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Interface Overview
1. The File tab % H O R % A A 2 Documenty - Ward B T _U - ,,I: %

HOME INS:RI CEHGN FAGELAYOUT REFERERICES MAILNGS REMIEWY HEW DEVELUPER ADD I
The File tab provides access to | At
Backstage view and the program |"7 s 7 ucex YA
control centre. e T = i

Navigation =%

2. Quick Access Toolbar -

A small customisable toolbar for enowcs | ssats [
frequently accessed tools . e B | '

3. The Ribbon

The tabbed configurable MS Word
menu. e
4. The Navigation Pane e :
A pane for navigation through a 4
document or searching for content. i
5. The Status Bar i
Enables access to document status : E

information and various document
views and zoom features.

Backstage view RermentlWeR ) &
Enter the Backstage view by Clicking Info
the File tab in the Ribbon. Return to
the document by clicking the Back p | ProtectDoc e Properizs-
arrow. = o
Use BaCkStage to: : lr.‘:-.".::.’r [FJ.c-.’ummtT
' Save As

e Create, open, save, print, view
document meta-information,
manage MS Word options and
adjust the logged in user account.

VeSS MNew
13 There are 10 previous

Vet~ - @ SiDrive N

X i . . e EI:] Computer
e If MS Word is signed in to with a Sove As an
Microsoft Account — you can save
directly to SkyDrive via your

Internet connection.

Print Add a Place

r
Word Options P ||

General

Word options
Enter MS Word program options by

with W
g% General optians for working with Word

Display
clicking on the Options menu item in Prastiig User Interface options
the Backstage view. [#1 Show Mini Teolsaron selection

Language [¥] Enable Live Preview:

po— [¥] Update document content while dragging
Use the program options to: ST ScreenTip style: |Show feature descriptions in ScreenTips [~

Quick Access Toolbar Personalize your copy of Microsoft Office

Configure your Quick Access Toolbar i I“‘m EZL“’W
i fust Center Initials:
or the Ribbon or update program || " 5 Rl W A
Settings. Office Background: | Lunchbex =]
| Office Theme: Dark Gray [~

Start up options

Choose the extensions you want Word to open by default: | Default Programs.

[7] Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Open e-mail attachments and other uneditable files in reading view

[¥] Show the Start screen when this application starts

Notes
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Prepare your interface

Use MS Word’s non-printing formatting symbols to reveal paragraph and character formatting
settings as denoted by the § pilcrow character.

Exercise 1. Display formatting symbols
e Click Show/Hide in the Paragraph group == me lemas | AL [
of the Home tab on the Ribbon. .
Paragraph P

Exercise 2. Add quick access tools

The Quick Access Toolbar (QAT) is a small menu that you can customise with your favourite tools.

1. Click the Customise Quick Access = G B MMAME=-E P
Toolbar arrow at the end of the toolbar

HOME TMSERT DESIGN PAGE LAYOL Lt\ilsmmize Quick Access Toolbar

ai._"l Calibri (Body) ~J11_ | & & | A2~ | 8o || 7 E;H
Consider enabling the following: Pate B I U-amenx |[B-F-A-l, s
® NeW Clipboard Font ] Email

1 [ SR R § Quick Print
y Open . N Na\-"igati@n T _ o v :rmtpra';le-"ancl Print
e Print Preview and Print '
L Undo More Commands...
e Redo Show Below the Ribbon s
2. Click More Commands Right click tools on the Ribbon to add them to the toolbar.
3. C||Ck Choose Commands frOm > A" Choose commands from:
Commands for the full list of tools Popular Commancs [=]

Popular Commands
Commands Mot in the Ribbon

Consider enabling: T N
e Insert page and section breaks
e Style inspector

Exercise 3. Modify the Status Bar
1. Right click the status bar at the bottom of -
the MS Word WindOW PAGE:1 SECTIOMN:1 PAGE1 OF1 0O WORDS
2. Enable document inspection information Customize Status Bar
like page number, section number etc. Eermatted Page Number 1
Section % 1
+ Page Mumber Pagelofl
Vertical Page Position 2.5em
Exercise 4. Enable the Navigation Pane
If the Navigation Pane is closed: | Ruler

1. Click the View tab in the ribbon
2. Check Navigation Pane in the Show

group

Gridlines
v Mavigation Pane

Show

Notes
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Styles

Styles are named collections for formatting choices that can be used instead of manual formatting.
Applying a style gives a text element a specific formatting definition that can be consistently applied
and easily updated. New documents automatically use the Normal style.

Exercise 5. Apply quick styles
Heading styles
1. Go to “Alpheius Global Enterprises” Alpheius-Glpbal-Enterprisest]
2. Click the Heading 1 quick style in the Style
Gallery on the Home tab AaBbCcDc AaBbCeDe AaBbC

Applying this style changes the Normal text into a Heading.

Word now uses the Heading definition to format this ol Thespec. | Heading

paragraph.
'AlgheiLS-Gl\oba\ -Enterprises
3. Go to “The Founders” The-Fuuhders'ﬂ

4. Click the Heading 2 quick style

Heading styles are generally configured so that when N e
Heading 2 is used, Heading 3 becomes visible in the Style || AaBbCcDe AaBbCcDe AgBbCi AaBbCcl
Gallery, and so on, down to Heading 9. TMaormal | TMNo Spac..  Heading 1 Heaw'uc 2

* The-Founders9

Collapse content by Heading

1. MC_)USG over a heading paragraph fuIncredible-Coincidences{

2. Click the couapse arrow to the left of the All-three-founders-share-remarkably-similar-b¢
paragraph to hide the content

3. Click the expand arrow to expand and ' Incredible-Coincidences
show the content = A-Note-and-Its-Rewardsf

Each-had-a-similar-note-enclosed-in

Access more styles

1. Select a normal paragraph
2. Click the More button on the Style Gallery AaBbCcDc AaBbCcDe AaBbhC

More is a downward arrow button which expands T Mormal | TNo Spac.. Heading1

the available menu options. i T
%ﬁ Styles %ﬁ
3. Locate and apply the Quote quick style N
AaBbCcDe | AaBbCcDt -
Strong Quote % =
Styles [P
Exercise 6. Locate and add styles to the Style Gallery
View all quick styles
1. Click the Styles Window launcher in the ]|
bottom right of the Styles group AaBbocDe | AsBbCDe AABDC([ || o
This is a small square box with a diagonal arrow. Normal | 1No Spac.. Headingl |7 | [y
The Styles Window will then open — docked on the right of Styles 2l |

screen. This window can be detached and moved around. ., . 5.

(0 L S T & S T SR O & ka

Notes
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