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Word Interface

When Word is opened the Word Start Screen will appear

The start screen allows you to create a new document

by choosing from the list of pre-made templates
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The Ribbon

The Ribbon contains multiple tabs, each with several
groups of tools. The tools provided in the ribbon will
help you complete common tasks in Word.

The Ribbon has nine tabs:
1. File

Home

. Insert

. Design
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. Layout



Home tab

The Home tab gives you access to some of the most used commands
for working with Word, including copying and pasting, formatting,
aligning paragraphs, and choosing document styles.

The Home tab is selected by default whenever you open Word.
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Insert tab

The Insert tab allows you to insert pictures, charts, tables,
shapes, cover pages, and more to your document, which
can help you communicate information visually and add style
to your document.

Documen!
Insert Design Layou References Mailings Review  View Help QTII ne what you want to do

ome 9 Share
EDWDPD@@? 52 I:Illm+ B Geiaddns W E?éﬁ;"m T DD@ E1E 4 A Lo T Q

Cover Blank Page @ Table Pictures Online Shapes Ico 3D SmartArt Chart Screenshot & My Add-i - Wikipedia O I Comment Header Footer Page Text Quick WordArt B Equation Symbol
y B

Page- Page Break - e ” e s ycross-reference - Number- Box- Pats- - 7] Object B .

Pages

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\




Design tab

The Design tab gives you access to a variety of design tools,
including document formatting, effects and page borders,
which can give you document a polished look.
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Layout tab

The Layout tab allows you to change the print formatting of
your document, including margin width, page orientation, page
breaks, and more. These tools will be helpful when preparing
to print a document.
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View tab

The View tab allows you to switch between different
views for your document and split the screen to view
two parts of your document at once. These tools will
also be helpful when preparing to print a document.
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Format

Contextual tabs under Format will appear on the
Ribbon when working with certain items, such as
tables and pictures. These tabs contain special
tools that can help you format items as needed.
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Document Views

Can choose to view your document in Read Mode,
Print Layout, or Web Layout. These views can be
useful for various tasks.

To change document views, locate and select the
desired document view tool in the bottom-right
corner of the Word window.
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Read Mode

6. Click the "Sign up” button on the Hoopla app’s

homepage

7. Enter your email address and create a password.

8. You will then be prompted to select your library.
Type “St. Clairsville” into the search bar and select
“Saint Clairsville Public Library.”
**You must type it as aforementioned, else our li-
brary does not appear.

9. When prompted, enter your library card number
and pin.
**your pin is the last four digits of your card num-
ber.

10. You are ready to use Hoopla!

**Don’t want to create an account? No problem. Just

use the Hoopla login card included with the Kindle.

!.4 OverDrive: You only need your library card to use OverDrive.

If you do not have an account, you must create one. Follow the steps

below to do so:

7. Open the app and select “Sign up.”

8. Inthe center of the screen, select the red banner
labeled “Sign up using library card.”

9. When prompted enter “St. Clairsville” {(name) or
“43950” (location) into the search bar and select
“Ohio Digital Library.”

10. Next, select our library from the list provided.

11. Enter your library card number and pin. **Your pin
is the last four digits of your card number.

12. You are ready to use OverDrive!

In this view, all of the
editing tools are hidden

so your document fills the
screen. Arrows appear on
the left and right side of
the screen to toggle
through the pages of your
document.




Print Mode
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aﬁ% your card on you, you may use the e-card provided with the Kindle. [

These resources do not have apps. In order to access them, visit

http://stclibrary.org/newsite/index.php/research/research,

***Note: Ancestry.org may only be used at the Saint Clairsville Public Library

There are page breaks
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your own account, you may log into your own. When the Kindle is returned to the

Movies Anywhere

library, we will reset it, so you don’t need to worry about your information being saved.

. . Hoopla: You will need to create an account, if you have not already done so. Follow
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Using the Library Apps

Movies Anywhere: This app is automatically logged in to the library account. If you have your own account, you may log into

about your information being saved.

Hoopla: You will need to create an account, if you have not already done so. Follow these steps:

Click the “Sign up” button on the Hoopla app’s homepage
Enter your email address and create a password.

You will then he prompted to select your library. Type “St. Clairsville” into the search bar and select “Saint Clairsville Public |

Eal o o o

When prompted, enter your library card number and pin.
**Your pin is the last four digits of your card number.
5. You are ready to use Hoopla!

No Page
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Open the app and select “Sign up.”

In the center of the screen, select the red banner labeled “Sign up using library card.”

When prompted enter “St. Clairsville” (name) or “43950” (location) into the search bar and select “Ohio Digital Library.”
Next, select our library from the list provided.

“p W

Enter your library card number and pin. **Your pin is the last four digits of your card number.
6. You are ready to use QverDrive!

Other Library Resources: The Saint Clairsville Public Library has a variety of e-resources and databases. To log-on, you just nee
the Kindle.

These resources do not have apps. In order to access them, visit http://stclibrary.org/newsite/index.php/research/research
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Blank document

Blank document: When a new, document opens,
the insertion point is located in the top left corner

of the page.

Review View ._. Tell me what you want to

. el U,  e=3= | A
pr ke =iz~ €32 2] T | aaBbceDd| AaBE

FA-lE=== 1= O T Normal | TNo




Selecting Text

When select text or images in Word, a toolbar will appear

FPRESIDENT OF GLO Arial 115 | A" A N A‘Jv
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Lenoir Wallace, the president of Tall T . . d
yesterday that she will be refiring in Apfiir2=+—=——rar er of a
few years, worked her way up 10 Senve as Preowere w3, 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

How to delete text:
Highlight the text the you wish to delete then hit
the “Delete” key on the keyboard.



Copy and Paste Text

To copy and paste text:
Copying text creates a duplicate of the text.
1. Select the text you wish to copy

PRESIDENT 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. She began as a researcherlgnd in the matter of a

2. Click the Copy command
on the Home tab or right click
the selected text and click

Copy.




Copy and Paste Text (Cont.)

3. Place the insertion point where you wish the text to 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. 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 Paste
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 Location
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.

4. Click the Paste command on the Home
tab or right click and click paste.
5. Then the copied text will appear.




How to Change Font

2. 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 list of font styles, then
select the font you would like to use
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Changing Font Size

1. Select the text you wish to change.
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Changing Font Size (Cont.)

2. Select the desired font size formatting option

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.
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Font Color

Select the text you wish to change.

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

Move the mouse over the various font colors. A live
preview of the color will appear in the document.
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Font Color (Cont.)

4. Select the font color you wish to use.

The font color will change in the document.
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Highlight Text

Highlighting text can be useful when marking important text in
your document.

Dawson Park

1. Select the text you wish to highlight.

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

2. From the Home tab, click the Text | Cences dc:r prizes frseu:ufmi .
Highlighter Color drop-down arrow. S :

3. Select the
desired highlight

Insert Design

Dawson Park
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PBold, Italic, and Underline

1. Select the text you wish to change.

2.  On the Home tab click the Bold (B), Italic (/), or
Underline (U) command in the Font group.

Insert Design Lz

Paste
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Clipboard Font M

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



Changing Text Alignment

1. Select the text you wish to modify.

2. On the Home tab, select one of the four alighment
options from the paragraph section

Align Text left

Center Design Layout  References  Mail
Align Text Right

Justify




Page Orientation

To change page orientation:
1. Select the Page Layout tab.

2. Click the “Orientation” command in the Page Setup Section.

/
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3. Adrop-down menu will appear. Click either
“Portrait” or “Landscape” to change the page
orientation.

4. Once one is selected the page will change.




Changing Page Size

To change the page size:
Word has a variety of predefined page sizes to choose from.

1. Select the “Layout” tab, then click the “Size” command.

H O - - SampleDoc.docx - Word
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2. Adrop-down menu will appear. The current
page size is highlighted



File Tab

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

To access Backstage view:
1. Click the file tab
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File Tab(Cont.
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New Document

To begin a new project in Word

1. Select the file tab. Backstage view will
appear.

2. Select New, then click a
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How to: Open an Existihg
Document

1. Navigate to Backstage view, then click Open.

2. Choose “Browse”
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How to: Open an Existin
Document (Cont.

3. The Open dialog box appears. Locate
and select your document, then click Open.
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Save and Save As

In Word there are two says to save a file, SAVE and SAVE AS.

SAVE is used when a document is open or edited to save what you
are working on.

SAVE AS is used to save the document to a location and change the
name of the document.

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

Saving early and often can prevent you work from being lost.



To Save a Document

1. Locate and select the Save command on
the Quick Access toa — : _

Calibri (Body) ~ 11~

Paste -
¥ Format Painter B I U -abex; x

Clipboard T
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2. If you are saving the document for the
first time Save As will appear in Backstage

view.

3. You will then need to choose where to
save the file and give it a file name.
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Options

Save As

OneDrive

This PC

Add a Place

Browse
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To Save a Document (Conty)

4,

5.
Save.

The Save As dialog box will appear. Select the
location where you wish to save the document.

Enter a file name for the document, then click

\
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How To: Export Word to PDE

1. Click the File tab.
2. Click Export, then select Create PDF/XPS.

SampleDoc.docx - Word

Export

Create a PDF/XPS
Document

L—EE Create PDF/XPS Document

L—

. Preserves layout, formatting, fonts, and
B Change File Type images

Content can't be easily changed

Free viewers are available on the web

-

==

Create
PDF/XPS




\
How To: Export Word to PDE
(Cont.)

3. The Save As dialog box will appear. Select the
location where you wish to export the documents,
enter a file name, then click Publish.
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ou can also use the
Save As type: drop-
down menu in the

save documents in a
variety of file types.
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