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Chapter 1: Getting Started with Word

In this chapter, you meet the Word working environment, including the Word Start
screen and Backstage view, and you learn the essentials of navigating the interface with
the keyboard and mouse and entering text using the keyboard. You also learn about
using Word on tablets, phones, OneDrive, and Teams.
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Open Word and Use the Start Screen

Microsoft Word is the world’s most widely used word processing app. As of this writing,
the current version of Word is Word 2019, which runs on Windows 10 and on macOS. This
book focuses on Word 2019 for Windows. Microsoft also provides versions of Word for
Apple iOS devices, which are the iPhone and iPod touch; for iPad OS, the iPad’s operating
system; and for Android, Google’s operating system for smartphones and tablets.

To use Word, you first launch it. This section shows you how to pin Word to the Start
menu or to the taskbar, and how to launch it from those locations.



Open Word and Use the Start Screen
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Pin Word to the Start Menu or to the Taskbar
© Click Start ().
The Start menu opens.
© Locate the Word icon (@) and entry. For example, scroll down.
Note: You can click Word (@) to launch Word.
© Right-click Word ().
The context menu opens.

® To pin Word to the taskbar, click or highlight More, and then click Pin to taskbar.
O Click Pin to Start.
Windows pins Word to the Start menu.

Launch Word from the Start Menu

© Click Start ().



The Start menu opens.
@ Click Word ().
Word opens.

Note: You can get Word either by buying an Office 2019 perpetual license or by paying for
a Microsoft 365 subscription. Microsoft is gradually moving to the subscription model,
and this is generally a better choice because the software receives ongoing updates as
long as you subscribe, whereas the perpetual license receives only bug fixes and some
updates.

Il © Type here to search

Launch Word from the Taskbar

© Click Word (@) on the taskbar.
Word opens.
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Meet the Home Screen and Close Word

When Word opens, it displays the Home screen.
O If you have signed in to Microsoft 365, your ID appears here.



© The New area presents templates you can click to start a new document.

© You can click Search and type a search term to search for a document or template.
O The Recent list shows recent documents. You can click a document to open it.

@ You can click New to create other types of new documents.

© You can click Open to open other existing documents.

© Click Close ().

What do the Pinned tab and the Shared with Me tab contain?

The Pinned tab contains a list of documents you have “pinned” to keep them available.
This gives you an easy way to open documents you use often.

The Shared with Me tab contains a list of documents that others have shared with you
via Microsoft’s OneDrive online service or through other means.

Understanding Office and the Cloud

Word and the other Microsoft Office apps, such as the Excel spreadsheet app and the
PowerPoint presentation app, offer full integration with Microsoft’s OneDrive online
service, SharePoint servers, and Teams collaboration app. This integration enables you to
work no matter where you are and which type of device you have available. For example,
you can sign in to OneDrive on your laptop or iPad and get to work in Word; or you can
sign in to Teams and open a Word document for editing directly in the app.

Sign In to the Cloud
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Sign out
Switch account

Signing in to Office.com or your Microsoft 365 subscription connects your Office
programs to the world beyond your computer. Office Online offers free access to the
online, limited-edition versions of Word and other Office programs that you can use on
any computer. Purchasing a Microsoft 365 subscription gives you access to full versions
of the Office desktop programs and the online versions of the products. Signing in gives
you access to online pictures and clip art stored at Office.com and enables Word to
synchronize files between your computer, OneDrive, and SharePoint.

OneDrive Storage Space
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Subscriptions to Microsoft 365 include space on Microsoft’s OneDrive cloud storage
service. The amount varies depending on the plan; for example, the Microsoft 365
Personal plan gives one person 1 terabyte—1 TB, 1000 GB—of storage space, and the
Microsoft 365 Family plan gives up to six family members 1 TB each. Word and the other
apps save all documents by default to OneDrive so that you can access your documents
from anywhere.

Using Office Online Apps
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You can open and edit Word, Excel, OneNote, and PowerPoint documents from
OneDrive using Office online apps, which are scaled-down editions of Office programs
that you can use to easily review documents and make minor changes.

Take Your Personal Settings with You Everywhere

Word keeps track of personal settings like your recently used files and favorite templates
and makes them available from any computer. When you open a document, Word gives
you an easy way to return to the last location you were editing. This makes it easy for you
to get back to work when you move from one computer or device to another.

Your Documents Are Always Up to Date
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Word saves your documents by default in the OneDrive folder on your computer, from
which you can access them quickly. Windows then synchronizes this folder with
OnebDrive in the background.

Share Your Documents from Anywhere
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You can share your documents both from within Word and from OneDrive. If the
document is stored on OneDrive, you can send the recipient a link so that they can work
with the original document. If the document is stored on your PC, you can send the
document itself; you can also send the document from OneDrive to give the recipient a
separate copy to work with.

Take Advantage of the Office Store



Office Add-ins
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The Office Store contains add-in applications that work with Word and the other Office
apps. For example, the dictionary you use to look up words in Word does not
automatically install when you install the program. But when you need an add-on for
Word, you can download it from the Office Store.

Explore the Word Window

Like most of the other Office apps, Word’s interface uses the Ribbon, a control strip
across the top of the window, and a Quick Access Toolbar that appears either in the
window’s title bar or below the Ribbon. The Ribbon contains most commands available
in Word, and the Quick Access Toolbar contains frequently used commands.

Product Development

BUILDING COMPULSION INTO OUR DESIGN ESTHETIC

© Quick Access Toolbar

A Contains buttons that perform common actions.

O Ribbon

Contains buttons organized in tabs, groups, and commands.

O Dialog Box Launcher



Appears in the lower-right corner of many groups on the Ribbon. Clicking this button (=)
opens a dialog box or task pane that provides more options.

O Document Area

The area where you type and edit content. The insertion point, a blinking vertical bar,
shows where text will appear when you type.

O Status Bar

Displays document information and the location of the insertion point.

0 View Shortcuts

Contains buttons to switch among Word’s different views of a document.
© Zoom Controls

Changes the magnification of a document.

© Microsoft 365 Indicator

If your name appears, you are signed in to your Microsoft 365 subscription. You can click
- to display a menu that enables you to manage your Microsoft account settings. If you
are not signed in, this area shows a Sign In link.

@ App Window Controls
@ Title Bar

These buttons enable you to control the appearance of the app window. You can
minimize the Ribbon, and you can minimize, maximize, restore, or close the app window.

Shows the document and app titles.

Sign In to Your Account

You can use Office.com or your Microsoft 365 subscription to work from anywhere. Once
you sign in, you can use the free Office online apps, such as the Word app. Word
remembers some of your personal settings such as your Recent Documents list so that
you always have access to them. Desktop product users typically sign in using a Microsoft
365 subscription.

When you work offline, Word creates, saves, and opens your files from the local
OneDrive folder. When you reconnect, Word uploads your changes to the cloud
automatically.



Sign In to Your Account
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© Open Word.
The Word Home screen appears.

O Click the Sign in link.

Note: If you are viewing a document, you can click the Sign in link in the upper-right
corner of the screen.

The Sign In window appears.

© Type the Microsoft account email address associated with your Microsoft 365
subscription.

O Click Next.
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Note: If the Enter Password window appears, type your password, and click Sign In.

® Your name in this area indicates that you have signed in to Microsoft 365.
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© If you need to sign out, click your name, and then click Sign out in the pop-up panel
that opens.

Work with Backstage View

You can click File at the left end of the Ribbon to display Backstage view. Backstage is
the place to go when you need to manage documents or change program behavior. In
Backstage view, you find a list of actions that you can use to open, save, print, remove
sensitive information, and distribute documents as well as set Word program behavior
options. You can also use Backstage to manage the places on your PC’s hard drive, on
your network, or in your OneDrive space that you use to store documents.

Work with Backstage View
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Backstage view appears.
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® The left pane acts as a menu for navigation and commands for manipulating Word and
the active document.

© This pane lets you quickly create new documents and open recent documents,
frequently used documents you have “pinned,” and documents shared with you.

© The Search box enables you to search by keywords for documents.

© Click New.

aining Your Cat doce - Saved to tha PC ks @ © ® 7 - O

New

F i Title 5]

The New pane appears.

© You can double-click a template in the New area to quickly create a document based
on that template.

© You can click Search for online templates and type search terms to search for online
templates.

@ You can click a Suggested Search to display templates in that category, such as
Resumes and Cover Letters.

© Click Info.

Info

Training Your Cat

) There aee 0 ummved changes.
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The Info pane appears.
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©@ You can view information about the document and its properties, such as its size and
last modified date.
© You can take actions, such as inspecting the document or managing it.

O Click Back (@).
Word closes Backstage view and redisplays the open document.

What does the Options link in Backstage do?

Clicking Options in the left pane in Backstage opens the Word Options dialog box. This
dialog box contains scores of options for configuring Word to look and behave the way
you prefer. You will explore the Word Options dialog box at various points throughout
this book.

Change the Color Scheme and Background

The Office apps include several themes that you can apply from the Account screen in
Backstage view or from the Word Options dialog box. The Colorful theme gives each app
a different main color—navy blue for Word, forest green for Excel, and so on. The Dark
Gray theme, the Black theme, and the White theme apply the name’s shade to each app.

You can also apply an Office background, such as Clouds or Tree Rings, to an app. The
background graphics appear on the right side of the title bar.

Change the Color Scheme and Background
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Are You Brave (or Foolish?) Enough to Take Out

a Lone Loan Alone, in Person or Over the Phone?

Disclaimer

rors you need to consider before you sign a dea:

* The amount of interest you'll be paying (and how it compares to inflation)

Note: The color scheme and background apply to all the Office apps, so if you change the
color scheme and background in Word, the changes appear in Excel, PowerPoint, and the

other apps as well.

© Click File.
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Backstage view opens.

© Click Account.

The Account pane appears.

© Click Office Theme (.).

The Office Theme drop-down list opens.

O Click the Office theme you want.

Loan- Toking Advice docx - Saved

8 o ¢ Account

User Information

Word takes on the colors of the theme you chose.
Note: Some theme changes are more subtle than others.

Mana Jenes

Product Information

Office

© Click Office Background (-).

O Move the pointer ([}) over a choice in the menu to highlight that choice.
® A background pattern appears at the top of the window. The pattern remains as you

work on documents.

@ Click the pattern you want to use, or click No Background.

© Click Back (&) to return to your document.
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Are You Brave (or Foolish?) Enough to Take Out
a Lone Loan Alone, in Person or Over the Phone?

Disclaimer

The odvice in this article is provided as-is, and as such without any guarantee. The author and publisher
cannot be held lioble for actions inspired by reading this article.

Taking Out a Loan

1t's 2 great time as an individual, business partner or a small business owner to take out a loan, whether
you're looking to improve your quality of life, or buy new hardware, firmware, or software to help your
small enterprise soar to new heights (or dive to new depths)|

However, there are 8 few factors you need to consider before you sign a deal

» The amount of interest you'll be paying (and how it compares to inflation)

The Office theme and background you selected appear.

© The background appears in the title bar.

What is the point of the Office backgrounds?

The backgrounds add a small amount of visual interest to the app’s interface. Some
people like the backgrounds; others consider them pointless.

Locate Commands on the Ribbon

Word’s Ribbon contains a huge number of commands, and it can be difficult to
remember where to find a command you do not use frequently. To help you locate
Ribbon commands, Word provides the Search feature.

You can still use the Ribbon directly, as described in the next section, “Give Commands
Using the Keyboard and Mouse.” The Search feature is most useful when you are not
sure where on the Ribbon to find the command you need.

15



Locate Commands on the Ribbon
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This free datasheet provides all the information you need to train your cat effectively
to soctalize with you and to respond to simple and useful
commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “companion” of your cat, it's
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationshi
expectations, you will almost certainly need to

get your cat to take actions you want. For
example, you may need your cat to come to you
$0 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
or feline.
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© Open a document.
Note: See Chapter 2 for details on opening documents.

@ Click Search (»).

Recently Used Actions
[ twspectDocument

et

Design  Layout

'p Coeilight e -6« A A" As- A

£ Totrignigpe Cooe >

Pute g BIUu-wxxX A-2-A-
Ggbowd 1 font n Soppested Actioms " veicn A
>

R Prepwefor Duibusion

Training Your Lad B Sonidviy ’
This free datasheet provides all the fnf © 4 effectively
to socialize with you and to respond to simple and useful

commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “companion” of your cat, it's
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationshij
expectations, you will almost certainly need to
get your cat to take actions you want. For
example, you may need your cat to come to you
50 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trnip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
or feline.

Is it Possible to Train Your Cat? ’
Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.
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The Search pop-up panel opens.
© The Recently Used Actions list shows some recent actions you have taken.

O The Suggested Actions list suggests options that may be useful.
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This free datasheet provides all the inf border N
1o socialize with you and to respond a

commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “companion” of your
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationships—but whateve:
expectations, you will almost certainly need to 27—
get your cat to take actions you want. For
example, you may need your cat to come to you
0 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
or feline.

Train Your Cat?

© Type a brief description or a keyword describing what you want to do.
© The Actions list shows matches for what you typed.
O Click a command to perform its action.

O If the command includes an arrow (), you can either click the command itself to
perform its default action, or click > to display a list of all its actions, and then click the
action you want to perform.

Note: If you click a command that has no default action, Word displays the list of all the
command’s actions. You can then click the action you want to perform.

1 Training Your Cay

This free datasheet provides all the information you need to train your cat effectively
to soctalize with you and to respond y to simple and useful
commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “companion” of your cat, it's
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationships—but whatever your

expectations, you will almost certainly need to Z

get your cat to take actions you want. For

example, you may need your cat to come to you 4/ \
50 you can put on or adjust its collar, or you may " -

need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
or feline.

Train Your

© The program performs the action you clicked. In this example, Word places a border
around the first paragraph.

TIPS

Will I need to type a description of the action | want to take if it is
the same action | have previously taken?

No. The Search box remembers your previous searches and displays them on the menu
that appears when you perform step 2.
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Can | delete my previous searches?

No. The Search feature retains your searches in the Recently Used section of the menu
that appears when you click in the search box.

Give Commands Using the Keyboard and Mouse

You can keep your hands on your keyboard and select commands from the Ribbon or the
Quick Access Toolbar, or you can use the mouse.

The Ribbon contains buttons organized in tabs, groups, and commands. Tabs appear
across the top of the Ribbon and contain groups of related commands. Groups organize
related commands; the group name appears below the group. Commands appear within
each group. By default, the Quick Access Toolbar appears above the Ribbon and contains
the AutoSave switch and the Save, Undo, and Redo commands. To customize the Ribbon
or the Quick Access Toolbar, see Chapter 11.

Give Commands Using the Keyboard and Mouse

Industrial Trends bn the Yucatan Peninsula
Report by Xavier Hernandez

Purposes of This Document
This document has the following purposes:
Contents of This Document

This document contains the following sections:

lexico, the Yucatén peninsula lies at the southeast extreme of

Historical Industries in the Yucatén Peninsula

Give Commands with the Keyboard

© If appropriate for the command you intend to use, place the insertion point in the right
word or paragraph.

© Press m on the keyboard.
© Shortcut letters appear on the Ribbon.
© Shortcut numbers appear on the Quick Access Toolbar.

© Type a letter to select a tab on the Ribbon.

This example uses @, which activates the Layout tab.
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Industrial Trends on the Yucatan Peninsula

Report by Xavier Hernondez

Mistorical Industries in the Yucatdn Peninsula

The appropriate tab appears. In this example, the Layout tab appears.
O Letters for each command on that tab appear.

O Type the letter or letters to select the command you want to run.
For example, type SA to select the Space After box in the Paragraph group.
If appropriate, Word displays options for the command you selected.

© Type a letter or use the arrow keys on the keyboard to select an option.
Word performs the command you selected, applying the option you chose.

0 x

Industrial Trends on the Yucatan Peninsula

Report by Xavier Hernandez

Contents of This Document

This document contains the following sections:

Geography of the Yucatén Peninsula

Give Commands with the Mouse

@ Click in or select the text or paragraph you want to modify.
@ Click the tab containing the command you want to use.
© Move the pointer over the command you want to use.

© Word displays a ScreenTip describing the function of the button at which the pointer (

E?) is pointing.

O Click the command. For example, click Bold ().
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Industrial Trends on the Yucatan Peninsula

Report by Xavier Hernandez

Purposes of This Document
This document has the following purposes:

Contents of This Document

This document contains the following sections:

© Word performs the command you selected. In this example, Word applies boldface to
the selected text.

Note: If you selected text, click anywhere outside the text to continue working.

TIPS

Can | toggle between the document and the Ribbon using the
keyboard?

Yes. Each time you press @, Word changes the focus of the program, switching among
the document, the status bar, and the Ribbon, in that order. When the focus is on the
status bar or the Ribbon, you can press &3 to move the focus to the next control, or
press =m + &3 to move the focus to the previous control.

What do the small down arrows below or beside buttons mean?
The small arrow (-) on a button means several choices are available. Click the button
directly to apply a default choice. Click - to view additional options. As you move the
pointer (%) over the two parts of the button, Word highlights one or the other to alert
you that you have more choices.

Using Word on Tablets and Phones

You can use Word and the main Office apps on many tablets and phones as well as on
PCs. Windows 10 tablets can run the full versions of the apps, and you can switch to
Touch mode to make the interface easier to use with your fingers.

Microsoft also provides versions of Office for the iPad as well as the iPhone and iPod
touch, and for Android phones and tablets. These versions of the apps look substantially
different but provide most key features, including OneDrive connectivity, enabling you to
continue your work no matter where you are.
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Using Word on Tablets and Phones

Start a Program
© Tap Start ().

© The Windows 10 Start menu for Tablet Mode appears.
Note: If Word () appears at the top of the Start menu, tap it.

© Tap All apps.

The All Apps screen appears.

© Tap Word ().
Word opens.

O Tap the document you want to open.

21



The document opens.
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Using Touch/Mouse Mode
© Tap Customize Quick Access Toolbar (=).
© Tap Touch/Mouse Mode.

© Word adds the Touch/Mouse Mode button to the Quick Access Toolbar.
Note: By default, each Office program displays the screen in Mouse mode.

© Tap Touch/Mouse Mode (&x).
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Training Your Cat
This free datasheet provides all the information you need to train your cat effectively
to socialize with you and to respond appropriately to simple and commonly useful
commands.
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The Touch/Mouse pop-up panel appears.
O Tap Touch.

© Word enlarges the Ribbon, adding space between the controls and collapsing some
groups into buttons, as needed to fit the screen.
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© Tap to position the insertion point.

© The on-screen keyboard appears.
You can then type on the on-screen keyboard.

Where can | get Word for iOS, iPadOS, and Android devices?

You can get Word for iOS or iPadOS from the App Store. On your iPhone, iPod touch, or
iPad, tap App Store on the Home screen, and then search for Microsoft Word. Similarly,
you can get Word for Android on the Play Store. On your Android device, tap Play Store
on the Home screen or the Apps screen, and then search for Microsoft Word.

You can use the basic features of these apps for free. But to use the apps’ full
capabilities, you must pay for a subscription.

Using Word in OneDrive and Microsoft Teams

From OneDrive, you can use the Word online app to open and edit Word documents with
the same basic editing tools you use in Microsoft Word. Similarly, after signing in to
Microsoft Teams, you can open a Word document for editing directly in Teams.

Both OneDrive and Teams provide a streamlined version of Word with fewer tools and
commands than the full desktop version.

Using Word in OneDrive and Microsoft Teams

] 40| @ Documents - OneOrive X \q‘u’mmm-u + v - o x

G Premivm OneOrive

Using Word Online from OneDrive

© Sign in to OneDrive at onedrive.live.com.
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© Open the folder containing the document you want to open.

© Click the document you want to open.

The document appears in the Word online app in another tab in the browser.

© The insertion point appears, and you can edit as normal.
© The Ribbon contains fewer tabs than in the desktop version.

© You can click Open in Desktop App to open the document in Word, assuming Word is
installed on the computer.

Note: The Word Online app automatically saves changes, so you do not need to save
them explicitly.

O When you finish working in the document, click Close (x).
The document closes.

Using Word in Microsoft Teams

© Open Teams as usual. For example, click Start (=), and then click Microsoft Teams ().
Microsoft Teams opens.
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@ Click Teams (22) in the navigation bar.
The Teams list appears.
© Click the appropriate team.

O Click Files.
The Files pane appears.

The file opens, and you can work with it.

© For example, you can select a paragraph, and then apply a style to it.

Note: The Office Online apps inside Microsoft Teams automatically save changes, so you
do not need to save them explicitly.

© You can click Open in Desktop App to open the document in Word, assuming Word is
installed on the computer.

O When you finish working with the file, click Close.
The document closes.

TIPS

What does the Conversation button in Microsoft Teams do?

Click Conversation to open the Conversation pane so that you can hold a conversation
with fellow team members. For example, you can discuss the changes needed to a
document as you work onit.
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Work with the Mini Toolbar and Context Menus

Most of the formatting commands appear on the Home tab in Word, but you have
alternatives to format text. Without switching to the Home tab, you can format text
using the Mini Toolbar, which contains a combination of commands available primarily in
the Font and Paragraph groups on the Home tab.

You also can use the context menu to format text without switching to the Home tab or
the Review tab. The context menu contains the Mini Toolbar and a combination of
commands available primarily in the Font group and the Paragraph group on the Home
tab and on the Review tab.

Work with the Mini Toolbar and Context Menus
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50 you can put on or adjust its collar, or you may

need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

s it Possible to Train Your Cat?

Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.

"% Cynics will point out that your cat is constantly
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Work with the Mini Toolbar

© Select text.

©® The Mini Toolbar appears.

Note: If you slowly move the pointer (k) away from the selected text, the Mini Toolbar
becomes transparent and then disappears.

@ Click any command or button to perform the actions associated with the command or
button.
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© Word performs the action on the selected text.

© The Mini Toolbar remains visible so that you can use it again if you want.
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4 Why Train Your Cat?

expectations, you will almosl certainly need
get your cat to take actions you want. For

example, you may need your cat to come to you
50 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

Is it Possible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.

2 Cynics will point out that your cat is constantly
] training you as you interact with her. For example, can
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Work with Context Menus

© Select text.
© The Mini Toolbar appears.

© Right-click the selected text.
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© The context menu opens.

Note: You can right-click anywhere in the document area, not just on selected text, to
display the Mini Toolbar and the context menu.

© Click a command or button to perform the associated action.

How do | turn off the Mini Toolbar?

Click File and then click Options to open the Word Options dialog box. Click General in
the left pane to display the General category. Go to the User Interface Options section,
and then click Show Mini Toolbar on selection (0 changes to =). Click OK. The Word
Options dialog box closes.

Enter Text in a Document

Word makes text entry as easy as possible. By default, Word uses Insert mode, in which
any text to the right of the insertion point moves along to accommodate the new text.
When the text reaches the end of the line, Word automatically wraps it to a new line, so
you need to press zm only when you want to start a new paragraph.

When you want to use white space to align or position text, press & rather than ez=m.
See Chapter 6, “Formatting Paragraphs,” for details on settings tabs.
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Enter Text in a Document
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October 14, 2020

Hank Idori

Idori Insurance Brokers Partnership 0

4675 Industrial Rd, Suite 13
Indianapolis, 1A 48396

Dear Hank,

are to high across the board, even when compared with other specialist providers.
Please call me |

& share

»
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I regret to inform you that | cannot accept the healthcare contract you have offered. The co-pay rates 0

© Comments

o

a

Type Text

© Type the text that you want to appear in your document.

© The text appears to the left of the insertion point as you type.

O As the insertion point reaches the end of the line, Word automatically starts a new

one.

Press =m only to start a new paragraph.

Revew  View  Hep
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Hank Idori
Idori Insurance Brokers Partnership
4675 Industrial Rd, Suite 13

Indianapolis, 1A 48396

Dear Hank,

I regret to inform you that | cannot accept the healthcare contract you have offered. The co-pay rates.
are too high across the board, even when compared with other specialist providers.

Please call me on one of the following dates:

22 October. 3PM - SPM
31 October
o g nted siteg 100k Crangts OF _ mwent Dreas @ I G -

Separate Information Using Tabs
© Type a word or phrase.

© Press .

To align text properly, you can press @ to include white space between words.
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Some white space appears between the last letter you typed and the insertion point.
© Type another word or phrase.

po——

e

Design  Lapot  Rele vew  View

Hank idorl

Wdori Insurance Brokers Partnership
4675 Industrial Rd, Suite 13

Indianapolis, IA 48396

Dear Hank,

I regret to inform you that | cannot accept the healthcare contract you have offered. The co-pay rates
are too high across the board, even when compared with other specialist providers.

Please call me on one of the following dates:

22 October 3PM - SPM

&» 21 Oectnhar 9AM - 12PM
2 Nweﬂ

Enter Text Automatically
© Begin typing a common word, phrase, or date.

© The AutoComplete feature suggests common words and phrases based on what you

Hank Idorl
Idori Insurance Brokers Partnership
4675 Industrial Rd, Suite 13

Indianapolis, IA 48396

Dear Hank,

I regret to inform you that | cannot accept the healthcare contract you have offered. The co-pay rates
are too high across the board, even when compared with other specialist providers,

Please call me on one of the following dates:

22 October 3PM - 5PM
31 October 9AM - 12PM
22 November].
on sl s ]

© You can press = to let Word finish typing the word, phrase, or month for you.
You can keep typing to ignore Word’s suggestion.

Why should | use e rather than === to include white space
between words?

Typically, you include white space between words or phrases to align text in a columnar
fashion. Most fonts are proportional, and each character takes up a different amount of
space on a line, so using spaces does not usually align words exactly. Tabs, however, are
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set at specific locations on a line, so when you press &, the text will be aligned precisely
with the next tab stop. For details on tab settings, see Chapter 6.

Move the Insertion Point Around a Document

You can move the insertion point around a document quickly by using either the
keyboard or the mouse. Clicking with the mouse to place the insertion point works well
when the new location is already on the screen, but using keyboard shortcuts is usually
quicker for moving the insertion point longer distances. For example, pressing ea + End is
normally a faster way of moving the insertion point to the end of a long document than

scrolling and then clicking.

Move the Insertion Point Around a Document
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Move the Insertion Point by One Character

© Note the location of the insertion point.

© Press .



AutoSave ) ®~ = Training Your Cat.docx ~

File Home Insert Design Layout References Mailings Review View|

LA™ X — o Y- ——
O CalibriLight (Hea v |16~ A" A" Aa~ R | i=vi=v'izv == 4] 0

Paste\y BIU-®xxXA-2-A-

Clipboard & Font [ Paragraph &
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This free datasheet provides all the information you n¢
to socialize with you and to respond appropriately to s
commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “c(
important that you and your cat enjoy a positive relatio|

© Word moves the insertion point one character to the right.
You can press o, g, or o to move the insertion point one character left, up, or down.
Pressing and holding any arrow key moves the insertion point repeatedly in the
direction of the arrow key.
You can press &0 + @ or &0 + 2 to move the insertion point one word at a time to the right
or left.
Note: When the insertion point is inside a word, pressing =n + @ moves the insertion point
to the beginning of that word.
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Training Your Cat

This free datasheet provides all the information you need to train your cat effectively
1o socialize with you and to respond appropriately to simple and commonly useful
commands

Why Train Your Cat?
Whether you consider yourself to be an “owner” or a “companion” of your cat, it's
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationships—but whatever your

expectations, you will almost certainly need to Z “¥E

get your cat to take actions you want. For

example, you may need your cat to come to you r

50 you can put on or adjust its collar, or you may - )
need your cat to enter a travel basket for a trip to I

the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

s it Possible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.

BRI T FF Cynics will point out that your cat is constantly 0 .
et o8 _toen T
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Move the Insertion Point by One Screen

© Note the last visible line on-screen.
© Press .
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you interact with her. For example, can
your cat cause you to fill her bowl, or maybe scratch
“A her behind the ears? If so, you've been trained! And if
you come from a cat-loving family, cats may have been
. traming you all your life

Vhat Expectations Should You Have for Training Y

Great question!

As you well know, cats have a reputation for being hard
to train. But that doesn't mean you shouldn't try—it
just means you'll need to put in more planning,
preparation, and effort.

e will be richly rewarded.
You can experience greater closeness and deeper understanding with your cat after

only a few weeks of training, and the bond will only get stronger with time and
patience.

Id You Begin Training Your Cat

Dr. Sigmund Minitsaka, Veterinary Psychologist at the University of Svalbard, believes
that you should begin t ou're cat at the age of 20 days. There are many 0
T " G fitod Shske - w B IS - '

© Word moves the insertion point down one screen.
© You can press = to move the insertion point up one screen.
© You can click « to scroll up or ~ to scroll down one line at a time in a document.

How do I quickly move the insertion point to the beginning or the
end of a document or to a specific page?

Press tm + o or & + = to move the insertion point to the beginning or to the end of a
document. To land on a specific page, press @ to display the Go To dialog box, type the
number of the page, and press . Press &m + 1 to move the insertion point to the last
place you changed in your document. To move the insertion point to a specific location,
use a bookmark; see the section “Mark and Find Your Place with Bookmarks” in Chapter
3, “Entering Text in Documents,” for details.

Switch Document Views

Word provides five main views for viewing your document: Print Layout view, Web
Layout view, Outline view, Draft view, and Read Mode view. The next section,
“Understanding Document Views,” explains the differences between the views, whereas
this section shows you how to switch among the views by using the buttons on the
status bar and on the View tab of the Ribbon.
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Training Your Cat

This free datasheet provides all the information you need to train your cat effectively
10 socialize with you and to respond appropnately to simple and commonly useful
commands.

Why Train Your Cat?
Whether you consider yourself to be an “owner” o a *companion” of your cat, it's
important that you and your cat enjoy a positive relationship. |

People have different expectations of such relationships—but whatever your
expectations, you will almost certainly need to
get your cat to take actions you want. For
example, you may need your cat to come to you
$0 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a trip to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

s it Possible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.

m’ .-. Cynics will point out that your cat is constantly
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© Click View.
The View tab appears.

@ Click one of the buttons in the Views group on the Ribbon: Read Mode, Print Layout,
Web Layout, Outline, or Draft.
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Training Your Cat
This free datasheet provides all the information you need to
YOUE cat effectively o Soctalize with you and 10 1espond appropriaiely
to simple and commenly useful conmands

mmha \w oonma yourself 1o be an “owner” or a “companion™

of your cat, n 's tmportant that you and your cat enjoy a posttive

relationship. |

People have different expectations of such relationships—but

whatever your expectations, you will almost certainly n

get your cat to take actions you want. For example, you

need your cat to COme 10 you 5O you can put on or adjust its

collar, or you may need your cat to enter a travel basket for a

WP 10 the vet's without resistance or distress—going 1o the

vet's will be much easter with a cooperative feline.
e —

»
Tratning will need patience, persistence, lood humor—and
maybe even some luck. But you can manag:

Cynics will point out that your cat is. zomnn!l) training you as
you interact with her. For example, can your cat cause you (o
fill her bowl, o maybe scratch her behind the ears? If so,
you've been tratned! And if you come from a cat-loving famuly,
b«n rmmnl you all your life

Have for Training Your Cat?

Great quemon
As you well know, cats have a reputation for being hard 1o
train. But that doesn’t mean you shouldn’t try—it just means

you'll need to put in more planning, preparation, and effort G
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Word switches your document to the view you selected.

Note: In this example, the document switches from Print Layout view to Outline view,
showing two outline levels.

® In Outline view, the Outlining tab appears on the Ribbon.

O Buttons for three of the views also appear at the right edge of the status bar; move
the pointer (E}) over each button to see its function, and click a button to switch views:
s—Read Mode
g—Print Layout
s—Web Layout
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Understanding Document Views

You can control the way that you view your document by choosing from five different
views: Read Mode, Print Layout, Web Layout, Outline, and Draft.

Read Mode View

Video prosides a powerful way to help ou prove yous
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Read Mode view, which supports tablet motions, optimizes your document for easier
reading and helps minimize eyestrain when you read a document on-screen. This view
removes most toolbars. To return to another view, press ==; alternatively, click View, and
then click Edit Document.

Print Layout View

Generating the Id

-t

Nideo pdeeR a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also
type a keyword to search online for the video that best fits your document. To make
your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, vou can add a
matching cover page, header, and sidebar, Click Insert and then choose the elements.
you want from the different galleries. Themes and styles also help keep your
document coordinated. When you click Design and choose a new Theme, the pictures,
charts, and SmartAn graphics change to match your new theme. When you apply
styles, your headings change 1o match the new theme. Save time in Word with new
buttons that show up where you need them.

Ta change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add &
row or a column, and then click the plus sign. Reading is easier, too, in the new
Reading view, You can collapse parts of the document and focus on the text you want,
1f you need 1o stop reading before you reach the end, Word remembers where you left
off - even on another device. Video provides a powerful way to help you prove your
point. When you click Online Video, you can paste in the embed code for the video you
want to add. You can also fype a keyword to search enline for the video that best fits
your document. To make your decument lock professionally preduced, Word provides
header, footer, cover page, and text box designs that complement each ather. For

Print Layout view presents a “what you see is what you get” view of your document. In
Print Layout view, you see elements of your document that affect the printed page, such
as margins, headers, and footers.

Web Layout View

Concept

Mideo provides a powerful way 1o belp you prove your pomr, When you click Online Video, you can paste 1n the embed code for the
110e0 Y01 want 1o add. You tan also type a keyword 1o search online for the video that best fits your document To make your
document look professienally produced, Word provides header, footer, cover page, and text bo desigms that complement each
other, For example, you can add a matching cover page, header, and sidebar, Click Insert and then choose the elements you want
from the different galleries. Themes and styles also help keep your document coordinared. When you click Design and choose a new

me, the picrures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headimgs change
to match the new theme. Save fme in Word with new buttons that show up where you need them.

To change the way a picture fits in your documenr, <bick 1t and a button for layour oprions appears next 1o 1. When you work on a
table, click where you want 1o addia row or 3 cohunn. and shen click the phus sign. Reading is easter, 100, In the new Reading view.
You can callapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on anoter device. Video provides a powerful way 10 help you prove your point. When you click
Online Video, you ¢an paste tm the embed cade for the video you want to add. You can also ype a keyword 10 search orline for the
video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other, Far example, you can add a matching cover page, heatler. and sidebar

Click Mseat and then choose the slemments you want from the different gallertes, Themes and styles also help keep your document
coordinated. When you elick Design and choose a new Theme, the pletures, charts, and STartast graphics change to match your
nert thense. When you apply' styles, your headings change to match the new theme. Save time tn Word with et buttons that sherw
up where you need themn. To change the way a picture fits in your document, click 5t and 2 button for Jayaut options appears next to
1t When you work on a table, click where you want 1o add 2 row or 2 column, and then click the plus sign. Reading is easter. 1o, In
thie et Reading vietw. You can collapse parts of the document and Focus on the Text you want. If you heed to stop reading befare
vou reach the end, Word remembers where vou left off - even on another device.

\iden provides a powerful iy o help you prove your paint When you lick Online Vides, you can paste tn the émbed codé fot the
video vou want 10 add. You can also wype 2 keyword 1o search eniine for the video tat best fits your deoament To make your
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Web Layout view is useful when you are designing a web page because it displays a web
page preview of your document.

Draft View

Ge

g the [deas

Nid rovides a powesful way 1o help you prove your pomnt. When you click
Oniine Video, You €an paste m the embed code for the video you \\dl" ln add. You
can also type a keyword to search online for the video that best fits
Gocument To make your dacament look professignally produced, Word provides
header, footer, cover page, and fext box designs that complement each other. For
example. you can add a matching cover page, header, and sidebar, Click Insert and
then choose the elements you want from the different gallertes. Themes and styles
also help keep vour document coordinated When you click Design and choose a
new Theme, the pictures, charts, and SmartAn graphics change to match your new
theme. When you apply styles, your headings change to march the new theme. save
time 1n Word with Tiew buttons that show up where you need them.

To change the way a picture fits n your document, click 1t and a button for layowr
GpHONS APPEArs HEXT 1o 11 When youl work on a table, click where you want to add
a roix or a column, and then click the plus sign. Reading is easier, too, in the new
Reading \iew. You can collapse parts of the document and focus on the text you
want. If you need to stop reading before you reach the end, Word remembers
where vou left off - even on another device. Video provides a powerful way 1o help
YOl Prove YOur point. When you click Online Video, you can paste in the eni

code for the video you want to add. You can also fype a keyword fo search online
for the video that best fits your document. To make your decument lock
prafessionally preduced, Word provides header, footer, cover page, anid (oxt box
designs thar complement each other. For example, vou can add a matching cover
page, header, and sidebar

Click Insert and then choose the elements you want from the different galleries.
Thermes and siyles also help keep your document coordinated. When vou dlick

Draft view is designed for writing and editing text; it displays text formatting, but it does
not display your document the way it will print. Instead, you can view elements such as
the Style Area—which shows the formatting style for each paragraph—on the left side
of the screen, but you cannot view certain document elements such as graphics or the
document’s margins, headers, and footers.

Outline View

the ideas

or Value and Viability

@ D

® An:

® Creatir

Outline view helps you develop and edit the organization of a document. Word indents
text styled as headings based on the heading number; you can move or copy entire
sections of a document by moving or copying the heading. You also can display the Style
Area to show the style names.

Work with the Navigation Pane

Word’s Navigation pane helps you navigate through long documents. The Navigation
pane appears on the left side of the Word window and contains three tabs: the Headings
tab, the Pages tab, and the Results tab.

The Headings tab displays the document’s headings in a collapsible view that works like a
smaller version of Outline view. You can expand and collapse headings, as needed. The
Pages tab displays page thumbnails that enable you to navigate quickly by eye. The
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Results tab enables you to navigate among search results and among objects, such as
graphics, tables, or comments.

Work with the Navigation Pane

Training Your Cdd
This free datasheet provi 1 1 need to train your cat effectively
1o socialize with you and 10 respoliu appipsavesy to simple and commonly useful
commands.

Why Train Your Cat?

Whether you constder yourself to be an “owner” or a “companion” of your cat, it's
important that you and your cat enjoy a positive relationship.

People have different expectations of such relationships—but W hatever your
expectations, you will almost certainly need to e
get your cat to take actions you want. For
example, you may need your cat to come to you
$0 you can put on or adjust its collar, or you may
need your cat to enter a travel basket for a tnp to
the vet's without resistance or distress—going to
the vet's will be much easier with a cooperative
feline.

Is it Possible to Train Your Cat?
Training will need patience, persistence, good
humor—and maybe even some luck. But you can manage it.

" Cynics will point out that your cat is constantly
inina von 30 von interact with har Fc evample can
an [

Navigate Using Headings

Note: To navigate using headings, your document must contain text styled with Heading
styles. See Chapter 6 for details on styles.

© Click View.
The View tab appears.

@ Click Show.
The Show pop-up panel appears.
© Click Navigation Pane (- changes to m).

e Loyt de | - 0| By N = |
0>Nawgahon v % Training Your Caf
hs s a2 e oot eftecnely

prov
o- o sk vh o a1 repond specprtely o smple s commenly vt

commants
Hoskings  Poges Pk

o= R st o e
e

ey Z People have different expectatons of usch re —but whatever your
MR Poaible 0 Toka Vour Ot expectatons. you will almost certainly need o
Whst Expectutions Shauld Vou K. et your cat 10 take actions you want. For
When Shoud Yeu Bege Fanng xample, you may need your cat 15 come 10 you
40 YO can a0 of adust it colar, oF o
w Prenary .
e e yourcat 1o ante  rwvd usket b s wp 0 [
1What Tk Can You U o T bregtisgbededo
Spgeited Vareg < hedde tor the v Dth easier with 3 cooperative
Vour Ynner's Netes fee Vou (and. fotioe. A
Vs Qs o Y s L _——
ot Ymeng Rescurces nmn‘u\llnndpnunu persistence, good v
Trimor —and Eabe e soeme Rack. DUt Y06 Can TARAZS 1t
- Cymics will potnt cut that your cat is constantly
training yoa a5 you iteract with ber. For aa
your cat case you 10 ll bar o, ox maybe wraich
the. M 10, you've been
you come from a cat-oving famly, cats may have beea
traming you all yoor e
Greae questicnt
L] St N LB S L]

® The Navigation pane appears.
O Heading 1 styles appear at the left edge of the Navigation pane.
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© Word indents Heading 2 styles slightly and each subsequent heading style a bit more.

© The Collapse icon (4) represents a heading displaying subheadings; you can click it to
hide the subheadings.

© The Expand icon (\) represents a heading hiding subheadings; you can click it to display

the subheadings.

[y

experienc 45 and deeper understanding with your cat after
only a few weeks of training. and the bond will caly get stronger with tme and
patience.

O Click to select any heading you want to display.
© Word moves the insertion point to that heading in your document.

Navigate by Page

© Click Pages.
©@ Word displays each page in your document as a thumbnail.
@ Click a thumbnail.

© word selects that page in the Navigation pane and moves the insertion point to the
top of that page. Word surrounds the current page’s thumbnail with a heavy blue
border.

Thas free datasheet prov snformatson you need to train your cat effectively
o- 10 socialize with you and to respond approprately to stmple and commonly useful
cenands

How do | control what headings appear?

38



On the Headings tab in the Navigation pane, right-click any visible heading to display the
context menu. Click or highlight Show Heading Levels to display the Show Heading
Levels submenu, and then click the lowest heading level you want to display. For
example, click Show Heading 3 to show Heading 1, Heading 2, and Heading 3 levels.

Using Focus Mode

When you need to concentrate on the contents of a document rather than its formatting
or layout, you can switch on Focus mode from the Ribbon or from the status bar. Focus
mode hides the title bar and window frame, the Ribbon, the status bar, and the scroll
bars, leaving the document’s contents displayed full screen.

When you need to use the Ribbon, you can display it temporarily by moving the mouse
pointer up to the top of the screen. You can then issue a command as usual. Once you
have done so, the Ribbon hides itself again.

Using Focus Mode

Atosoe @D B O st Newstetes - Computibity Mode - Sved =

The Bread Baking Newsletter
August Issue
Welcome to the Bread Baking Newsletter for August! This Issue gives you great new recipes,
brings you up to date on all the latest improvements we've made to our website, and
takes you on a visit to the best stoneground flour mill in Northern California.

1 cup walnuts Stoneground flour is also
Breaking News 1 cup raising much healthier for you than

© Click View.
The View tab appears.

© Click Focus.

Note: If Focus Mode (=) appears on the status bar, you can click it to switch to Focus
mode. To add this button, right-click the status bar, and then click Focus on the
Customize Status Bar menu that opens.
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The Bread Baking Newsletter

August Issue

Welcome to the Bread Baking Newsletter for August] This issue gives you great new recipes,

brings you up to date on all the latest improvements we've made to our website, and

You 0n 8 visit to the best stoneground flour mill in Northern California.

1 cup welnuts Stoneground flour s also
Breaking News 1 cup raising much healthier for you than
We have 20 places left in our

ular flour. As its name
bread-baking class for The Importance of , stoneground flour

October. Sign up now using Stoneground is ground by millstones,

the form on page 4 1f you've decided to bake whereas regular flour is

your own bread, take the simply smashed by steel
The next class wil take place . a .

next step and insist on llers at high speed
in January. Put your name oS i

p stoneground flour for all Millstones mill grain much

down on the list, and we'll

your wholegrain breads more gently than steel
send you detalls as soon as "

v rollers, and the irregular

they're available Most people think there’s no

surface of the stones
great difference between

ur with texture.

aisi Bre: produces
Raisin-Nut Bread stoneground and regular

This delicious loaf takes only We won't get technical here,

minutes to mix and will be a but the miller can “dress” the

favorite with all of the fomily. millstones in different ways

S - to make them produce flours
R re that you'll prefer th

Ingredients sure that you'll prefer the with different textures.

red, nuttier flavor

4 cups white flour
of stoneground flour if you
2 cups water tones!

1 teaspoon salt give it a few mouthfuls.

Word displays the document in Focus mode, hiding almost all the controls.

© When you need to use the Ribbon, move the pointer to the top of the screen.

takes you on a visit to the bes

Breaking News

We have 20 places left in our
beead-baking class for The Importance of

suggests. stoneground flour

The Ribbon reappears.

You can issue a command as usual.

O When you want to stop using Focus mode, click Restore Down ().

Note: You can also click Focus Mode (&) on the status bar to stop using Focus mode.
Alternatively, press |

Word switches back to the view you were using before.

Using Immersive Reader

When you need an even more focused reading experience than Focus mode provides,

you can use Word’s Immersive Reader feature. Immersive Reader provides a set of tools

to help you focus on the document’s text.

Immersive Reader enables you to narrow the focus to one line, three lines, or five lines.

You can change the length of those lines by adjusting the column width setting, from
Very Narrow through Narrow and Moderate to Wide. You can have Word add spacing
between the characters, display syllable breaks, and even read the text aloud.

40



Using Immersive Reader
. 3 \ :

Iraining Your Cat

This free datasheet provides all the information you need to train your cat effectively
to socialize with you and to respond appropriately to effortless and commonly useful
commands.

Whether you consider yourself an “owner” or a “companion” to your cat, it's important
that you and your cat or kitten' enjoy a good relationship.

People have different expectations of such relationships—but whatever your
expectations, you will almost certainly need to m 3 %= !

© Click View.
The View tab appears.

© Click Immersive Reader.

Training e
This free( ™= "

1 the Joformation you need o train your cat effectively 10 socialize with you and to respond

—_ ! ¢ useful commands
) Deetines

Why Train

Whethery — e lines [an “owner™ or a “companion” to your cat, It's important that you and your cat or kitten' enjoy a
good i

of ‘whatever your
you will almost certainly need to get your cat to take actions you want_For example, you

may need your cat 10 come t0 You 50 YOu Can put on or adjust it collar, or you may need

wux cat 10 enter a travel basket for a T to the vet's without resistance or distress.

Is t Possible to Tr

olcmnsuuspmubmoummnm

Training will need patience, persistence. good humor—and maybe even some luck’. But you
€an manage it

M R i wll it e Tt 38 4 cmer s e
Couots (D tagn bnee

Word switches the document to Immersive Reader view.
© The Immersive Reader tab appears on the Ribbon.
© Click Column Width, and then click Very Narrow, Narrow, Moderate, or Wide.

O Click Page Color, and then click the page color you want.

© Click Line Focus, and then click None, One Line, Three Lines, or Five Lines, as needed.

Whether you consider yourself an
“owner® or a “companion” to your

e

Immersive Reader applies the settings you chose.

© You can click Text Spacing to add spacing between letters and between lines.
© You can click Syllables to display syllable breaks.
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© You can click Read Aloud to have Word read the text aloud.
O Click Up (.) to scroll up, or click Down () to scroll down.

@ When you finish using Immersive Reader, click Close Immersive Reader.
Word switches the document back to the view you were using before.
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