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Finding or Creating a Document

1. Open Word to the Word Homepage
a. To create a new document, select either blank document or one of the
templates available.
b. Select more templates to search through all available Word templates.

Good morning

~ New

Take atour

.-

Blank document Welcome to Word Single spaced (blank) Blue grey resume Snapshot calendar Insert your first table of cont..

‘ L Search

Recent Pinned Shared with Me

[ Mame

c. To open a document, select open, then you can search for a document.
i. Your recent files will appear on this screen.
ii. Oryou can search for a file using the browse feature.

@ ROSETT | 2 Search

Documents Folders

0P Shared with Me

D Name
E@ This PC Pinned
Pin files you want to easily find later. Click the pin icon that appears when you hover over a file,
e
Add a Place Today
7 Browse @
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The Home Tab

1. Clipboard tools control selected text or objects.

a. To cut: Select the text you want to cut and select cut (ctrl + x). This will delete
it and add that text or object to the clipboard to paste.

b. To copy: Select the text you want to copy and select copy (ctrl + c) to add it
to the clipboard.

c. To paste: Select where you would like the text or object to be, and select
paste (ctrl + v)

d. Format painter allows you to replicate the created format of any section of
text onto other text. To use the format painter, select the text you would like
to copy the format of, then select the format painter button. This will change
your pointer into a paint brush when hovering over text. Select the text you
would like to change, and release.

w ‘éﬁ Format Painter

Clipboard M=

2. Font can help change the look of any document. Any text that is selected when you
select any font changes, will change along with your new selections. If no text is
selected it will apply to text you type after changing the selection.

a. To select a new font, select the down arrow, then the font you would like to
use.

Calibri (Body) -

b. To select a new font size, select the down arrow, then the size you would like
to use.

11 |

c. You can also change the capitalization, bold, italicize, underline,
strikethrough, or add subscript or superscript by making the corresponding
selection.

Reviewed 07.28.2021 Page 2 of 10



74

ASPIRUS Microsoft Word User Guide

HEALTH

d. To add WordArt, select the outlined A, and select the desired style.

e. You can also change the settings of the WordArt to change the selection to
better fit your document.

BEs-4A- BE===E
A AAAA
A A A
A A A APFE

To highlight text, select the highlight button, then the desired color.
o

/a\

g

f.

g. To change font color, select the font color arrow, then the desired color.

A .

3. Paragraph Tools:

a. Bullet Points allow organization of information, you can also select different
bullet looks.
gt Bullet Library
.
Mone ® O | - e
> || v
b.

Another way to organize information is by numbered or lettered lists. These
lists also can be changed depending on preference of style.

= w

Numbering Library
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c. Theindent tools allow you to add or remove indents easily. The left tool
removes the indent, while the right tool will add an ident.

L= =

d. The alighment tools allow you to align your paragraphs and objects either
left, center, right, or justify. Justify will spread your text evenly across the

pages.
E

e. Spacing can be changed using the spacing tool. The line spacing will change
the space between lines of paragraphs, while paragraph spacing will change
the spacing between whole paragraphs.

"=

=T

4. Editing:
a. The find tool allows you to search for any word or phrase, it will then show
the results in a list, as well as highlighting every appearance in the document.

Navigation T X
the X

37 results e Bk

Headings Pages Results

b. The replace tool allows you to search for a word or phrase and replace it with
something else.

Find and Replace 7 it
Find Replate GoTo
Find what: the w
Replace with:
Mare == Replace Replace All Eind Mext Cancel
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5. The editor button will run a spelling and grammar check on your document and give
you suggestions on what to change.

Editor TR
Total suggestions
Editor 0
Editor
Corrections
o
o

The Insert Tab

1. Adding Pages:
a. You can add a page break which marks where the information on a page
ends and moves any information under it onto the next page.

2. Tables
a. You can insert a table by selecting the size, drawing a table, importing a excel
spreadsheet, or inserting a quick table.
sk

Table Pictures Shapes |cons
- - - M

Insert Table

I I O
I
I I
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0

E Insert Table...
E:.Jf Draw Table
;|

ﬁ Excel Spreadsheet

FH Quick Tables >
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3. |lllustrations
a. To add any illustrations, first select the type of illustration, then select which
you would like to add. This will place the illustration where your cursor is
located.
i. Although many illustrations can be found directly in Word, you can
also add pictures or 3D models from your own files.
ii. The screenshot tool allows you to add a screenshot of any currently
open tab on your computer.

MDY O Bl e

Pictures Shapes |cons 3D SmartArt Chart Screenshot
= = Madels ~ i

Hlustrations

4. Comments allow you to leave notes on a document without changing the actual

=

Comment

content of the document.
5. Header/Footer
a. Headers can be added by either selecting header and a built-in header or by
double-clicking the top of the page.

5

Header

w

b. Footers can be added by either selecting footer and a built-in footer or by
double-clicking the bottom of the page.

=]

Footern
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c. Page Numbers can be added to any document.
i. Adding a page number at the top of the page, adds it to the header.
ii. Adding a page number at the bottom of the page, adds it to the

footer.

Page

Number ~
B Top of Page >
[] Bottom of Page >
Page Margins >
@ Current Position >

@,’ Format Page Numbers...

E?& Bermove Page Numbers

6. Text

a. Text Boxes can be added to organize information by selecting the type of text
box you want. It will be placed wherever your cursor is in the document.

b. Quick Parts can be used to save different formatting or text boxes used
previously to easily re-add.

c. To add WordArt, select the outlined A, and select the desired style. You can
also change the settings of the WordArt to change the selection to better fit
your document.

d. Drop Cap creates the first letter of a paragraph to be larger for style.

A E 4 A

Text  Quick WordArt Drop
Box ~ Parts~ = Cap ~

Text

7. Symbols and Equations can be added into a document by selecting the
corresponding symbol or equation from the library and selecting insert. It will be
added where your cursor is in the text.

T Q)

Equation Symbol

L
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The Design Tab
8. Page Background
a. Watermarks can be added to any document depending on the need of the
creator. Some available watermarks include “Confidential”, “Sample” or “Do

Not Copy”
)|
Watermark| Page Page
~ Color ~ Borders
Confidential
COMFIDENTIAL 1 CONFIDENTIAL 2 DO NOTCOPY 1

b. Page Color and page borders can be added to further customize a document.
Page color can be added by selecting page color, then the desired color. Page
Borders can be added by selecting page borders and selecting the desired
border settings in the pop-up.

Borders and Shading ? s
[
@ . Borders  Page Border  Shading
Setting: Style: | Preview
— Click on diagram below or
F'EgE F'EgE Hane use buttons to apply borders
Color ~ Borders @
Box | | " =
EIF | p— __
Color.
D *0 Automatic
Width:
e i Apply b
PRIy to:
Art: Whaole document ~
(none)
Options...
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The Layout Tab

1. Page Setup group:
a. Margins, orientation, size, columns, and breaks can all be selected in the

page setup group. Selecting any of these options will open drop-down menus
with all the different options available for these changes.

0 B D E

Margins Orientation Size Columns

L i i w

b. Line number and Hyphenation choices also can be made here. Both options
can be changed at any time and will automatically affect the entire
document.

2. Paragraph choices made in the layout tab will affect only the selected paragraphs.

Indents and spacing can be selected with the down and up arrows, or by typing a
particular number.

Indent Spacing
ii Before: |0 pt

e e

* i After: |8 pt

3. The arrange tool helps arrange the locations of different objects compared to each
other, allowing layering and layout tools.

The Review Tab

1. Comments can be added to any document for notes, proofreading, etc. You can

delete them once they are no longer needed or hide them if you would not like to
see them at this time.

S I 0 N
] ]

Mew Show

Comment Comments

2. Tracking tools allow you to track any changes that were made to a document. These
can be viewed in the reviewing tab, and in either simple, all, original, or no markup.

2 .:I:',g|5imple Markup v|
- B Show Markup ~

Track
Changes ~ [E] Reviewing Pane ~

Tracking IR
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The View Tab

1. You can view the document in print layout (default), read mode, web layout, outline,
or draft view.
2. Show tools can be used to show or hide the ruler, gridlines, or navigation pane.
3. You can change the zoom of the document using any of the zoom group tools.
a. Selecting zoom will pull up the zoom pop-up, where you can change more
specific details of the zoom.
b. Selecting 100% automatically moves to the default 100% zoom setting.

Zoom ? )4
Zoom to
O;Dﬂ% DEagewidth OMany pages:
®i100%! () Text width
() 755 i) Whole page =

Y

Percent: [100%: =
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