Getting to Know Word
The Word interface

When you open Word 2013 for the first time, the Word Start Screen will appear. From here, you'll be able to

create a new document, choose a template, or access your recently edited documents.

e From the Word Start Screen, locate and select Blank document to access the Word interface.
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The Ribbon

Word 2013 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs,

each with several groups of commands. You will use these tabs to perform the most common tasks in Word.
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The Home tab gives you access to some of the most commonly used commands for working with Word 2013,
including copying and pasting, formatting, aligning paragraphs, and choosing document styles. The Home
tab is selected by default whenever you open Word.

To minimize and maximize the Ribbon:



The Ribbon is designed to respond to your current task, but you can choose to minimize the Ribbon if you find

that it takes up too much screen space.

1. Click the Ribbon Display Options arrow in the upper-right corner of the Ribbon.
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Hide the Ribbon. Click at the top
of the application to show it.

le{:{ - ab P
dinal = +ac — Show Tabs
4E9 dENX: Show Ribbon tabs only. Click a

Ec tab to show the commands,

Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

2. Select the desired minimizing option from the drop-down menu:

o Auto-hide Ribbon: Auto-hide displays your document in full-screen mode and
completely hides the Ribbon from view. To show the Ribbon, click the Expand
Ribbon command at the top of screen.

Ribbon is hidden and
document appears in

Click the Expand

Ribbon command to

full screen show the Ribbon

o Show tabs: This option hides all command groups when not in use, but tabs will
remain visible. To show the Ribbon, simply click a tab.
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o Show tabs and commands: This option maximizes the Ribbon. All of the tabs and
commands will be visible. This option is selected by default when you open Word for
the first time.

The Quick Access toolbar
Located just above the Ribbon, the Quick Access toolbar lets you access common commands no matter which

tab is selected. By default, it shows the Save, Undo, and Repeat commands. You can add other commands

depending on your preference.



To add commands to the Quick Access toolbar:

1. Click the drop-down arrow to the right of the Quick Access toolbar.

2. Select the command you want to add from the drop-down menu. To choose from more
commands, select More Commands.

B H S
FILE HOME Customize Quick Access Toolbar T

- MNew
Calibri (B
D E@ Iﬁ Gpen

Paste ” B I L,

[ T v

. Save
Clipboard Email
L g - Quick Print

Print Preview and Print
Spelling & Grarnmar
Undo

Redo

Draw Table
Teouch/Mouse Mode
More Commands...

Show Below the Ribbon

—

3. The command will be added to the Quick Access toolbar.
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The Ruler

The Ruler is located at the top and to the left of your document. It makes it easier to adjust your document

with precision. If you want, you can hide the Ruler to create more screen space.
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To show or hide the Ruler:

1. Click the View tab.

2. Click the check box next to Ruler to show!*/or hide_the ruler.
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Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing your document.

To access Backstage view:

1. Click the File tab on the Ribbon. Backstage view will appear.
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Document views

Word 2013 has a variety of viewing options that change how your document is displayed. You can choose to
view your document in Read Mode, Print Layout, or Web Layout. These views can be useful for various tasks,

especially if you're planning to print the document.

e To change document views, locate and select the desired document view command in the
bottom-right corner of the Word window.
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If your document has many pages, Word 2013 has a handy new feature called Resume Reading that allows
you to open your document to the last page you were viewing. When opening a saved document, look for

the bookmark icon to appear on the screen. Hover the mouse over the bookmark, and Word will ask if you

want to pick up where you left off.

Welcome back!

Pick up where you left off:

3 minutes ago @

Challenge!
1. Open or navigate to the Word 2013 interface.

2. Click through all of the tabs, and review the commands on the Ribbon.
3. Try minimizing and maximizing the Ribbon.

4. Add a command to the Quick Access toolbar.

5. Hide and show the Ruler.

6. Navigate to Backstage view, and open your Account settings.

7. Try switching document views.

8. Close Word (you do not have to save the document).

Creating and Opening Documents

To create a new blank document:

When beginning a new project in Word, you'll often want to start with a new blank document.

1. Select the File tab. Backstage view will appear.
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2. Select New, then click Blank document.
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3. A new blank document will appear.

To open an existing document:
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In addition to creating new documents, you'll often need to open a document that was previously saved.
1. Navigate to Backstage view, then click Open.

2. Select Computer, then click Browse. Alternatively, you can choose OneDrive (previously known

as SkyDrive) to open files stored on your OneDrive.
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3. The Open dialog box appears. Locate and select your document, then click Open.
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If you've opened the desired presentation recently, you can browse your Recent Documents rather than

search for the file.
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¢ Word 2013 also allows you to open existing PDF files as editable documents. This is useful
when you want to modify a PDF file.

Challenge!

1. Create a new blank document.

2. Open an existing document from your computer or OneDrive.

Saving and Sharing Documents
Save and Save As

Word offers two ways to save a file: Save and Save As. These options work in similar ways, with a few
important differences:

e Save: When you create or edit a document, you'll use the Save command to save your changes. You'll
use this command most of the time. When you save a file, you'll only need to choose a file name and
location the first time. After that, you can click the Save command to save it with the same name and
location.

e Save As: You'll use this command to create a copy of a document while keeping the original. When you
use Save As, you'll need to choose a different name and/or location for the copied version.

To save a document:

It's important to save your document whenever you start a new project or make changes to an existing one.

Saving early and often can prevent your work from being lost. You'll also need to pay close attention to where
you save the document so it will be easy to find later.

1. Locate and select the Save command on the Quick Access toolbar.
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2. If you're saving the file for the first time, the Save As pane will appear in Backstage view.

3. You'll then need to choose where to save the file and give it a file name. To save the document
to your computer, select Computer, then click Browse. Alternatively, you can click OneDrive to
save the file to your OneDrive.
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4. The Save As dialog box will appear. Select the location where you want to save the document.

5. Enter a file name for the document, then click Save.
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6. The document will be saved. You can click the Save command again to save your changes as
you modify the document.

You can also access the Save command by pressing Ctrl+S on your keyboard.

Using Save As to make a copy

If you want to save a different version of a document while keeping the original, you can create a copy. For
example, if you have a file named Sales Report, you could save it as Sales Report 2 so you'll be able to edit the

new file and still refer back to the original version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a file for the first time,

you'll need to choose where to save the file and give it a new file name.

Print



To change the default save location:

If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the default location
when saving. If you find it inconvenient to select Computer each time, you can change the default save
location so Computer is selected by default.

1. Click the File tab to access Backstage view.
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3. The Word Options dialog box will appear. Select Save, check the box next to Save to Computer
by default, then click OK. The default save location will be changed.
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Challenge!

1. Create a new blank document.
2. Use the Save command to save the document to your desktop.

3. Export the document as a PDF file.

Text Basics
Using the insertion point to add text

The insertion point is the blinking vertical line in your document. It indicates where you can enter text on the

page. You can use the insertion point in a variety of ways:

e Blank document: When a new blank document opens, the insertion point is located in the top-
left corner of the page. If you want, you can begin typing from this location.
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e Adding spaces: Press the spacebar to add spaces after a word or in between text.
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e New paragraph line: Press Enter on your keyboard to move the insertion point to the next
paragraph line.

Press Release

Contact: Greg Weaver

Tel: 415-555-6182

Cell Phone: 415-555-8501

Email: Greg.Weaver@T Tinternational.org

Date: February 14, 2013
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e Manual placement: After you've started typing, you can use the mouse to move the insertion
point to a specific place in your document. Simply click the location in the text where you want

to place it.



The event will take place on March 2|, 2013 from 6:30 — 9:00 pm. Highlights will include:
The San Francisco Quintessential Qua

Vegan Catering by 4 Moss Must

A performance by the Moment of Melody Children’s Chaoir

Click to manually place
the insertion pointin a

specific location

In a new blank document, you can double-click the mouse to move the insertion point elsewhere on the page.
To select text:

Before applying formatting to text, you'll first need to select it.

1. Place the insertion point next to the text you want to select.
2. Click the mouse, and while holding it down drag your mouse over the text to select it.

3. Release the mouse button. You have selected the text. A highlighted boxwill appear over the
selected text.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Monprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve resident. Mrs. Wallace has been with Tall Trees
since its early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global

When you select text or images in Word, a hover toolbar with command shortcuts appears. If the toolbar

does not appear at first, try moving the mouse over the selection.
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Other shortcuts include double-clicking a word to select it and triple-clicking to select a sentence or

paragraph. You can also select all of the text in the document by pressing Ctrl+A on your keyboard.
To delete text:

There are several ways to delete—or remove—text:



e To delete text to the left of the insertion point, press the Backspace key on your keyboard.
e To delete text to the right of the insertion point, press the Delete key on your keyboard.

e Select the text you want to remove, then press the Delete key.

If you select text and start typing, the selected text will automatically be deleted and replaced with the new

text.
Copying and moving text

Word allows you to copy text that is already in your document and paste it to other areas of the document,

which can save you time. If there is text you want to move from one area of the document to another, you

can cut and paste or drag and drop the text.

To copy and paste text:

Copying text creates a duplicate of the text.

1. Select the text you want to copy.
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Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcherlgnd in the matter of a

2. Click the Copy command on the Home tab. You can also right-click the selected text and

select Copy.
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3. Place the insertion point where you want the text to appear.



Copied
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Lenoir Wallace, the president of Tall Trees International Monprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. Mrs. Wallace has been with | since its
early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.
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4. Click the Paste command on the Home tab.
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5. The text will appear.
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Lenocir Wallace, the president of Tall Trees International Nonprofit (TTI1), announced
yesterday that she will be retiring in April. She began as a researcher and in thgmattsr of a
few years, worked her way up to serve as president. Mrs. Wallace has been wince
its earty days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have

been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

To cut and paste text:

1. Select the text you want to cut.
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Lenoir Wallace, the president of Tall Trees International Monprofit (TTI1), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. [Mrs. Wallace has been with TTI since
its earty days as a resource for local arboretums. Frds overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the

2. Click the Cut command on the Home tab. You can also right-click the selected text and
select Cut.
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3. Place your insertion point where you want the text to appear.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI1), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. Mrs. Wallace has been with TTI since
its early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting proj and educating the global
community, Mrs. Wallace has been pivotal in the growth success of TTI and the
worldwide health of trees. After 19 years of service, her cont jons to dendrology have
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4. Click the Paste command on the Home tab. The text will appear.



PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

You can access the cut, copy, and paste commands by using keyboard shortcuts. Press Ctrl+X to cut, Ctrl+C to

copy, and Ctrl+V to paste.

You can also cut, copy, and paste by right-clicking your document and choosing the desired action from the
drop-down menu. When you use this method to paste, you can choose from three options that determine
how the text will be formatted: Keep Source Formatting, Merge Formatting, and Keep Text Only. You can

hover the mouse over each icon to see what it will look like before you select it.
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To drag and drop text:

Dragging and dropping text allows you to use the mouse to move text.

1. Select the text you want to move.



PREESIDENT OF GLOBAL NONFROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a E;rewell dinner at the San Francisco Radix Gardens.

2. Click and drag the text to the location where you want it to appear. The cursor will have a

rectangle%Eunder it to indicate that you are moving text.
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Lenoir Wallace, the president of Tall Trees International Monprofit (TTI), announced
yvesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. [Frorh oversesing mulch donations,
organizing local and international tree planting praje and educating the global
community, Mrs. Wallace has been pivotal in the growtT=nd success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

3. Release the mouse button, and the text will appear.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. After 19 years of semvice, her
contributions to dendrology have been immeasurable. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. Her family and staff wish to recognize her many years of
dedicated service by hosting a farewell dinner at the San Francisco Radix Gardens.

If text does not appear in the exact location you want, you can press the Enter key on your keyboard to move

the text to a new line.
Find and Replace

When you're working with longer documents, it can be difficult and time consuming to locate a specific word
or phrase. Word can automatically search your document using the Find feature, and it allows you to quickly

change words or phrases using Replace.

To find text:



In our example, we've written an academic paper and will use the Find command to locate all references to a
particular author's last name.

1. From the Home tab, click the Find command.
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2. The navigation pane will appear on the left side of the screen.

3. Type the text you want to find in the field at the top of the navigation pane. In our example,
we'll type the author's last name.
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4. If the text is found in the document, it will be highlighted in yellow, and apreview of the
results will appear in the navigation pane.

5. If the text appears more than once, choose a review option to review each instance. When an

instance of the text is selected, it will highlight in gray:
o Arrows: Use the arrows/*/["lto move through the results one at a time.

o Results previews: Select a result preview to jump directly to the location of a specific
result in your document.
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OrConnor noted that

passage in one of your [Hawkes's] books. ..in admiratien” (Filzgerald

thy connected due to Fitzgerald and Hawkes, it 1s important to

an admirer of Rabert” (272).In a2
letter to Fitzgerald eleven years
later Dickey recalls “talking

one of your [Hawkes's] books..in Select a result preview When selected,
admiration" (Fitzgerald 252). While ¢ to jump directly to the e the result will
Dickey and O'Connor appearto [y | location of a result highlight in grey

appear to be more directly [Page17]

connected due to Fitzgerald and
Hawkes, it iz important to remember

career. He contributed several essays to various magazines on a vanety of subjects, including a

-

6. When you are finished, click the X to close the navigation pane. The highlighting will disappear.

Navigation

Fitzgerald X T
Result 3 of 10 [«][~]
HEADINGS ~ PAGES  RESULTS

You can also access the Find command by pressing Ctrl+F on your keyboard.

For more search options, click the drop-down arrow next to the search field.

. . L e g5 T
Navigation ML
Search document - by the
Options... |
HEADIMNGS PAGES RESUL il
# Advanced Find...
ab Replace... B
Text, comments, pictures... Word ci 1
just about anything in your documi Go To..
Find: b
LIze the search box for text or the L_| ]
magnifying glass for everything els =% Graphics -
B Tables
) il
JU Equations
ARt Footnotes/Endnotes in
[} Comments b

To replace text:

At times, you may discover that you've made a mistake repeatedly throughout your document—such as

misspelling a person's name—or that you need to exchange a particular word or phrase for another. You can



use Word's Find and Replace feature to quickly make revisions. In our example, we'll use Find and Replace to

change the title of a magazine so it is abbreviated.

1. From the Home tab, click the Replace command.

? H - b 4
.| #Find -
laBbCel - 3. Replace
ntense Q... | = [}sﬂeét'

a Editing -
Replace (Ctrl+H)

Search for text you'd like to change,
and replace it with something else.

2. The Find and Replace dialog box will appear.
3. Type the text you want to find in the Find what: field.

4. Type the text you want to replace it with in the Replace with: field. Then click Find Next.

Find what: | Sewvanee Review

Replace with: |5R

Replace | | Replace All | |

5. Word will find the first instance of the text and highlight it in gray.

6. Review the text to make sure you want to replace it. In our example, the text is part of the title
of the paper and does not need to be replaced. We'll click Find Next again.



William Fisher
Professor Tom Shelby
LIT 489
12 February 2013
Andrew Lytle at The Sewanee Review

Atop the Comberland Plateaw at the University of the Scuth in Sewanee, Tennessee, iz

m Replace | GoTo

Find what: |Sewar1ee Review

Replace with: |5R

Replace | | Replace All | |

7. Word will jump to the next instance of the text. If you want to replace it, select one of
the replace options:

o Replace will replace individual instances of text. In our example, we'll choose this
option.

o Replace All will replace every instance of the text throughout the document.
run in 1973, Andrew Nelson Lytle, one of the South’s more distingnished (and underappreciated)
men of letters, edited the Sewanes Review twice in hiz career, once in 1942 to 44 and then again

from 1961 to 1973, During his tenure as editor, Lytle helped to resurrect the magazine from

academic stagnation, financial straits and a dwindling readership while presenting zome of the

m Replace | GoTao

Find what: |5-ewar1ee Review

Replace with: |5R

| ﬂepla-;\ev‘ | Replace All | |
[
bkl

8. The selected text will be replaced.



ew Nelson Lytle, one of the South’s more distinguizshed (and underappreciated)

ted the Sewaree Review twice in his career, once in 1942 to 44 and then again

3. During his as editor, Lytle helped to resurrect the magazine from

.

on, financial run in 1973, Andrew MNelzon Lytle, one of the South’s more d

men of letters, e s ice in hiz career, once in 1942

1973, During his tenure as editor, Lytle helped to resurrect th
———— i £ - e

9. When you're done, click X to close the dialog box.
You can also access the Find and Replace command by pressing Ctrl+H on your keyboard.

For more search options, click More in the Find and Replace dialog box. From here, you can select additional
search options, such as matching case and ignoring punctuation.

Replace | GoTo

Find what: | Sevvanes Review

Replace with: |5R

Replace | ReplaceAll | FindNext | Cancel |

Challenge!

1. Open the practice document Word2013_ TextBasics_Practice.docx.

2. Select some text to delete. If you're using the example, delete the last sentence of the
second paragraph.

3. Copy and paste some text. If you're using the example, copy the last name Charlesbois from
the email address at the top of the page and paste it after Maurice in the third paragraph.

4. Cut and paste some text. If you're using the example, cut the first sentence of the second
paragraph and paste it after the first sentence in the first paragraph.

5. Select a phrase to drag and drop to a new location in the document. If you're using the
example, drag the phrase from 6:30-9:00 pm and drop it after The event will take place.

6. Find and replace a word in the document. If you're using the example, find and
replace Mrs with Ms.

Formatting Text

To change the font:



By default, the font of each new document is set to Calibri. However, Word provides many other fonts you can
use to customize text and titles.

1. Select the text you want to modify.

FILE HOME | IMSERT  DESIGN  PAGE LAYOUT

"DEE Calibri (Body) (12 ~| A A7 Aa- Ao

Paste

-

w B I U ~abex x A~ A~

Clipboard ra Font ]

TEAM BUILDING RETREAT

[

Dawson Park

i Need to get park's address
‘I Friday, April 5, BAM — 3PM

On the Home tab, click the drop-down arrow next to the Font box. A menu of font styles will
appear.

3. Move the mouse over the various font styles. A live preview of the font will appear in the
document. Select the font style you want to use.

FILE HOME | IMSERT  DESIGM  PAGELAYOUT  REFE

“DEE Calibri 12 -|A A Ra- ke iv
Paste € Comic Sans MS [4]
€} Consolas
¢} Constantia

{} Cooper Black

-

Clipboard ra

L

(¢ COPPERPLATE. GOTHIC Bol
(¢ COPPERFLATE (BOTHIC LIG
(& Corbel

" {F Cordia Hew i
{} condiaupc ﬂfi’ﬁn"ﬂ

4. The font will change in the document.



FILE HOME |~ IMSERT  DESIGM PAGE LAYOUT
& . -
D Calibri (Body) ~|12 ~| A A Aa- @@

Paste . B I U -abex,x [A-F-A-

-

Clipboard ra Font Fa

TEAM BUILDING RETREAT

Dawson Park
MNeed to get park’s address
o

'I Friday, April 5, BAM — 3PM

When creating a professional document or a document that contains multiple paragraphs, you'll want to
select a font that's easy to read. Along with Calibri, standard reading fonts include Cambria, Times New

Roman, and Arial.

To change the font size:

1. Select the text you want to modify.

FILE HOME = INSERT  DESIGN  PAGE LAYOUT
"Dg{’ CooperBlack ~|12 <~ A A Aa~ ¢
Paste o B I U -abex, x* Q- -A-

-

Clipboard Font ]

TEAM BUILDING RETREAT

[

Dawson Park
i Need to get park's address
‘I Friday, April 5, BAM — 3PM

2. Select the desired font size formatting option:

o Font size drop-down arrow: On the Home tab, click the Font size drop-down arrow. A
menu of font sizes will appear. When you move the mouse over the various font
sizes, a live preview of the font size will appear in the document.



FILE HORE IMSERT DESIGHM PAGE LAYOUT REFEREMCES MAILIMNGS RE

g db Cut CooperBlack -/l = A" & Aa- f = -:i=-%-. & 3=
Paste kB Copy g : al = = = = t= 4
- ~ Format Painter B I Qvab'g A-F-A- E=== [E- ¢
Clipboard Ma 10 a Paragraph
L 11 g 1 2
12
: TEAM BUI
16
- 18
20
2 Dawson Park
24 Meedtoget park's address
26 Friday, April 5, 8AM — 3PM
r 28
35L\\3 Canoes, doorprizes, free lunch,
48 scavenger hunt, volleyball, trust
72 and our first 3 person-4leggedr:

o Font size box: When the font size you need is not available in the Font size drop-
down arrow, you can click the Font size box and typethe desired font size, then
press Enter.

El H - O A:} N Lesson 7 Practi
FILE HOME INSERT DESIGM PAGE LAYOUT REFERET
‘.D <;'E> Cut Cooper Black :32] - A Aa- Fo

pase 3 B I U~abex, x> -

- ~ Format Painter =7 : N A
Clipboard la Font Fa

o Grow and shrink font commands: Click the Grow Font or Shrink Font commands to
change the font size.

HOME IMSERT DESIGM PAGE LAYO

Cooper Black - |32 A A }\av g

B I U -abex, ¥ [A-%-A-

Font P

3. The font size will change in the document.

To change the font color:

1. Select the text you want to modify.



FILE HOME INSERT DESIGM PAGE LAYOUT  REFEREMCES  MAILINGS  REVIEW  WIEW
Ly W i L. | &= s
s <l a a7 Aa- Bp =TT T T 3
3 By CooperBlack ~|28 ~|A A [Aa~ |1 AaBbCcDc AaBbCcD
Paste w B I U -abx ¥ TMormal | T Mo Spac.
Clipboard Font M Styles

Dawson Park

Meed to get park’s address
Friday, April 5, BAM — 3PM

TEAM BUILDING RETREAT

[

2. On the Home tab, click the Font Color drop-down arrow. The Font Color menu appears.

3. Move the mouse over the various font colors. A live preview of the color will appear in the

document.
FILE HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW WIE
‘.D gé CooperBlack ~|28 ~ A A Aa~ ¢ =, EE - 1"',_—' e=3= 8] 9 AaBbCcDc
F'avste ¢ B I U ~abkex, xX° A-F- A === 1= b T Mormal
Clipboard T Font Bl Automatic &
L Theme Colors 3 4

z

/_

4. Select the font color you want to use. The font

Your color choices aren't limited to the drop-down menu that appears. Select More Colors...

the menu to access the Colors dialog box. Choose the

Illllllllﬂ

Standard Colors Green, Accent 6, Darker 25%

'""[NG RETI]

r,i Meore Colors,
[ Gradient

color will change in the document.

at the bottom of

color you want, then click OK.



Custom o

o |

Mew

Current

To highlight text:

Highlighting can be a useful tool for marking important text in your document.

1. Select the text you want to highlight.

Dawson Park
MNeed to get park’s address
Friday, April 5, 8AM — 3PNy

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

2. From the Home tab, click the Text Highlight Color drop-down arrow. The Highlight Color menu
appears.

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES

- TR — —
D [‘ |CooperEIack *lEB *|AL A Aa- R = -iT-hoe &=

Pastev B I U -abe X, X° ﬁ,gvﬂv

-

Clipboard ra Font

L E .

3. Select the desired highlight color. The selected text will then be highlighted in the document.



Dawson Park
MNeed to get park’s address
Friday, April 5, BAM — 3PM

Canoes, door prizes, free lunch,

scavenger hunt, volleyball, trust walk,

To remove highlighting, select the highlighted text, then click the Text Highlight Color drop-down arrow.

Select No Color from the drop-down menu.

WA E==

‘a

Mo Color

Stop Highli——
2R INDCDIDr

If you need to highlight several lines of text, changing the mouse into a highlighter may be a helpful
alternative to selecting and highlighting individual lines. Click the Text Highlight Color command, and the
cursor changes into a highlighterﬁ. You can then click, hold, and drag the highlighter over the lines you want

to highlight.
To use the Bold, Italic, and Underline commands:

The Bold, Italic, and Underline commands can be used to help draw attention to important words or phrases.

1. Select the text you want to modify.

FILE HOME =~ IMSERT  DESIGM  PAGE LAYOUT

a e -
DE}E’ Calibri (Body) |12 - A" A" Aa- Ae

Paste o B I U -abex, x* Q- -A-

-

Clipboard ra Font Fa
L g 1 2

Dawson Park
=) MNeed to get%ark’s. address
Friday, April 5, 8AM — 3PM

2. On the Home tab, click the Bold (B), Italic (/), or Underline (U) command in the Font group. In
our example, we'll click Bold.



FILE HOME | INSERT  DESIGM  PAGE LAYOUT

a r L
D JE:' Calibri (Body) |12 ~| A & Aa- %&
Paste ¢ B I U-ax,x A-¥-A-
Clipboard = Font Ta
= Bold (Ctrl+B) 2

Make your text bold.

Friday, April 5, 8AM — 3PM

‘—‘l NEEU LU BEL IR 5 dUUress

3. The selected text will be modified in the document.

FILE HOME | IMSERT  DESIGMN  PAGE LAYOUT

ﬂ e -

D Calibri (Body) |12 ~| A & Aa~- -";";
Pﬂjte ¢ B I U-aex x A-¥-A-
Clipboard Font ]

L g 1 2

Dawson Park
=) MNeed to get park’s address
Friday, April 5, 8AM — 3PM

To change the text case:

When you need to quickly change text case, you can use the Change Case command instead of deleting and
retyping text.

1. Select the text you want to modify.

FILE HOME | IMSERT  DESIGMW  PAGE LAYOUT

%

Paste ¢ B I U - abe X, X° &,ay,.&,

-

Calibri (Body) ~ |12 ~ A A Aa- &

Clipboard Font e
L g 1 2
Dawson Park

| MNeed to getl;@rk's address
Friday, April 5, BAM — 3PM

2. On the Home tab, click the Change Case command in the Font group.

3. Adrop-down menu will appear. Select the desired case option from the menu.



FILE HOME =~ IMSERT  DESIGM  PAGE LAYOUT  REFEREMCES

bl - - Py 31— v -
B gE’ Calibri (Body) ~[12 ~| A" A7 Aar fe =TT T
Paste ¢ B I U -ax e &,; Sentence case. :A
- I
lowercase
Clipboard ra Font 4]
UPPERCASE
L g 1
Capitalize Each Word
Dawson Park

[m] MNeed to EEt pﬂrk's adc EGGGLE cASE

Friday, April 5, BAM — 3PM

4. The text case will be changed in the document.

FILE HOME | IMNSERT  DESIGN  PAGE LAYOUT

s
B Calibri (Body) ~|12 ~| A" A" Aa- A

Paste . B I U - abe X, X° I!Ehvayvﬁv

-

Clipboard ra Font Fa
L E 1 2

DAWSON PARK
= Need to get park's address
Friday, April 5, 8AM — 3PM

To change text alignment:

By default, Word aligns text to the left margin in new documents. However, there may be times when you

want to adjust text alignment to the center or right.

1. Select the text you want to modify.

2. On the Home tab, select one of the four alignment options from the Paragraph group.

PAGE LAYOUT REFEREMCES PMAILIMNGS f

Aa- Be Z-iz- Y- &E= 20
¥-AlBE===i=- &
F Paragraph a

Symbols

Sometimes you may find that you need to add a symbol to your text, such as the Copyright symbol ©. Word

offers a collection of symbols for currency, languages, mathematics, and more.



Symbols | Special Characters |

Eont: | (normal text) v 5gbset:|Latir1-1 Supplement E|
N(O|O|O|O|0|x|@|UlujuU|0|Y|P[R|a "
alalalalale|c|eTele]i]i]i]i]6
Alo|6|6|b6|6|=|g|uju|b|u|y|p|VIA
alAlalAlalClc|Cle|Cle[Ele[Dld|D .
elel¥|ol@|™ +|#|<|=]+|x|=|ulalp

To insert a symbol:

1. Place the insertion point in the location where you want to insert a symbol.
4 5 3 AN T [«]

Jrrow is going to be beautiful - 73F and sunny!

\

Place the insertion
point at the

desired location

2. On the Insert tab, click the Symbol drop-down arrow. A menu of symbols will appear.

3. Select the desired symbol.

% [M] Header ~ A E -~ |} =TT Equation =
& [ .
A

: D Footer = i 2 Symbaol -
Online  Links  Comment Text 2 %
Video - E Page Mumber - B - - E R T 4 3
Media Comments Header & Footer Text Jk . $
3 4 5 & Degree Sign
. . ) -+ 0 £
ar tomorrow is going to be beautiful - 73F and sunny!
¥ + £ =

0 More Symbols...

4. The symbol will appear in your document.

3 4 5 - 3 7 [«]

amow is going to be beautiful 1 73°F And sunny!




If you don't see the symbol you're looking for, click More Symbols... to open the Symbol dialog box. Locate
and select the desired symbol, then click Insert.

Symbaols | Special Characters |

Faont: |[nnrma| taxt) Subset: | Latin-1 Supplement

r u wix|ylz|{]||
£ ' lii alg|] -
1
E

|

|
3 1 A VARZ
A A EIE|]|]
Becently used symbols:

€ £|¥| O > X Mla|p

Unicode name:
Character code: |00AS from: | Unicode [hex W
Copyright Sign - I—l - | (hex)

AutoCorrect... | | Shortcut Key... | Shortcut key: Alt=Chri=C

| lnsertlkjl Cancel |

Challenge!

1. Open the practice document Word2013_ TextBasics_Practice.docx.

2. Change the font size of some text. If you are using the example, try changing the font size of
the title.

3. Change the font color of some text. If you are using the example, change the color of the
park's name.

Highlight some text.
Try bolding, italicizing, or underlining some text.
Change the case of some text. If you are using the example, change the case of the title.

Center align some text.

N L

Insert a symbol in the text. If you are using the example, insert the registered
trademark symbol ® after Sullie's Subs.




