CHAPTER 1

Getting Started
with Word

In this chapter, you meet the Word working environment, including
the Word Start screen and Backstage view, and you'learn the essentials
of navigating the interface with the keyboard and mouse and entering
text using the keyboard. You also learn about using Word on tablets,
phones, OneDrive, and Teams.
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Open Word and Use the Start Screen

Microsoft Word is the world’s most widely used word processing app. As of this writing, the
current version of Word is Word 2019, which runs on Windows 10 and on mac0S. This book
focuses on Word 2019 for Windows. Microsoft also provides versions of Word for Apple i0S devices,
which are the iPhone and iPod touch; for iPad0S, the iPad’s operating system; and for Android,
Google’s operating system for smartphones and tablets.

To use Word, you first launch it. This section shows you how to pin Word to the Start menu or to the
taskbar, and how to launch it from those locations.

‘ Open Word and Use the Start Screen

Pin Word to the Start Menu or to the
Taskbar

@ click start ().

The Start menu opens.

Q Locate the Word icon (i) and entry. For
example, scroll down.

Note: You can click Word (i) to launch Word.
© Right-click Word ().
The context menu opens.

@ To pin Word to the taskbar, click or highlight
More, and then click Pin to taskbar. 1

@ Click Pin to Start.
Windows pins Word to the Start menu.

Launch Word from the Start Menu
@ click start ().

The Start menu opens.

© Click Word ().

Word opens.

Note: You can get Word either by buying an

Office 2019 perpetual license or by paying for a
Microsoft 365 subscription. Microsoft is gradually !
moving to the subscription model, and this is
generally a better choice because the software receives ongoing updates as long as you subscribe, whereas the
perpetual license receives only bug fixes and some updates.
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Launch Word from the Taskbar
@ Click Word () on the taskbar.

Word opens.

Meet the Home Screen and Close
Word

When Word opens, it displays the
Home screen.

© If you have signed in to Microsoft
365, your ID appears here.

© The New area presents templates
you can click to start a new
document.

(@ You can click Search and type a u [P E——
search term to search for a
document or template.

@ The Recent list shows recent
documents. You can click a
document to open it.

@ You can click New to create
other types of new documents.
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What do the Pinned tab and the Shared with Me tab contain?
The Pinned tab contains a list of documents you have “pinned” to keep them available. This gives you an
easy way to open documents you use often.

The Shared with Me tab contains a list of documents that others have shared with you via Microsoft’s
OneDrive online service or through other means.




Understanding Office and the Cloud

Word and the other Microsoft Office apps, such as the Excel spreadsheet app and the PowerPoint
presentation app, offer full integration with Microsoft’s OneDrive online service, SharePoint
servers, and Teams collaboration app. This integration enables you to work no matter where you
are and which type of device you have available. For example, you can sign in to OneDrive on your
laptop or iPad and get to work in Word; or you can sign in to Teams and open a Word document for
editing directly in the app.

Sign In to the Cloud

Signing in to Office.com or your Microsoft
365 subscription connects your Office
programs to the world beyond your computer.
Office Online offers free access to the online,
limited-edition versions of Word and other
Office programs that you can use on any
computer. Purchasing a Microsoft 365
subscription gives you access to full versions
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@ Guy Hart-Davis
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of the Office desktop programs and the
online versions of the products. Signing in gives you access to online pictures and clip art stored at Office.
com and enables Word to synchronize files between your computer, OneDrive, and SharePoint.
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Take Your Personal Settings with You Everywhere

Word keeps track of personal settings like your recently used files and favorite templates and makes them
available from any computer. When you open a document, Word gives you an easy way to return to the last
location you were editing. This makes it easy for you to get back to work when you move from one

computer or device to another.

Your Documents Are Always Up to Date

Word saves your documents by default in the OneDrive
folder on your computer, from which you can access
them quickly. Windows then synchronizes this folder
with OneDrive in the background.
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Share Your Documents from Anywhere

You can share your documents both from within Word and from OneDrive. If the
document is stored on OneDrive, you can send the recipient a link so that they can
work with the original document. If the document is stored on your PC, you can

Send Link
Repors oo

() Anyons with the link czn edit
e T

maria_z_janes@cutiook.com| b4
send the document itself; you can also send the document from OneDrive to give e et
the recipient a separate copy to work with. T
[ s |
@ @
% send a Copy
Take Advantage of the Office Store F—— x
The Office Store contains add-in applications that work with Word : ——
to Suggested faryau

and the other Office apps. For example, the dictionary you use
look up words in Word does not automatically install when you

install the program. But when you need an add-on for Word, you

can download it from the Office Store.

Signiio for Word
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Explore the Word Window

Like most of the other Office apps, Word’s interface uses the Ribbon, a control strip across the top
of the window, and a Quick Access Toolbar that appears either in the window's title bar or below
the Ribbon. The Ribbon contains most commands available in Word, and the Quick Access Toolbar
contains frequently used commands.

O Quick Access Toolbar

Contains buttons that perform common
actions.

O Ribbon

Contains buttons organized in tabs, groups,
and commands.

@ Dialog Box Launcher

Appears in the lower-right corner of Product Development

many groups On the Ribbon’ CHCking this BUILDING COMPULSION INTO OUR DESIGN ESTHETIC

button (I) opens a dialog box or task AR ?
pane that provides more options. &“ N S — N A A

© Document Area

The area where you type and edit content. The insertion point, a blinking vertical bar, shows where text will
appear when you type.

@ Status Bar
Displays document information and the location of the insertion point.

@ View Shortcuts

Contains buttons to switch among Word’s different views of a document.
O Zoom Controls

Changes the magnification of a document.

O Microsoft 365 Indicator

If your name appears, you are signed in to your Microsoft 365 subscription. You can click = to display a menu that
enables you to manage your Microsoft account settings. If you are not signed in, this area shows a Sign In link.

@ App Window Controls

These buttons enable you to control the appearance of the app window. You can minimize the Ribbon, and
you can minimize, maximize, restore, or close the app window.

€ Title Bar

Shows the document and app titles.




Sign In to Your Account

CHAPTER
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You can use Office.com or your Microsoft 365 subscription to work from anywhere. Once you sign
in, you can use the free Office online apps, such as the Word app. Word remembers some of

your personal settings such as your Recent Documents list so that you always have access to them.
Desktop product users typically sign in using a Microsoft 365 subscription.

When you work offline, Word creates, saves, and opens your files from the local OneDrive folder.
When you reconnect, Word uploads your changes to the cloud automatically.

Sign In to Your Account

0 Open Word.

The Word Home screen appears.
@ Click the Sign in link.

Note: If you are viewing a document, you
can click the Sign in link in the upper-right
corner of the screen.

The Sign In window appears.

e Type the Microsoft account email
address associated with your Microsoft
365 subscription.

O Click Next.

Note: If the Enter Password window
appears, type your password, and click Sign
In.

@ Your name in this area indicates that
you have signed in to Microsoft 365.

e If you need to sign out, click your
name, and then click Sign out in the
pop-up panel that opens.
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Work with Backstage View

ou can click File at the left end of the Ribbon to display Backstage view. Backstage is the place

to go when you need to manage documents or change program behavior. In Backstage view,
you find a list of actions that you can use to open, save, print, remove sensitive information, and
distribute documents as well as set Word program behavior options. You can also use Backstage to
manage the places on your PC’s hard drive, on your network, or in your OneDrive space that you use
to store documents.

Work with Backstage View
@ Click File. o=
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‘Why Train Your Cat?
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Tratming vl need patience, persistance, good
humor—and maybe even some uck. But you can manage it -
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Backstage view appears.

Good afternoon

O The left pane acts as a menu for
navigation and commands for
manipulating Word and the active
document.

v New
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[
new documents and open recent .
oy Search
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© click New.
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Training Your Cak.ckocr - Seved ko fhis PG WMtia fores . ® @ * - o x

New

The New pane appears.

( You can double-click a template in the
New area to quickly create a document
based on that template.

@ You can click Search for online
templates and type search terms to
search for online templates.

Blark dacument B steps Ietterhead Rlag past

@ You can click a Suggested Search to
display templates in that category,
such as Resumes and Cover Letters.

Aa
e Click Info. Take a tour
-
Widenime o Weed Singl sparsd (hlank]
The Info pane appears. S —— o =
JA B
© You can view information about Info
the document and its properties, e
such as its size and last modified [ oo | [ 28 se | [@ coryrt | [ sponristocion
date. A Protect Document Properties -
. ] dC::::::“fuﬂwuufdunneswvln make b this Sive 10kn
(@ You can take actions, such as Docmer - ' e .
inspecting the document or o i Trne mmﬁ
. . @ ||'1_Speﬁ D_ocu_w_-ent ﬂ Title Add # title
managing it. e (R O
Issues b Aol mes Add coenme: Aits
o Click Back ([&)). - Retstzo Dats &
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. = View and restore previous versions, Crested 320/ 250 PM
Word closes Backstage view and - i
redisplays the open document. ke
ﬁ Manage Document 0 e @ ity Hart-Davis
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What does the Options link in Backstage do?

Clicking Options in the left pane in Backstage opens the Word Options dialog box. This dialog box contains
scores of options for configuring Word to look and behave the way you prefer. You will explore the Word
Options dialog box at various points throughout this book.
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Change the Color Scheme and Background

he Office apps include several themes that you can apply from the Account screen in Backstage

view or from the Word Options dialog box. The Colorful theme gives each app a different main
color—navy blue for Word, forest green for Excel, and so on. The Dark Gray theme, the Black theme,
and the White theme apply the name’s shade to each app.

You can also apply an Office background, such as Clouds or Tree Rings, to an app. The background
graphics appear on the right side of the title bar.

Change the Color Scheme and Background

Note: The color scheme and
background apply to all the Office o 5

. E] ' CaliifBady) |1 <[ AT A Ra- Ay T -
apps, so if you change the color S S g
scheme and background in Word, the d ¢ ¢ G ¢ el al
changes appear in Excel, PowerPoint,
and the other apps as well.
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Introduction

Disclaimer

The ndvice i this articie is provided ns-is, and o8 such without ony guorantes. The author ond peblisher
cannet be held fiable for eotions inspircd by reading this orticle,

Taking Dut 2 Laan

It's a great timz az an Indhvidual, businesz partmer or a small business owner to take out a loan, whether
you're looking to imprave your gquality of life, or buy news hardware, firmware, or software to help your
smzll enterprize coar ta new heights (or dive to new depﬂu}.]

Howweever, tiere are g lew Tactors you nesd to consider belore you sign a deal:

= The amount of interest you'll be peying (and how it cormpares to inflation) -]
Pageleft  12weds [ Ergllsh Track Changes: OF  insert Diroas W [ H B -- 1 + N7
Backstage view opens. Lo g v - S wnere @ ©® 7 - 0 X
. Account I
@ Click Account.
Th A t User Infarmatian Product Infermation
e Account pane appears. B )
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€@ Click Office Theme (). e
Subscription Product
. . Account Privacy icrosalt Office
The Office Theme drop-down list iameriine o
OpenS. Dffice Background: ;‘ :c:‘;i; g
[ N Backgrourd -] Manag | | trangeLizenas |
e Click the Office theme you want. Office Theme: . e g | OffceUpisis .
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Office Insider
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I About Werd
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Moot | Copyright infommtion
Merd Version 2002 (Build 1252720276 Click-te-Fur)
Monthly Charel
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Word takes on the colors of the

theme you chose. 8
Note: Some theme changes are more Product Information
subtle than others. > - Office

e Click Office Background ().

@ Move the pointer ([;) over a
choice in the menu to highlight
that choice.

O A background pattern appears
at the top of the window. The
pattern remains as you work
on documents.

0 Click the pattern you want to
use, or click No Background.

P Y Lisr-Taking fchice.dacy - Saved = 2 Mrae= @) T - 2w

Q Click Back (&) to return to your bome  wn s lwet e vl e v b = st | [© comenonts
document. CRy gy Eimt T & & aa- | | E= 801 aelben AaBl .2 0
et -& B LU am ok x R £ A . v B Thrral | 1M Spar., Hesding 1 5 | E4ERG et

The Ofﬁce theme and background Cipboard & Fert, L Pamgran ] styies i walce ~

you selected appear.

(© The background appears in the
title bar. Are You Brave (or Foolish?) Enough to Take Out

a L.one Loan Alone, in Person or Over the Phone?

Introduction

Dizclzimer

The atdvice in this article is provided 6515 ond a5 such without ony guarentee, The suther and publisher
cannot be held linbie for actions Inspired by reoding this orticle.

Taking Out a Loan

It's o grest time os an individeal, business portner or a small business owner to toke out o loan, whether
wou're looking to Improve your qualkty of life, or buy newr hardware, frmware, or software to help your
small enterprise soar to new heights (or dive to new deplhshl

However, there are a few factors you need te consider before you sign a deal:

®  The amount of interest you'll be paying {and how it compares to inflation}

Fagelof1 IMwerds L Cnglakiu i Changes: &

What is the point of the Office backgrounds?
The backgrounds add a small amount of visual interest to the app’s interface. Some people like the
backgrounds; others consider them pointless.
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Locate Commands on the Ribbon

ord’s Ribbon contains a huge number of commands, and it can be difficult to remember where to
find a command you do not use frequently. To help you locate Ribbon commands, Word provides
the Search feature.

You can still use the Ribbon directly, as described in the next section, “Give Commands Using the
Keyboard and Mouse.” The Search feature is most useful when you are not sure where on the Ribbon
to find the command you need.

Locate Commands on the Ribbon

o Open a document.

Note: See Chapter 2 for details on opening | [} cmiwe s ssme s =02 =
documents. ey B IU-mn A L- A

© click Search (.0).
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Training Your Catl

This free datasheet provides all the information you need to train your cat effectively
to sociahize with vou and to respond appropriately to simple and commenly useful
commands.

Why Train Your Cat?
Whether you consider yourself to be an "owner" or a *companion” of your cat, it's
umportant that you and your cat enjoy a positive relationship.

Feople have different expectations of such relationships—but whatever your
expectations, vou will almast certainly need to
get vour cat to take actions vou want, For
example, vou may need vour cat to come to you
50 ¥Ou Can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trip to
‘the vet’s without resistance or distress—going to
‘the vet’s will he much easier with a cooperative
ur feline.
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The Search pop-up panel opens.

ome  Insert Tefe: o Share T Comments

File Desan Layaut

@ The Recently Used Actions list shows [T oo & & aa g paboc| | |2
. Pmeg- G R Moo m ]S Lo o = i © ? Mg | | Pt | Ticite
some recent actions you have taken. : i 0, . ' i
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. . [ Prepeesfor Districation »
@ The Suggested Actions list suggests B s ;
Training Your Caﬂ
Options that may be usefuL This free datashest provides all the inf < Fre effectively
Lo socialize with you and Lo respond dppmpnalely Lo simple and commonly uselul
vormmands,
Why Train Your Cat?
Whether you comsider youraelf ta be an "owmner” ar a “companion” of vour cat, its
impaorlant that you and your cal enjoy @ positive relationship.
Peaple have different expectations of such relationships—hut kS
expectations, von will almost certainly nead tn
el your cal to take aclions you want. For
example, you may need your cal Lo come Lo you
50 ¥OU can put on or acjust its collar, or you may
need your cat to enter a travel basket for a trip to
the vet’s without resistance or distress—gomng 1o
the vet’s will be much easier with a cooperative
or felina.
Is it Passible to Train Your Cat? "
Training will nead patience, persistence, good
humor—and mayhe even some lock. But you can manage it.
FEBMRT TS e SRR Cunies will ninink ant that venr cat is eonatanth
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e Type a brief description or a keyword  puwwr=gEm—
describing what you want to do. Fe o tome met  desan
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commands.

or feline.

This free datasheet provides all the information yvou need to train your cat effectively
ta socialize with you and to respond appropriately to simple and commonly nseful

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “compamen” of your cat, it's
umportant that you and veur cat enjoey a posifive relabonship.

People have different expectations of such relationships—hbut whatey
expectaticns, vou will almost certainly need to L e
get your cat to take actions you want, For

example, vou may need your cat to come to you TQ

a0 you can put on or adjust its collar, or you may
need your cat to enter a travel hasket for a mip to
the vet's withaut resistance or distress— going to

the vet's will be much easier with a cooperative

Is it Possibla to Train Your Car? g —
Pagefof2  iSEwords (I English fnited Stebes)  Track Cranges: O insent —————t i

Will I need to type a description of the action I want to
take if it is the same action I have previously taken?
No. The Search box remembers your previous searches and
displays them on the menu that appears when you perform
step 2.

Can I delete my previous searches?
No. The Search feature retains your
searches in the Recently Used section of
the menu that appears when you click in
the search box.

15



Give Commands Using the Keyboard and Mouse

ou can keep your hands on your keyboard and select commands from the Ribbon or the Quick
Access Toolbar, or you can use the mouse.

The Ribbon contains buttons organized in tabs, groups, and commands. Tabs appear across the top
of the Ribbon and contain groups of related commands. Groups organize related commands; the
group name appears below the group. Commands appear within each group. By default, the Quick
Access Toolbar appears above the Ribbon and contains the AutoSave switch and the Save, Undo,
and Redo commands. To customize the Ribbon or the Quick Access Toolbar, see Chapter 11.

Give Commands Using the Keyboard and Mouse

Give Commands with the Keyboard

o If appropriate for the command you intend
to use, place the insertion point in the
right word or paragraph.

e Press (1] on the keyboard.
@ Shortcut letters appear on the Ribbon.

© Shortcut numbers appear on the Quick
Access Toolbar.

e Type a letter to select a tab on the Ribbon.

This example uses (2), which activates the
Layout tab.

The appropriate tab appears. In this
example, the Layout tab appears.

@ Letters for each command on that tab
appear.

O Type the letter or letters to select the
command you want to run.

For example, type SA to select the Space
After box in the Paragraph group.

If appropriate, Word displays options for
the command you selected.

e Type a letter or use the arrow keys on
the keyboard to select an option.

Word performs the command you
selected, applying the option you chose.
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Give Commands with the Mouse

Home: Insert Drav
o Click in or select the text or B & | s i
paragraph you want to modify. - % o

Bold (Cirl+B)

e Click the tab containing the
command you want to use.

e Move the pointer over the
command you want to use.

Malka your test bald.

feport by Ko

(© Word displays a ScreenTip
describing the function of the
button at which the pointer ([})

This ducume:

This dacume

Industrial Trends on the Yucatan Peninsula

Purposes of This Document

Contents of This Document:
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Clipbeard & Font
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5 of This Document

Can I toggle between the document and the
Ribbon using the keyboard?

Yes. Each time you press (£, Word changes the focus of
the program, switching among the document, the status
bar, and the Ribbon, in that order. When the focus is on
the status bar or the Ribbon, you can press to move
the focus to the next control, or press ELJ+E20) to
move the focus to the previous control.

What do the small down arrows below or beside
buttons mean?

The small arrow (=) on a button means several
choices are available. Click the button directly to
apply a default choice. Click = to view additional
options. As you move the pointer () over the
two parts of the button, Word highlights one or
the other to alert you that you have more choices.
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Using Word on Tablets and Phones

ou can use Word and the main Office apps on many tablets and phones as well as on PCs.
Windows 10 tablets can run the full versions of the apps, and you can switch to Touch mode to
make the interface easier to use with your fingers.

Microsoft also provides versions of Office for the iPad as well as the iPhone and iPod touch, and for
Android phones and tablets. These versions of the apps look substantially different but provide most key
features, including OneDrive connectivity, enabling you to continue your work no matter where you are.

| Using Word on Tablets and Phones |

Start a Program

0 Tap Start ().

@ The Windows 10 Start menu for Tablet
Mode appears.

Note: If Word (i@ll) appears at the top of
the Start menu, tap it.

© Tap All apps.

The All Apps screen appears.
© Tap Word ().
Word opens.
0 Tap the document you want to open.

The document opens.
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Using Touch/Mouse Mode
o Tap Customize Quick Access Toolbar ().

© Tap Touch/Mouse Mode.

(© Word adds the Touch/Mouse Mode button to
the Quick Access Toolbar.

Note: By default, each Office program displays
the screen in Mouse mode.

€© Tap Touch/Mouse Mode (&)

The Touch/Mouse pop-up panel appears.

O T2p Touch.

@ Word enlarges the Ribbon, adding space
between the controls and collapsing
some groups into buttons, as needed to
fit the screen.

(C g

Cpzuand

e Tap to position the insertion point. = 0
(© The on-screen keyboard appears. Q

You can then type on the on-screen 0' A
keyboard. .
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for Microsoft Word.

for a subscription.

Where can I get Word for i0S, iPad0S, and Android devices?
You can get Word for i0S or iPad0S from the App Store. On your iPhone, iPod touch, or iPad, tap App Store
on the Home screen, and then search for Microsoft Word. Similarly, you can get Word for Android on the

Play Store. On your Android device, tap Play Store on the Home screen or the Apps screen, and then search

You can use the basic features of these apps for free. But to use the apps’ full capabilities, you must pay
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Using Word in OneDrive and Microsoft Teams

rom OneDrive, you can use the Word online app to open and edit Word documents with the same
basic editing tools you use in Microsoft Word. Similarly, after signing in to Microsoft Teams, you
can open a Word document for editing directly in Teams.

Both OneDrive and Teams provide a streamlined version of Word with fewer tools and commands than

the full desktop version.

Using Word in OneDrive and Microsoft Teams

Using Word Online from OneDrive
@ sign in to OneDrive at onedrive.live.
com.

o Open the folder containing the
document you want to open.

e Click the document you want to open.

The document appears in the Word
online app in another tab in the
browser.

@ The insertion point appears, and
you can edit as normal.

© The Ribbon contains fewer tabs
than in the desktop version.

@ You can click Open in Desktop
App to open the document in
Word, assuming Word is installed
on the computer.

Note: The Word Online app automatically
saves changes, so you do not need to
save them explicitly.

e When you finish working in the
document, click Close ().

The document closes.
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Using Word in Microsoft
Teams

o Open Teams as usual. For
example, click Start (EH),
and then click Microsoft
Teams (ifs).

Microsoft Teams opens.

© Click Teams (F%) in the
navigation bar.

The Teams list appears.
e Click the appropriate team.
@ Click Files.

The Files pane appears.
e Click the file you want to open.

The file opens, and you can
work with it.

() For example, you can select a
paragraph, and then apply a
style to it.

Note: The Office Online apps inside
Microsoft Teams automatically save
changes, so you do not need to save
them explicitly.

@ You can click Open in Desktop
App to open the document in
Word, assuming Word is
installed on the computer.

When you finish working with
the file, click Close.

The document closes.
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What does the Conversation button in Microsoft Teams do?
Click Conversation to open the Conversation pane so that you can hold a conversation with fellow team
members. For example, you can discuss the changes needed to a document as you work on it.

21



Work with the Mini Toolbar and Context Menus

ost of the formatting commands appear on the Home tab in Word, but you have alternatives to

format text. Without switching to the Home tab, you can format text using the Mini Toolbar,
which contains a combination of commands available primarily in the Font and Paragraph groups on
the Home tab.

You also can use the context menu to format text without switching to the Home tab or the Review
tab. The context menu contains the Mini Toolbar and a combination of commands available primarily
in the Font group and the Paragraph group on the Home tab and on the Review tab.

Work with the Mini Toolbar and Context Menus

Work with the Mini Toolbar
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e Click any command or button to perform {6 your cat 1o take actions you war, For
. . . example, vou may need your cat to Come to vouw
the actions associated with the command S0y o st s clla, o ou iy
or button. v ot oo e o
feline.

Is it Possible to Train Your Cat? g e
Training will need patience, persistence, good
humor—and mavhe sven some ick, But von can manage it.

© Word performs the action on the selected
text.
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‘Why Train Your Cat?

Whether you consider yourself to be an “owner™ or a "rompanion” of your oat, its
important that yeu and your cat enjoy a positive relationship.

People have different expectations of such relations ‘hut whatever your
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Work with Context Menus
o Select text.

(© The Mini Toolbar appears.
@ Right-click the selected text.

@ The context menu opens.

Note: You can right-click anywhere in
the document area, not just on selected
text, to display the Mini Toolbar and the
context menu.

e Click a command or button to
perform the associated action.
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How do I turn off the Mini Toolbar?

Click File and then click Options to open the Word Options dialog box. Click General in the left pane to
display the General category. Go to the User Interface Options section, and then click Show Mini Toolbar
on selection ([_] changes to [«*]). Click OK. The Word Options dialog box closes.
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Enter Text in a Document

ord makes text entry as easy as possible. By default, Word uses Insert mode, in which any text
to the right of the insertion point moves along to accommodate the new text. When the text
reaches the end of the line, Word automatically wraps it to a new line, so you need to press (E123
only when you want to start a new paragraph.

When you want to use white space to align or position text, press rather than E22000. See
Chapter 6, “Formatting Paragraphs,” for details on settings tabs.

Enter Text in a Document

Type Text

o Type the text that you want to appear
in your document.

O The text appears to the left of the
insertion point as you type.

© As the insertion point reaches the end
of the line, Word automatically starts a
new one.

Press (Z11] only to start a new
paragraph.

Separate Information Using Tabs
0 Type a word or phrase.

o Press [205).

To align text properly, you can
press to include white space
between words.

Some white space appears between
the last letter you typed and the
insertion point.

e Type another word or phrase.
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Dear Hank,
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Enter Text Automatically

o Begin typing a common word,
phrase, or date.

O The AutoComplete feature suggests
common words and phrases based
on what you type.

@ You can press (Z12] to let Word
finish typing the word, phrase,
or month for you.

You can keep typing to ignore
Word's suggestion.
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| regret to Inform you that | cannot accept the healthcare contract you heve offered. The co-pay rates
are too high across the board. even when compared with other speclalist providers.

Please call me on one of the following dates:

22 Qclober 3PM - 5PN
31 Qctober SAM — 12PN
22 Novemier|

[ English jurked States)  Tracc Changes: O Insert Difeo: 1 BN B - —1——+ 1™

Why should I use rather than to include white space between words?

Typically, you include white space between words or phrases to align text in a columnar fashion. Most fonts
are proportional, and each character takes up a different amount of space on a line, so using spaces does not
usually align words exactly. Tabs, however, are set at specific locations on a line, so when you press (73, the
text will be aligned precisely with the next tab stop. For details on tab settings, see Chapter 6.
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Move the Insertion Point Around a Document

You can move the insertion point around a document quickly by using either the keyboard or the
mouse. Clicking with the mouse to place the insertion point works well when the new location is
already on the screen, but using keyboard shortcuts is usually quicker for moving the insertion point
longer distances. For example, pressing (£1)+End is normally a faster way of moving the insertion
point to the end of a long document than scrolling and then clicking.

Move the Insertion Point Around a Document

Move the Insertion POint by One AutoSave (@ of) = v = Training Your Cat.do
Character ' .
File Home Insert Design Layout References Mailings Review
Note the location of the insertion o
o B I
pomt. |:| B Calibri Light (Hea ~ 16 ~ w o EET e || B =T e BZE
Paste o R AL | E===12. - B
© Press O. | BlU-bax X RA-L-A- === 8- -5
Clipboard & Faont ] Paragraph

@ Word moves the insertion point one
character to the right.

Training Your Cat

This free datasheet provides all the information y

to socialize with you and to respond appropriately

You can press (3, €3, or £ to move
the insertion point one character

left, up, or down. commands.

Pressing and holding any arrow Why Train Your Cat?

key moves Fhe msertmn. point Whether you consider yourself to be an “owner” or|
repeatedly in the direction of the important that vou and vour cat enjoy a positive ri
arrow key.

You can press m'i‘ or m+ AutoSave @ o) [F] D~ PG Training Your Cat.docx -
to move the insertion point one File Home Insert Design Layout References Mailings Review  View
word at a time to the right or left.

ﬁj A | [CalibriLight (Hea ~|16 «|A” A" Aav Bp [ISvi=v = == 4 @
Note: When the insertion point is inside Paste § Hoif M o D s Do -
a word, pressing (£1)+(3 moves the

insertion point to the beginning of that

d. 0
wor Training Your Caﬁ

This free datasheet provides all the information yvou ne
to socialize with you and to respond appropriately to s
commands.

Clipboard M Font ] Paragraph ]

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “cq
important that you and your cat enjoy a positive relatio
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Move the Insertion Point by
One Screen

o Note the last visible line
on-screen.

Page
o Press

© Word moves the insertion point
down one screen.

9 You can press Egge to move the

insertion point up one screen.

© You can click 4 to scroll up
or = to scroll down one line at
a time in a document.
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CHAPTER

Getting Started with Word 1

Training Your Cat

‘This free datasheet provides all the information you need to tram your cat effectively
tn ancialize with von and to respond appropriately to simple and commanly naeful
commands,|

Wy Train Your Cat?
Whether you cansider yourself ta be an “owner” or a "companion” of yaur cat, it's
important thal you and your cal enjoy a positive relationship.

Peaple have different expectations of such relationships—but whatever your
cxpectations, vou will almost certamly need to
get vour cat ta take actions vou want. For
example, you may need vour cat to come fo you
80 you can put on or adjust its collar, ar you may
need your cat to enter a travel basket for a trip to
the vet’s without resistance or distress—going to
the vet's will be much easier with 4 cooperative
feline.

Iz it Puszible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck, Bul you can manage il

“‘#ﬂm \'_N,mu:s will point nul that vour cat is cunntantl}-{ -]
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. 2 training you as you interact with her. I'or example, can
. % —— your val cause you to [ill her bowl, or maybe scratch
- her behind the ears? If so, you've been tramed! And if
you come from a cat-loving family, cats may have been
training you all your life...
What Fxpactations Should You Have for Training Your
Cat?
Great guestion!
Az vou well know, cats have a reputation for being hard
Lo train. Butl that deesn't mean you shooldn't toy—it
just means you'll need to put in more planning,
preparaticon, and effort.
B & will be richly rewarded
You can experience greater closeness and deeper understanding with vour cat after
only a few weeks of training, and the bond will only get stronger with time and
patisnce.
‘When Should You Bagin Training Your Cat?
Dr. Sigmund Minitsaka, Veterinary Psychologist at the University of Svalbard, believes
th.al you shou]dbegm tramm.g ;«cm're cat al the age of zu d.a?s 1‘hare are many :0
Pagi Tal2  SSiwards . [[ Enalih(Liad Stales Tk cangen O insert Tireas W LEN @ - * + h

page?

How do I quickly move the insertion point to the beginning or the end of a document or to a specific

Press (1) + (00 or (B0 +(E1) to move the insertion point to the beginning or to the end of a document.
To land on a specific page, press (i) to display the Go To dialog box, type the number of the page, and
press (2. Press (E1111)+(5) to move the insertion point to the last place you changed in your document.
To move the insertion point to a specific location, use a bookmark; see the section “Mark and Find Your
Place with Bookmarks” in Chapter 3, “Entering Text in Documents,”

for details.
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Switch Document Views

ord provides five main views for viewing your document: Print Layout view, Web Layout view,

Outline view, Draft view, and Read Mode view. The next section, “Understanding Document
Views,” explains the differences between the views, whereas this section shows you how to switch
among the views by using the buttons on the status bar and on the View tab of the Ribbon.

Switch Document Views

o Click View.
The View tab appears.

o Click one of the buttons in the
Views group on the Ribbon:
Read Mode, Print Layout, Web
Layout, Outline, or Draft.

Word switches your document to the
view you selected.

Note: In this example, the document
switches from Print Layout view to Outline
view, showing two outline levels.

@ In Outline view, the Outlining tab
appears on the Ribbon.

(@ Buttons for three of the views also
appear at the right edge of the status
bar; move the pointer ([}) over each
button to see its function, and click a
button to switch views:

Ed—Read Mode
[E—Print Layout
EE—Web Layout
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Training Your Cat

‘This free datasheet provides all the mformation you need to tran your cat effectively
ta ancialize with von and to respond appropriately to simple and commaonly uaeful
commands.

Wy Train Your Cat?
Whether you canzider yourself to be an “owner® or a "rompanion” of your cat, its
irmporiant thal you and your cal enjoy a positive relationship. |

Peaple have different expectations of such relationships—but whatever your
cxpectations, vou will almost certamly need to :
get vour cat ta take actions von want. For
example, you may need vour cat to come to you
50 you can put on or adjust its collar, or you may
need your cat te enter a travel basket for a trip to
the vet’s without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

Iz it Puszible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck, Bul you can manage it.

L Cynics will point out that your cat is constantly
T e R & - 3 ;
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® Training Your Cal
@ This free datasheet provides all the mformation you need (o tram
vour cal elfectively (o sociallze with vou and to respond appropriately
o sttmple and commonly usetil commands.
& Why Train Your Cat?

o Whether vou constder vourself to be an “owner” or a “comparnion”
of your cal, {05 imporiand tat you ad powr cal @njoy o posilive
relationship |

= Poople have different expectations of such relationships—but
wharever your expecrarions, you will almost cerramly need o
Tt your caf to take actons yon want For example, you may
need your cat to ComE to you S0 you can put on or adjust irs
collar, or you may need your cal o enter 3 ravel baskel or a
Tip 1o the ver's Without resistance of distess—going o the
ver's will be much easter with a cooperarive feline.

& s it Possiblz to Train Your Cat?

= Traning will need parience, persistence, good humor—and
mayhe even some luck, AUt you can manage 1.

& Cymics wall point ot that your cat 15 constantly traming you as
vou interact with her. For example, can your cal causs you to
Il her bowl, or maybe scratch her beiind the ears? I 5o,
vou've been trained! And 1f you come from a cat loving family,
cars may have been rrainmg you all your life

@ What Expectaticns Should You Have For Trining Your Cal?

o GUEAT quastion!

© As you well know, cats have a reputation for being hard to
Lrain. Bul that doesn't mean you shouldo't oy—it just means
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CHAPTER

Understanding Document Views

ou can control the way that you view your document by choosing from five different views: Read
Mode, Print Layout, Web Layout, Outline, and Draft.

Read Mode View

Read Mode view, which supports tablet motions, optimizes your document
for easier reading and helps minimize eyestrain when you read a document
on-screen. This view removes most toolbars. To return to another view,
press (Z.3); alternatively, click View, and then click Edit Document.

Print Layout View

Print Layout view presents a “what you see is what you get” view of your
document. In Print Layout view, you see elements of your document that
affect the printed page, such as margins, headers, and footers.

Firana ik e e e v e ke

= =1 e, e sk (he s v Readan s e 18 1be g

Web Layout View

Web Layout view is useful when you are designing a web page because it
displays a web page preview of your document.

Draft View

Draft view is designed for writing and editing text; it displays text
formatting, but it does not display your document the way it will print.
Instead, you can view elements such as the Style Area—which shows the
formatting style for each paragraph—on the left side of the screen, but
you cannot view certain document elements such as graphics or the
document’s margins, headers, and footers.

Outline View

Outline view helps you develop and edit the organization of a document. Word
indents text styled as headings based on the heading number; you can move or
copy entire sections of a document by moving or copying the heading. You also
can display the Style Area to show the style names.
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Work with the Navigation Pane

Word’s Navigation pane helps you navigate through long documents. The Navigation pane appears
on the left side of the Word window and contains three tabs: the Headings tab, the Pages tab,
and the Results tab.

The Headings tab displays the document’s headings in a collapsible view that works like a smaller
version of Outline view. You can expand and collapse headings, as needed. The Pages tab displays
page thumbnails that enable you to navigate quickly by eye. The Results tab enables you to navigate
among search results and among objects, such as graphics, tables, or comments.

Work with the Navigation Pane

Navigate Using Headings
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CHAPTER

Getting Started with Word 1

O Click to select any heading you

Want tO displ_ay Flo Heme msert  Design Layout Acforences  Mailings Revimwr v\;m Help & Share O Comments.

EEIEE 0N (EE| QR S B B 6

. . . fead | Prnk Web Forus Immersive | Memital Sce | Show  Zoom 100% B Amenge il ' Swech Moms  Propeties

@ Word moves the insertion point to o e e | Bl | dlEh et A
- N o e | |
that heading in your document. e - ox e N ;

—azud raay o souese Liscke Bul e can sesanage it
= ? yries wll potnr car that yoor 6t 15 consranly
ARG FoU 36 Vou lareract vith ber. For , can

Resuts your cat cause you to Al her bovd, or maybe soratch
-+, hex helind the ears? B o, yom've hean matned! And if
* vou come fram a catloving Family, cats may have been

Tralring you all vour Hfe. .

Headings  Fages
4 Tining Vour Cat

Wy Train Vour Cat?
it Pessible to Train Your Cat?
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() Word selects that page in the
Navigation pane and moves the
insertion point to the top of that
page. Word surrounds the current
page’s thumbnail with a heavy
blue border.
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How do I control what headings appear?

and Heading 3 levels.

On the Headings tab in the Navigation pane, right-click any visible heading to display the context menu.
Click or highlight Show Heading Levels to display the Show Heading Levels submenu, and then click the
lowest heading level you want to display. For example, click Show Heading 3 to show Heading 1, Heading 2,
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Using Focus Mode

hen you need to concentrate on the contents of a document rather than its formatting or
layout, you can switch on Focus mode from the Ribbon or from the status bar. Focus mode
hides the title bar and window frame, the Ribbon, the status bar, and the scroll bars, leaving the

document’s contents displayed full screen.

When you need to use the Ribbon, you can display it temporarily by moving the mouse pointer up to
the top of the screen. You can then issue a command as usual. Once you have done so, the Ribbon

hides itself again.

ng Focus Mode

0 Click View.
The View tab appears.
© Click Focus.

Note: If Focus Mode ([) appears on the status
bar, you can click it to switch to Focus mode.
To add this button, right-click the status bar,
and then click Focus on the Customize Status
Bar menu that opens.

Word displays the document in Focus mode,
hiding almost all the controls.

e When you need to use the Ribbon, move
the pointer to the top of the screen.

The Ribbon reappears.
You can issue a command as usual.

When you want to stop using Focus mode,
click Restore Down ([]).

Note: You can also click Focus Mode (&) on
the status bar to stop using Focus mode.
Alternatively, press (9.

Word switches back to the view you were
using before.
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The Bread Baking Newsletter

August Issue
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1 cup ralsing
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‘Welcame o the Aracd Brklng Sewsistter for August] This lsur ghins yau great new rcipes,
Brings you up te date on all the latest improvements we've made 1o our website, 2nd
‘takes you on @ wisit 1o the best stenegreund flour mill in Nerthern California,
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The Bread Baking Newsletter

August lssue

Welcome to the Sreod Beking Mewsistter for August! This issue ghves you great new recies,

brings you up to date on all the latest Impravemants we'va made to cur websita, and

takes you on a ustt 13 the bast steacgraund floar mill In Nartharn Calfarnia, |

Breaking News

W have 20 places left In our
biresd-baking sy fo
Cictoher. Sign up naw using
the form on page 4,

The nestt class will take place
i Januzry. Pul your name
dowen an the list, and we”
send you ditalls 33 soon as
they're auailable.

Raisin-Nul Bread

This delicaus loaf takes anly
meautas o ik and will be &
Tawarite with all of the famiky.

Inredicnts

4 cups white flour
7 cups water

1 teaspoon salt

1eup walnuts
1 oup raising

The Imporiance of
Stoneground

I you've decided to bake
yitse s bread, take
next step aad insist on
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Mest pecale think there's no
great difference betwaen
stanegraund and regular
flour, but with 2ven a few
days af tasting, you'll ke able
o toll which s which, We'ra
sure that you'll prefer the
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o stoacgraund flor IF yra
give it a fews mouthfuls.

Stoneground flaur 15 also
mwch fesalthier Tor you than
ragular Floar, As it name
suggnsts, stanoground flaur
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‘whereas regalar flour is
siaphy srashed by stesl
rollers a1 high speed.
Millstanes mill grain much
mare: genthy than steel
rollers, and the irregular
surlsce of Lhe stones
produces fians with fextare.
Wiz won't gat techalcal hare,
bt the miller can “dress” Lhe
millstones I diffarent ways
ta make them produce flours
with different lextures.
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Using Immersive Reader

CHAPTER

|

hen you need an even more focused reading experience than Focus mode provides, you can use
Word’s Immersive Reader feature. Immersive Reader provides a set of tools to help you focus on

the document’s text.

Immersive Reader enables you to narrow the focus to one line, three lines, or five lines. You can
change the length of those lines by adjusting the column width setting, from Very Narrow through
Narrow and Moderate to Wide. You can have Word add spacing between the characters, display

syllable breaks, and even read the text aloud.

Using Immersive Reader ‘

0 Click View.
The View tab appears.
e Click Immersive Reader.

Word switches the document to Immersive
Reader view.

@ The Immersive Reader tab appears on the
Ribbon.

€© Click Column Width, and then click Very (€
Narrow, Narrow, Moderate, or Wide.

O Click Page Color, and then click the page
color you want.

o Click Line Focus, and then click None,
One Line, Three Lines, or Five Lines, as
needed.

Immersive Reader applies the settings you
chose.

© You can click Text Spacing to add spacing
between letters and between lines.

@ You can click Syllables to display syllable
breaks.

() You can click Read Aloud to have Word read
the text aloud.

e Click Up («) to scroll up, or click Down (=)
to scroll down.

When you finish using Immersive Reader,
click Close Immersive Reader.
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Iraining Your Cat

This free datashest prevides all the information you need to train your cat effectively

to soclalize with vou and to respond appropriately to effordess and commonly useful

commands.

Wihy Train Your Cat?
‘Whether vou consider vourself an “owner” or a “compamen” to your at, it's important
that vou and vour cat or kitten' enjoy a good relanonship.

Vecple have different expectations of such relanonships  but whatever your
pxpreialisong, you will almost cerainly neod 1o -

Training

tine
Tus free ¢ = 11 The (A THAT0N Yo need T0 TN VOUT Cat effectvely 1o soclalize vith Voa and 1o respond
appropoE e 1 usaful commands.
‘Why Train
Wb@ﬂl!f! Eh"m fan “owner” or 2 “compann” 1 yoar car, it's mportant thar you and your 2t ar ke enjoy 3
gord ralal

Peaple bans diTerent of ol WlsaTeves Vour
o il lmest cervataly need to g8t YOUT Car £ t2ke actbns You AN, For example, vol
iy Tl VEAIE AT 10 CORLE 10 VO4 S0 Va0 Call O 6 of adjust its collar, or jou ey el
FOUT 621 19 enter 3 waved basket far 2 mip o the ver's vithout Tesistance of dismess.

5 1t Azasible ta Tran Your Cat?
QF coarse I 15 passible 1 waim your catl

Will need paTence, persistence, good Mimor—and mayte ven some ok, Fur yoL
R

D BT T e

T T
iREwars 1) ek ile Slalss Tifeus 1T

Bl e Wiew lek

Wherher you consider yoursell an

“owner® or a “companlen’ 9 FOUI

Word switches the document back to the view you were
using before.
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