature you can use to check a document for items you may not want others
Inspector to view if you share the document, such as personal information.

File Formats

The standard way that information is encoded in an electronic file. The file
format is indicated by the file name extension.

Go To Feature

A quick method of jumping to a specific page.

Gridlines

A feature to help align items on a page such as images and shapes.

Navigation Pane

When active, a pane appears on the screen to help you search for text and
displays the results by headings, pages, or a list of the results in the document.

Page Orientation

The direction of the paper for text flow. Portrait uses the length of the paper
vertically. Landscape uses the length of the paper horizontally.

PDF

A file format used to maintain the design layout and format of a file for
distribution to others, restrict the editing of file contents, or to make a file
smaller so it can be set up as a link on a website for downloading.

Quick Access
Toolbar

Contains popular commmands such as Save, Undo, and Redo. This toolbar can
be customized for those commands you use frequently.

Ribbon

A collection of tabs located directly below the title bar, which provides quick
access to commands required to complete a task.

Ribbon Groups

The groupings on each ribbon tab containing commands for specific tasks.

Ribbon Tabs A collection of command buttons organized into logical groups that relate to
a type of activity.
Save The command used to store a document.
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Save As The command used to save an existing document with a new name or to a
different location.

ScreenTip A feature in which a small pop-up window appears when a mouse pointer
hovers over an icon or button. The pop-up window will provide details that
explain the icon’s or button’s function.

Template Pre-designed document that can be used to create a specific type of

document. Setting up a template enables documents to have a consistent
look.

View Options

Different ways of being able to view the document, usually to assist in working
with the text, page layout, web layout, an outline, or reading.

Zoom

A feature that enables you to enlarge or decrease your view of the document.

40
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