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* 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

Word <

Suggested searches: Business Cards Flyers Holidays Education Letters Resumes and Cover Letters

Recent
Pinned

Aa
Pin files you want to easily find later. Click the pin icon that appears when you
hover over a file.

Last Week

% new material promotion ideas
Desktop

OzobotMaplnstructio
Z: » Falon = 2019 Progra ing » April_Progra ing » Classroo... Blank document Welcome to Word Single spaced (blank)

. OzobotMap
\ Ll 7 Falon » 2019 Programming » April_Programming » Classroo.

Take a tour
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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

2. Home
3. Insert
4. Design
5. Layout
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* 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.

~




MIDOCEA

UNIVERSITY

Lec

Insert tab
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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.

Documentt - Word
(WS4 Design Layout References Mailings Review View Help Q Tell me what you want to do 2 Share
& Link =+ A [# signature Line ~
E D D B Get Add-i w T L,:] D D - Q '4 T[ Q
T L_‘@ % f(_ @ = [l | E+ @ > Bookmark 5% Date & Time
Cover Blank Page Table Pcl s Online Shapes Icol 3D SmartArt Chart Screenshot 8 My Add-i . Wikipedia O I Comment Header Footer Pag Text Quick WordArt R Equation Symbol
y B
Page- Page Break - Pictures - e 5 s nce - Mumber- Box- Parts- - 2] Object = -
Pages Tables llustrations Add-ins Media Links ~ Comments Header & Footer Text Symbols ~
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* 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.

ile ome nsel esign Layout  Reference: 5 Mailings Review View Help Q Tell me what you want to do
] Title TITLE Title Title TITLE Tite Title Title Title TITLE ™me Title Title TITLE n =# Paragraph Spacing - D @ D
LT | e mmnnny Fooe e vesonic: S e et P firct U L e ms—— gt - |+ @ Erfects -
Whemes [Sfooe- | Sosies SRoeom e SEDSRES SoommT = SEmIET ey SIITIITIN | Colors Fonts ) Watermarl k Page Page
- T —SimmSeL SeIomo” T 2 * " d - - Set as Default - e
Documen t Formatting Page Background
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* 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.

= = Document1 -

File Home  Insert  Design References  Mailings  Review View Help Q Tell me what you want to do

@ @ IE % ' Breaks ~ Indent Spacing E = Align~

- : 3 ) i[JLine Numbers - 3= Left: |0" * /1= Before: 0pt B [}

Margins Orientation Size Columns ) — ra Pl - Selection

- - - . bc Hyphenation~  Z#Rjght: 0 . |s=After. 8pt B Pane

Page Setup M Paragraph T Arrange

L 1---|---Z---.---1---|---2---|---3---|---4---|---
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* 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.

Document1 - Word

I n Layout References Mailings l ie Help @ Tell me what you want to do
) e Lo [ 2 Q [z 5o 08 B O =B=E
2 = Drart <=2 [ Gridlines | _ » = EH EE Multiple Pages - -~
Read = Print Web Learning Mertical Side . ] Zoom 100% & New Arrange Split Switch Macros Properties
Mode Layout Layout Tools to Side | Navigation Pane Bagei¥iciD Window Al Window -
Views Immersive Page Movement Show Zoom wWindow Macros SharePoint
L fL o 5 5 00 o o 5 ....... 1o T e 3. 4 . 5 0 0 6 s 7
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* 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.

Document1 - Word

me  Insert  Design Layout References Mailings Review View Help Format Q Tell me what you want to do
SN OO O] - L Edit Shape - ) -| £ shape Fill - A E = positi [ Send Backward ~ I .
A L L dL (T - [E= Draw Text Box Abc ﬂ - | LZ Shape Outline - A A\ [5] Align Text - % Wrap Text - Ei Selection Pane  “ARotate-
N } K = & Shape Effects - /A Text Effect .1 Bring Forward - [Z Align - e 208
tyl Wi Styles . Text  Accessibili tt ~ Arrange
...... g‘--w‘-‘1--‘w-"2-"l"-3"-\‘-‘4‘-‘\-"5-”|H-Ew-é‘--7‘-‘
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e 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.

Print
Mode

Read Web
Mode Mode

N

Sl o Yl

B - I + 100%




MIDOCEA

VERSITY

e Read Mode

04

e e |n this view, all of the editing tools are hidden so

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

1 T ettt s your document fills the screen. Arrows appear on

8. You will then be prompted to select your library.

Type “5t. Clairsville” into the search bar and select

T the left and right side of the screen to toggle

brary does not appear.
9. When prompted, enter your library card number

through the pages of your document.

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.

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. In the 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!
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SampleDoc.docx - Word

. BRI " * This is the default view where

FtArt Chart Screenshot .’MyAdd -ins - Wikipedia Online Hyperlink Bookmark Cross- Comment Header Footer Page Text Quick Word4

[
o you create and edit your
ns Add-ins Media Links Comments Header & Footer

UGG U ISR A I L e

4. Next, select our library from the list provided

5. Enter your library card number and pin. **Your pin is the last four digits of your card d Oc u m e nt
[ ]
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 need your library card and pin. If you do not have
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

i * There are page breaks in between
each page, indicating how your
document will look when printed.

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 your own. When the Kindle is returned to the
library, we will reset it, so you don’t need to worry about your information being saved. J

. 5 Hoopla: You will need to create an account, if you have not already done so. Follow
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SampleDoc.docx - Word ‘

Design Layout References Mailings Review View Q@ Tell me what you want to do..

B B lddl B all e e W [g & [B [F 1]

Cover Blank Page Table Pictures Online Shapes SmartArt Chart Screenshot 3 My Add-ins - Wikipedia Online Hyperlink Bookmark Cross-  Comny
Page~ Page Break = Pictures - = Video reference
Pages Tables lllustrations Add-ins Media Links Comi

. .
smmewenas | 10IS VIEW FEmMoves
M Movies Anywhere: This app is automatically logged in to the library account. If you have your own account, you may log into page b re a ks . I t Ca n
re

about your information being saved.

hoopla help you visualize how

Hoopla: You will need to create an account, if you have not already done so. Follow these steps:
.
1. Click the “Sign up” button on the Hoopla app’s homepage yo u r d O C u l I l e nt W I I |

2. Enter your email address and create a password.

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

. When prompted, ente your lbrrycad number s i d IS P | ay as a we b page.

**Y¥our pin is the last four digits of your card number.

5. 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.

. QOverDrive: You only need your library card to use QverDrive. If you do not have an account, you must create one. Follow the ste
-

1. Open the app and select “Sign up.”

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

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

5. 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/ )

690 words m
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e Blank document
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I
* Blank document: When a new, document opens, the insertion
point is located in the top left corner of the page.

(Q Tell me what you want to

Mailings Review View

A
2L T | naBbCcDd. AaBE
T Normal | TNo

h By =iz elioe €2 3
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* To copy and paste text:

N

* Copying text creates a duplicate of the text.

e 1. Select the text you wish to copy

. 1 - D o] L

2. Click the Copy command on the Home esign  La
I i : \ Calibri (Bod 111 -
tab or right click the selected text and click R & |Calibri Body)
oot By B I U ~abex, X A

Copy. oy AW A-p- A A

* 3. Place the insertion point where you wish the text to appear. Clipboard font .
4. Click the Paste command on the Home tab

or right click and click paste.
\_ 5. Then the copied text will appear.
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2. Onthe Home tab click the drop-down arrow next

to the Font box. A menu of font styles will = Mo a4 a7 A e =T

appear. {} Comic Sans A5 [+] f
3. Move the mouse over the list of font styles, then | ¢ Consolas

select the font you would like to use ; 0 Constantia ;

- (} Cooper Black |
() COPPERPLATE GOTHIC BoOI
() COPPERPLATE (GOTHIC LIG
F Corbel

[} . o |
(¥ Cordia New ATHR
(¥ Cordiaupc ATHR

L

4. The font will change in the document.
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Changing Font Size
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1. Select the text you wish to change.

SampleDoc.docx - Werd

Insert  Design  layout  References  Mailings  Review View Q Te

== X Calibri (Body) ~112

By B I U -abe X X AaBbCcDd AaBbccDd AgBb

Past ;
's = A - . A - Aa- TNormal || TNo Spac.. Heading
Clipboard = Font F Paragraph P Styles
Using the Library Apps
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2. Select the desired font size formatting option

(‘

the font size will appear in the document.

* 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

N

Er
Paste B

-

Clipboard

== X Calibri (Body) :
De B I U ~abe X, 54

SampleDoc.docx - Word

Insert  Design Layout References Mailings

—Tiz~ v | &€ 3E
== == =
¥ A-W.A-pa- AYX LA T Normal
A-¥-A-ra- AN D-ii- 800
Font Paragraph F]

Using the Library Apps

_ | AaBbCcDd| AaBbCcDd AaBb)
T Mo Spac...

View Q

Heading

Styles
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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.

Insert Design

= X |Calibri (Body) ~|12
2

By B I U ~abe X, X

Paste
R 4

-

Clipboard =

Layout

SampleDoc.docx - Word

References Mailings

T Normal

Using the Library Apps

Review

AaBbCcDd AaBbCcDd A2Rb|

View

T Mo Spac... Heading

Styles
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4. Select the font color you wish to use
* The font color will change in the document

SampleDoc.dook - Word
Review View

04

lf,';fl Te

Insert Design Layout References Mailings
— Calibri (Body) 12 ~||i= iz | €€ E bceDd . h
- BT U wex.x % =BEl==|1=- A“a:: CcDd  AaBbCcD Aaa
) ¥ A - aty | ﬁ lpa~| A A g—z . _ ~ E‘l T ormal || T No Spac... Heading
Clipboard = Font ra Paragraph P Styles

hJs g the Library Apps
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* Highlighting text can be useful when Dawson Park
. . . MNeed to get park’s address
marking important text in your document. Friday, April 5, 8AM — 3PNsy
: : : Canoes, door prizes, free lunch,
1. Select the text you wish to highlight. e ok
2. From the Home tab, click the Text
Highlighter Color drop-down arrow.
3. Select the desired highlight color. e
alls Thri - -
Do Park Calibri (Body) 11 |
Need to get park’s address P B I u T abe X
Friday, April 5, 8AM — 3PM ETE v Al K- pa- A A
Canoes, door prizes, free lunch, _
scavenger hunt, volleyball, trust walk, Cl|pbuard £ Font £ )
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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. 3. The selected text will be modified in the document.

Paste —
. N A--A-pa- AA

\ Clipboard Font M y
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o€ Changing Text Alignment
L .
1. Select the text you wish to modify.
2. On the Home tab, select one of the four
alighment optlons from the paragraph
section
. Align Text left
. Center E——
o Align Text Right | /¢ = =S i=" "0 =2
. lustify «xle FH=S=|E
a~ | A A Q- 2L T
& Paragraph M
\_ J
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* To change page orientation:
1. Select the Page Layout tab.
2. Click the “Orientation” command in the Page Setup Section.
3. Adrop-down menu will appear. Click either “Portrait”
or “Landscape” to change the page orientation.
4. Once one is selected the page wi
SampleDoc.docx - Word
File Hoine Insert References Mailings Review
i %Orientation' = H Spacing
& rFitine Numbers - | 3= 1= opt o
K Marglns == Columns~  pg Hyphenation ~ S gpt e )
Page Setup Paragraph ]
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Changing Page Size
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* To change the page size:

* Word has a variety of predefined page sizes to choose from.
e 1. Select the “Layout” tab, then click the “Size” command.

H O - - SampleDoc.docx - Word
File Home Insert Desiar References Mailings Review
%Orientatinn ~ r==rBreaks - Indent Spacing
. IO Size :[ ILine Numbers~ 3= 0" . [1=/0pt .
t Margins'— a ] o _ Position
- == Columns~  pc Hyphenation~ =€ " . :; 8 pt .
Page Setup Fa Paragraph F

2. A drop-down menu will appear. The current page size is highlighted
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\
* File Tab gives you various options for saving, opening a file, printing,
and sharing your document.
To access Backstage view:
B Calibri Body - 11 -| 1, Click the file tab
Paj.te ~ Format Painter o e
Clipboard T Font
L | E
Y,
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Open
Save

Save As

Account

Feedback

Options

Info

»

Protect
Document ~

@)

Check for
Issues -

i

Manage
Document ~

Protect Document
Control what types of changes people can make to this document.

Inspect Document

Before publishing this file, be aware that it contains:
Document properties and author's name
Custom XML data

Manage Document

1 There are no unsaved changes.

Document1 - Word

Properties -
Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Medified
Created

Last Printed

Related People
Author

Last Modified By

Show All Properties

Not saved yet
1

0

35 Minutes
Add a title
Add atag

Add comments

Today, 11:14 AM

S  Staff

Add an author
Not saved yet
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* To begin a new project in Word

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

2. Select New, then click a template.

SampleDoc.docx - Word

Insert  Design Layout

D Calibri (Body, ~ 11~ NeW
Paste B I U
» E ~abe X; X
- ¥ Format Painter = ?
Search for online templates
Clipboard T Font " ’O
L] Suggested searches: Business Cards Flyers Holidays Education Letters Resumesand Cover Letters
L 1 0 9 .
Aa
Take a tour
L]
3. A new, document will appear. —
.)
Blank documen t Welcome to Word Single spaced (bla...

\_

Medern chronolo... Polished resume,... Polished cover let... Blue grey cover le...
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How to: Open an Existing Document
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* 1. Navigate to Backstage view, then click Open.

2. Choose “Browse”

N

OneDrive

This PC

Add a Place

Browse

Today

E SampleDoc.docx
=] \\192.168.1.197 »

E Using the Librar...
=] \\192.168.1.197 »

E Library E-card.d...
=] \\192.168.1.197 »

E Adult Registratio...
=] \\192.168.1.197 »

E Shelf Talks.docx
=] \\192.168.1.197 »

Older

sh...

sh...

sh...

sh...

sh...

4/15/2019 12:30 PM

4/15/2019 12:30 PM

4/15/2019 12:30 PM

4/15/2019 12:27 PM

4/15/2019 12:26 PM
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How to: Open an Existing Document
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%

E

R

TY|

4

e 3. The Open dialog box appears. Locate and select your document,

then click Open.

@ Open X
« = « I > shared > Falon > 2019 Programming v O  Search 2019 Programming P
Organize ~ New folder = @ @
Name Date modified Type Size
> Quick access
April_Programming 4/15/2019 12:30 PM  File folder
> @ Microsoft Word February_Programming 2/21/2019 11:221 A..  File folder
N OneDrive January_Programming 12/28/2018 11:35...  File folder
March Programming 3/19/2019 7:27 PM  File folder
> B ThisPC May_Programming 3/15/2019 11:37 A..  File folder
> wd Network @] Adult Registration for Adult Tech Nights...  3/19/2019 6:29 PM  Microsoft Word D... 19KB
< >
File name: VI All Word Documents (*.docx*d v

Cancel

~N
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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.

\_

N




Creating a PowerPoint Presentation
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Quick Access toolbar.

\
SampleDoc.docx - Word
1. Locate and select the Save command on the ©
Save As
New
2. If you are saving the document for the first G OneDive
time Save As will appear in Backstage view. sate T hisec
3 You WI|| then need to choose where to save the - PR
ere Browse
Design Layout B
D Calibri (Body] = |11 - 5
Paf.te ¥ Format Painter B I U -skex X ACC%’“”t
Clipboard T Font oo
LS Y,
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Info
New
Open
Save
Save As
Print

Share

Export

Close

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

SampleDoc.docx - Word ¢ - | X

Signin

Export

Create a PDF/XPS
Document

[![j Create PDF/XPS Document

Preserves layout, formatting, fonts, and

E Change File Type images

Content can't be easily changed

Free viewers are available on the web

miE=
Create
PDF/XPS

N
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How To: Export Word to PDF
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* 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. ~—pvempe— -

- v «_ 2019 Programming v Q| | Search 2019 Programming »p

Organize ~ New folder

Name Date modified Type Size

3 Quick access
April_Programming

8 Microsoft Word e e Choose a location,

OneDrive Joniary i type a file name,
® s P then click “Publish”
¥ Network

<

File name: | SampleDoc.pdf

Save as type: | PDF (*.pdf)

Open file after publishing Optimize for. @ Standard (publishing
onli

. ~ Hide Folders Tools ~ Cancel
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Exporting to Other File Types (Cont.)
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* You can also use the Save As type: drop-
down menu in the Save As dialog box to
save documents in a variety of file types.

Organize v

(& Libraries

Jl Music
Pictures
E Videos

() Hide Folders

@ ..: * 1 ,_u « Misc » Merced's Docs v & Search Merced's Docs pel

Mew folder BE ~ @

Documents

File narme:
Save as type:

Authors:

2 Chain of Comrnand Tree

Team Building Retreat Flyer

L

Resume

Word Document

Woaord Document

Woaord Macro-Enabled Docurnent
Word 97-2003 Docurnent

Word Template

Word Macro-Enabled Template
Woaord 97-2003 Template

POF

XP5 Document

Single File Web Page

Web Page

Web Paie, Filtered
Plain Text

Word XML Docurment B
Word 2003 XML Docurment 3
Strict Open XML Document

OpenDocurnent Text

Woaorks & - 9 Document
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