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Introduction

Microsoft Word 2013 is a word-processing program that is used to create professional-looking
documents such as reports, resumes, letters, memos, and newsletters. It includes many powerful
tools that can be used to easily create and edit documents, and collaborate with others. This
handout provides an overview of the Word 2013 user interface and covers how to perform basic
tasks such as starting and exiting the program; creating, saving, opening, closing, editing,
formatting, and printing documents; applying styles; and getting help.

Starting Word

You can start Word 2013 from the Start menu (in Windows 7) or by double-clicking an existing
Word file. When you start the program without opening a specific file, the Start screen appears,
prompting you to open an existing document or create a new document.

To start Word 2013 from the Start menu:
1. Click the Start button, click All Programs, click Microsoft Office 2013, and then click
Word 2013. The Start screen appears (see Figure 1).
2. In the right pane, click Blank document. A new, blank document opens in the program

window.
T - 0O =
WO rd Search for online templates O Sign in to get the most out of Office
Learn more
Suggested searches:  Letters  Resume Fax  Labels
Cards  Calendar  Blank
Recent
You haven't opened any documents recently. To -
browse for a document, start by clicking on Open
Other Documents, ( ) Aa
[ Open Other Documents
Blank document Welcome to Word Single spaced (blank)
Title a Title Title
Heading Heading
Blog post lon design (blank) Facet design (blank)

Figure 1 — Word 2013 Start Screen

Overview of the User Interface

All the Microsoft Office 2013 programs share a common user interface so you can apply basic
techniques that you learn in one program to other programs. The Word 2013 program window is
easy to navigate and simple to use (see Figure 2 and Table 1).
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Figure 2 — Word 2013 Program Window

Table 1 — Word 2013 Program Window Elements

Name Description

Title bar Appears at the top of the program window and displays the name of the
document and the program. The buttons on the right side of the Title bar are
used to get help; change the display of the Ribbon; and minimize, restore,
maximize, and close the program window.

Quick Access Appears on the left side of the Title bar and contains frequently used

toolbar commands that are independent of the tab displayed on the Ribbon.

Ribbon Extends across the top of the program window, directly below the Title bar,
and consists of a set of tabs, each of which contains groups of related
commands.

Navigation pane | Appears on the left side of the program window and enables you to navigate
long documents, search for specific text, and reorganize content.

Document Appears below the Ribbon and displays the contents of the document.

window

Cursor A blinking vertical line that indicates where text or objects will be inserted.

Scroll bars

Appear along the right side and bottom of the document window and enable
you to scroll through the document.

Status bar

Appears at the bottom of the program window and displays information
about the document (number of pages, number of words, etc.). The tools on
the right side of the Status bar can be used to display the document in a
variety of views and to change the zoom level.
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Ribbon

The Ribbon is designed to help you quickly find the commands that you need to complete a task.
It consists of a set of task-specific tabs (see Figure 3 and Table 2). The standard tabs are visible
at all times. Other tabs, known as contextual tabs, appear only when you create or select certain
types of objects (such as images or tables). These tabs are indicated by colored headers and
contain commands that are specific to working with the selected object. Clicking a tab displays a
set of related commands that are organized into logical groups. Commands generally take the
form of buttons and lists; some appear in galleries. Pointing to an option in most lists or galleries
displays a live preview of that effect on the selected text or object. You can apply the previewed
formatting by clicking the selected option, or you can cancel previewing without making any
changes by pressing the ESc key. Some commands include an integrated or separate arrow.
Clicking the arrow displays a menu of options available for the command. If a command on the
Ribbon appears dimmed, it is unavailable. Pointing to a command on the Ribbon displays its
name, description, and keyboard shortcut (if it has one) in a ScreenTip.

A dialog box launcher L2 appears in the lower-right corner of most groups on the Ribbon (see
Figure 3). Clicking it opens a related dialog box or task pane that offers additional options or
more precise control than the commands available on the Ribbon.

You can collapse the Ribbon by clicking the Collapse the Ribbon button on the right side
of the Ribbon (see Figure 3) or by double-clicking the current tab. When the Ribbon is collapsed,
only the tab names are visible. You can expand the Ribbon by double-clicking any tab.

Standard tabs |Cuntextua| tabs |
x

Document] - Woed T 7 ¥ O x

ANOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN LAYOUT Sign i
M Find -~

¥ Replace

aaBbCeDe | maBbCele AaBbC -

¢ Select -

D byl :

' ' N ; ;
|Dia|ug box launcher | |Cnllapae the Ribbon button |

Figure 3 — Ribbon

Table 2 — Ribbon Tabs

Name Description

File Displays the Backstage view which contains commands related to managing files
and customizing the program.

Home Contains the most frequently used commands. The Home tab is active by default.

Insert Contains commands related to all the items that you can insert into a document.

Design Contains commands related to changing the overall appearance of a document.

Page Layout | Contains commands related to changing the layout of a document.

References | Contains commands related to reference information you can add to a document.

Mailings Contains commands related to creating mass mailings.

Review Contains commands related to proofreading a document, adding comments,
tracking and resolving document changes, and protecting a document.

View Contains commands related to changing the view and other aspects of the display.
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Quick Access Toolbar

The Quick Access toolbar provides one-click access to commonly used commands and options.
By default, it is located on the left side of the Title bar and displays the Save, Undo, and Redo
buttons (see Figure 4). You can change the location of the Quick Access toolbar as well as
customize it to include commands that you use frequently.

H -0

Figure 4 — Quick Access Toolbar

To add a command to the Quick Access toolbar:
1. On the Ribbon, right-click the command
that you want to add, and then click Add to
Quick Access Toolbar on the shortcut
menu.

To remove a command from the Quick Access
toolbar:

1. On the Quick Access toolbar, right-click the
command that you want to remove, and then
click Remove from Quick Access Toolbar
on the shortcut menu.

NOTE: Clicking the arrow on the right side of the Quick
Access toolbar displays a menu which includes
additional commands and options that can be used to
customize the toolbar. A check mark next to an item
indicates that the item is selected (see Figure 5).

Mini Toolbar

Customize Quick Access Toolbar
Mew
Open
v Save
Email
Quick Print
Print Preview and Print
Spelling & Grammar
« Undo
« Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Figure 5 — Customize Quick Access
Toolbar Menu

The Mini toolbar provides quick access to frequently used commands and appears whenever you

select text or right-click an object (see Figure 6).

Calibri (Body) - |11 - A"
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Figure 6 — Mini Toolbar

Shortcut Menus

Word 2013 includes many shortcut menus
that appear when you right-click an item.
Shortcut menus are context-sensitive,
meaning they list commands that pertain
only to the item that you right-clicked (see
Figure 7).

Add to Quick Access Toolbar

Custormize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Figure 7 — Ribbon Shortcut Menu
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Navigation Pane

The Navigation pane offers a quick look at the structure of a document and provides an easy way
to navigate long documents, search for specific text, and reorganize content. It includes a Search
box and three tabs.

e The Headings tab displays a list of all the headings in a document. Click a heading in the
pane to go to the corresponding heading in the document. Click the arrow next to a
heading to collapse or expand it. Drag a heading up or down to move the heading and its
content to a new location. Right-click a heading to perform additional actions (such as
promote or demote a heading, add a new heading or subheading, or delete a heading).

e The Pages tab displays thumbnails of all the pages in a document. Click a thumbnail in
the pane to go to the corresponding page in the document.

e The Results tab displays a list of search results. Click a result to go to the corresponding
location in the document.

To open the Navigation pane:
1. On the View tab, in the Show group, select the Navigation Pane check box (see Figure
8). The Navigation pane opens on the left side of the program window (see Figure 9).

NOTE: You can close the Navigation pane by clicking the Close button in the upper-right
corner of the pane.

Ruler : :
Navigation vx
Gridlines
+| Mavigation Pane Search document 2o
Show

Figure 8 — Show Group on the View Tab HEADINGS PAGES RESULTS

Create an interactive outline of your document.

It's a great way to keep track of where you are
or quickly move your content around.

To get started, go to the Home tab and apply
Heading styles to the headings in your
document,

Figure 9 — Navigation Pane

To search for text using the Navigation pane:
1. In the Search box, type the text that you want to find, and then press the Enter key. The
search results are displayed as follows:
® On the Headings tab, headings that contain a match are highlighted.
® On the Pages tab, only pages that contain a match are displayed.
® On the Results tab, all the matches are displayed in a list that includes the
surrounding text for each match.

NOTE: You can review the results within the Navigation pane by using the scroll bar that
appears on the right side of the pane when you point to it. You can also use the Previous

button [<] or Next button =] at the top of the pane to browse through all the headings, pages,
or results.
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Backstage View

The File tab (the first tab on the Ribbon) is used to display the Backstage view which contains all
the commands related to managing files and customizing the program. It provides an easy way to
create, open, save, print, share, export, and close files; view and update file properties; set
permissions; set program options; and more. Commands available in the Backstage view are
organized into pages which you can display by clicking the page tabs in the left pane.

To display the Backstage view:
1. Click the File tab on the Ribbon (see Figure 10).

@ = :

HOME IMSERT DESIGM

Figure 10 — File Tab

To exit the Backstage view:
1. Click the Back button in the upper-left corner of the Backstage view (see Figure 11). Or,
press the Esc key.

Documentl - Word ? - O %X
Sign in
Protect Document Properties ~
} Control what types of changes people can make Size Mot saved yet
Protect to this document. P 1 :
Document = A
Words 0
Total Editing Time 1 Minute
Title Add a title
e Inspect Document .
(&) o o . Tags Add a tag
Eefare publishing this file, be aware that it h
Check for e Comments Add comments
Issues - Document properties and author's name
Related Dates
Last Modified
—rj Versions Created Today, 11:08 AM
Q ] There are no previous versions of this file, Last Printed
Manage
Versions -
Account Related People
Author }
Options Trainer
Add an author
Last Modified By Mot saved yet
Show All Properties

Figure 11 — Info Page of the Backstage View

Creating Documents

When you start Word 2013 and click Blank document on the Start screen, a new document opens
in the program window, ready for you to enter your content. You can also create a new document
while Word 2013 is running. Each new document displays a default name (such as Document1,
Document2, and so on) on the Title bar until you save it with a more meaningful name. The
cursor, a blinking vertical line in the upper-left corner of the page, shows where the next
character you type will appear. When the cursor reaches the right margin, the word you are
typing automatically moves to the next line. Pressing the Enter key starts a new paragraph.
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To create a new document:
1. Click the File tab, and then click New. The New page of the Backstage view opens,
displaying thumbnails of the available templates (see Figure 12).
2. In the right pane, click Blank document. A new, blank document opens in a new
window.

NOTE: You can also create a new document by pressing Ctrl+N.

Document] - Ward 7T - 0O X
Signin
Search for online templates yel
Suggested searches:  Letters Resume Fax Labels Cards Calendar Blank
( > Aa
Account Blank document Welcome to Word Single spaced (blank)
Options
Title a Title Title
Heading Heading
EENEEN EEEEN
Blog post Ion design (blank) Facet design (blank) hd

Figure 12 — New Page of the Backstage View

Saving Documents

After creating a document, you can save it on your computer. Use the Save As command when
you save a document for the first time or if you want to save a copy of a document in a different
location, with a different file name, or in a different file format. Use the Save command to save
changes to an existing document.

NOTE: Word 2013’s file format is called Word Document and is the same as Word 2007 and 2010. This
format has the .docx file extension and is not backward compatible with Word versions prior to 2007.
You can use Word 2013 to save a document in the Word 97-2003 Document format with the .doc file
extension to make it compatible with earlier versions of Word, but you will not have access to all of Word
2013’s features.

To save a document for the first time:
1. Click the File tab, and then click Save As. The Save As page of the Backstage view
opens.
2. Click Computer in the center pane, and then click the Browse button or a recent folder
in the right pane (see Figure 13).
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Account

Options

Docurmentl - Ward 7T - 0O X

Sign in

Save As

& OneDrive [C0 Computer

Recent Folders
Etl Computer My Documents
Desktop
o= AddaPlace
Browse

Figure 13 — Save As Page of the Backstage View

3. Inthe Save As dialog box, select a location to save the file, type a name in the File name
box, and then click the Save button (see Figure 14).

NOTE: By default, Word 2013 documents are saved in the Word Document format. To save a
document in a different format, click the Save as type arrow and select the desired file format

from the list.

E| Microsoft Word

w0 Favorites
PR Desktop
4. Downloads

1= Recent Places

9 Libraries
@ Docurments

J‘! Music

[ Pictures

H Videos

File name:

4 Hide Folders

m

@ sove s ==
OO |@ ¥ Libraries » Documents » - |¢, | | Search Documents =) |
Crganize = Mew folder SR @

Documents library

Includes: 2 locations

Arrange by:  Folder ~

MName Date modified Type

Mo items match your search,

-

1| 1 4

Docl -

Save as type: ’Word Document

Authors: Trainer Tags: Add atag

[ Save Thumbnail

Tools [ Save ] ’ Cancel

Figure 14 — Save As Dialog Box

Microsoft Word 2013 Part 1: Introduction to Word

10



To save changes to a document:
1. Do one of the following:
® (Click the File tab, and then click Save.

¢ On the Quick Access toolbar, click the Save button .
® Press Ctrl+S.

Closing Documents

When you finish working on a document, you can close it, but keep the program window open to
work on more documents. If the document contains any unsaved changes, you will be prompted
to save the changes before closing it.

To close a document without exiting Word:
1. Click the File tab, and then click Close. Or, press Ctrl+W.

Opening Documents

You can locate and open an existing document from the Start screen when Word 2013 starts or
from the Open page of the Backstage view. The Start screen and the Open page also display a list
of recently used documents which you can quickly open by clicking them. Each document opens
in its own window, making it easier to work on two documents at once.

To open a document:
1. Click the File tab, and then click Open. Or, press Ctrl+O. The Open page of the
Backstage view opens, displaying a list of recently used documents in the right pane.
2. If the document you want is in the Recent Documents list, click its name to open it.
Otherwise, proceed to step 3.
3. Click Computer in the center pane, and then click the Browse button or a recent folder
in the right pane (see Figure 15).

Documentl - Word ? - 0O X

Open

@ Recent Documents EI;I Computer

Recent Folders

&@ OneDrive My Documents
Desktop

El:l Computer

wf=  AddaPlace Browss

Account

Options

Figure 15 — Open Page of the Backstage View
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4. In the Open dialog box, locate and select the file that you want to open, and then click
the Open button (see Figure 16).

& Open =
=
E K e[ » Libraries » Documents » - |+ Search Documents D |
s X
Organize * Mew folder §== + [ .ﬁ.
> @] Microsoft Word Documents library P e Folier -
Includes: 2 locations
4.7 Favorites MName Type Size
Bl Desktop E
4 Downloads = Documentl Microsoft Word D... 11 KB
8% Recent Places 5 Document? Microsoft Word D... 11 KB
4| o Libraries
[ 3 Documents
» J‘f Music
» [i=] Pictures
* E Videos -
File name: - [AIIWord Documents vl
Tools =~ [ Open IvJ l Cancel ]

Figure 16 — Open Dialog Box

NOTE: When you open a document created with earlier versions of Word in Word 2013, the document
opens in compatibility mode (indicated on the Title bar) with some of the new features of Word 2013
disabled. You can easily convert the document to the Word 2013 file format by clicking the Convert
button on the Info page of the Backstage view (see Figure 17).

Documentlf[ Compatibility Mode]}- Word

Compatibility Mode

Some new features are disabled to prevent problems when
warking with previous versions of Office, Converting this file
will enable these features, but may result in layout changes.

Figure 17 — Convert Button on the Info Page of the Backstage View

NOTE: When you close a document, Word 2013 automatically bookmarks the location you were last
working on. When you reopen the document, you can pick up where you left off by clicking the Resume
Reading callout that appears on the right side of the program window (see Figure 18). The callout changes
to a bookmark icon after a few seconds (see Figure 19). You can point to the bookmark icon or click it to
redisplay the message. Scrolling the document makes the callout disappear.
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Welcome back! n >

Pick up where you left off: )
Figure 19 — Bookmark Icon

Chapter 2
1 hour ago

Figure 18 — Resume Reading Callout

Editing Documents

Most documents require some editing. After creating a document, you may want to add or
remove text, or move text from one place to another. This section covers how to perform basic
tasks such as selecting, deleting, copying, and moving text; and undoing and redoing changes.

Selecting Text

Before you can edit text, you must first select the text that you want to modify. You can use the
mouse, the keyboard, or the selection area (an invisible area in the document’s left margin) to
make a selection. Selected text appears highlighted on the screen.

To select text:
1. Do the following:
To select a word, double-click anywhere in the word.
To select a sentence, hold down the Ctrl key and click anywhere in the sentence.
To select a line, click in the selection area to the left of the line.
To select a paragraph, triple-click anywhere in the paragraph. Or, double-click in the
selection area to the left of the paragraph.
To select the entire document, triple-click in the selection area. Or, press Ctri+A.
To select adjacent words, lines, or paragraphs, drag the mouse pointer over the text.
Or, click at the beginning of the text, and then hold down the Shift key and click at
the end of the text.
® To select non-adjacent words, lines, or paragraphs, make the first selection, and then
hold down the Ctrl key and make the second selection.

NOTE: To deselect selected text, click anywhere in the document.

Deleting Text

You can delete text one character at a time by positioning the cursor, and then pressing the
Backspace key to delete the character to the left of the cursor or the Delete key to delete the
character to the right of the cursor. You can also select and delete a word, sentence, paragraph, or
block of text.

To delete text:
1. Select the text that you want to delete, and then press the Delete key.

Moving and Copying Text
When editing a document, you may want to duplicate text in another location, or you may want
to remove (cut) text from its original location and place it in a new location.
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NOTE: Cut or copied text is stored on the & ¥ ocut
Clipboard, a temporary storage area. You can E

access it by clicking the dialog box launcher Paste B Copy

in the Clipboard group on the Home tab of the - ¥ Farmat Painter
Ribbon (see Figure 20). Clipboard -

Figure 20 — Clipboard Group on the Home Tab

To move or copy text:
1. Select the text that you want to move or copy.
2. On the Home tab, in the Clipboard group, do one of the following:

b
® To move text, click the Cut button . Or, press Ctrl+X.

® To copy text, click the Copy button . Or, press Ctrl+C.
3. Click in the document where you want to paste the cut or copied text.

4. On the Home tab, in the Clipboard group, click the Paste button . Or, press Ctrl+V.
NOTE: Clicking the arrow on the Paste button displays additional paste options.

Undoing and Redoing Changes

Whenever you make a mistake, you can easily reverse it with the Undo command. After you
have undone one or more actions, the Redo command becomes available and allows you to
restore the undone actions.

To undo an action:

1. On the Quick Access toolbar, click the Undo button . Or, press Ctrl+Z.

To redo an action:

1. On the Quick Access toolbar, click the Redo button . Or, press Ctrl+Y.

Formatting Documents

Word 2013 includes a number of features that can be used to easily format a document.
Formatting enhances the appearance of a document and makes it look professional.

Formatting Text

Text formatting includes font, font size, font color, and font style and effect. The Font group on
the Home tab of the Ribbon contains the most commonly used text formatting commands (see
Figure 21). You can also format text using the Font dialog box which can be opened by clicking

the dialog box launcher L= in the Font group.

Calibri (Body) - |11 - A A Aa- &

B I U -aex, ¥ A-%-A-

Fant fa

Figure 21 — Font Group on the Home Tab
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Changing the Font and Font Size
A font defines the overall appearance or style of text lettering. Font size controls the height of the
font. The default font in new Word 2013 documents is Calibri; the default font size is 11 points.

To change the font:
1. Select the text that you want to format.
2. On the Home tab, in the Font group, click the Font arrow and select the desired font
from the list (see Figure 22).

To change the font size:
1. Select the text that you want to format.
2. On the Home tab, in the Font group, click the Font Size arrow and select the desired font
size from the list (see Figure 23). If a font size you want is not listed in the Font Size list,
click in the Font Size box, type the desired number, and then press the Enter key.

NOTE: You can also change the font size by clicking the Increase Font Size button A or
Decrease Font Size button A in the Font group on the Home tab of the Ribbon.
Calibri = 11 -
Theme Fonts - g |+
Calibri Light {Headings) 10
Calibri {Body) 1
All Fonts 12
() Adobe Arabic g dmal 14
() Adobe Caclon Pro 16
() Adsbe Cazlon Preo Bold - ;i -
Figure 22 — Font List Figure 23 — Font Size List

Changing the Font Color and Highlighting Text
You can emphasize important text by changing the font color or applying highlighting.

To change the font color:
1. Select the text that you want to format.
2. On the Home tab, in the Font group, click the Font Color button to apply the most
recently used color, or click the Font Color arrow and select a different color from the
color palette (see Figure 24).

To highlight text:
1. Select the text that you want to highlight.
2. On the Home tab, in the Font group, click the Text Highlight Color button to apply the
most recently used color, or click the Text Highlight Color arrow and select a different
color from the color palette (see Figure 25).

NOTE: You can remove a highlight from selected text by clicking the Text Highlight Color
arrow, and then clicking No Color on the palette.
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Figure 24 — Font Color Palette

Applying Font Styles and Effects
You can apply one or more font styles and effects to text. Font styles are attributes such as bold
and italic; effects are special enhancements such as strikethrough and shadow (see Table 3).

Table 3 — Font Style and Effect Buttons

Name

Description

ﬂ Bold

Makes the selected text bold (example).

Italic

Italicizes the selected text (example).

E Underline

Draws a line under the selected text (example). Click the arrow on
the button to select the type of underline.

abe| Draws a line through the middle of the selected text (examptle).
Strikethrough
X, ] Creates small letters below the text baseline (cxample)-
Subscript
X . Creates small letters above the line of text (™),
Superscript
A - Applies a visual effect (such as a shadow, glow, or reflection) to the
= Text Effects and | golected text.
Typography
Aa - Changes the selected text to uppercase, lowercase, or other common
Change Case

capitalizations.

To apply a font style or effect:
1. Select the text that you want to format.
2. On the Home tab, in the Font group, click the button for the desired font style or effect.
If the button has an arrow, click the arrow to see more options.

NOTE: The Bold, Italic, Underline, Strikethrough, Subscript, and Superscript buttons are
toggles. If you select text to which one of these formats has been applied, and then click the
corresponding button, that format is removed.
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Clearing Formatting
You can remove all formatting from selected text, leaving only the plain text.

To clear formatting:
1. Select the text that has the formatting you want to clear.

A
2. On the Home tab, in the Font group, click the Clear All Formatting button .

Copying Formatting

You can copy the formatting of specific text and apply it to other text in the document. This can
save you time and effort when multiple formats have been applied to text and you want to format
additional text with all the same formats.

To copy formatting:
1. Select the text that has the formatting you want to copy.

2. On the Home tab, in the Clipboard group, click the Format Painter button . The

mouse pointer changes to a paintbrush with an I-beam .
3. Select the text to which you want to apply the copied formatting.

NOTE: If you want to apply the copied formatting to more than one area, double-click the
Format Painter button instead of single-clicking it. This keeps the Format Painter active until
you press the Esc key.

Formatting Paragraphs

Paragraph formatting refers to the layout of a paragraph on the page. You can change the look of
a paragraph by changing its alignment, line spacing, and indentation, as well as the space before
and after it. The Paragraph group on the Home tab of the Ribbon contains the most commonly
used paragraph formatting commands (see Figure 26). You can also format paragraphs using the

Paragraph dialog box which can be opened by clicking the dialog box launcher L in the
Paragraph group.

NOTE: To display or hide formatting marks such as spaces, tabs, and paragraph marks, click the

Show/Hide button al in the Paragraph group on the Home tab of the Ribbon.
SeEeR-EE AT
=== 1= 48
Paragraph T

Figure 26 — Paragraph Group on the Home Tab

Changing Paragraph Alignment

Paragraph alignment refers to the position of each line of text in a paragraph between the left and
right margins. The Paragraph group on the Home tab of the Ribbon includes four alignment
buttons that can be used to quickly change the alignment of a paragraph (see Table 4).
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Table 4 — Alignment Buttons

Name Description

) Aligns the text at the left margin, producing a ragged right edge. This is the
Align Left default alignment.

Centers the text between the left and right margins, producing ragged left
Center and right edges.

Aligns the text at the right margin, producing a ragged left edge.

Align Right

] Aligns the text at both the left and right margins, producing even left and
Justify right edges. To accomplish this, Word adjusts the spacing between words,
expanding or shrinking the spaces as needed.

To change the alignment of a paragraph:
1. Select the paragraph that you want to align.
2. On the Home tab, in the Paragraph group, click the desired alignment button.

Changing Line and Paragraph Spacing

Line spacing determines the amount of space between the lines of text in a paragraph. Paragraph
spacing determines the amount of space above and below a paragraph. In Word 2013, the default
spacing is 1.08 lines and 8 points after each paragraph.

To change the line spacing within a =

paragraph:

1. Select the paragraph that you want to 10
format. 115

2. On the Home tab, in the Paragraph 15
group, click the Line and
Paragraph Spacing button and 20
select the desired line spacing (see 25
Figure 27). 30

Line Spacing Opticns...

Add Space Before Paragraph

1] [l

Remowve Space After Paragraph

Figure 27 — Line and Paragraph Spacing Menu

To change the spacing before or after a paragraph:
1. Select the paragraph that you want to format.
2. On the Page Layout tab, in the Paragraph group, enter the desired value in the Spacing
Before or Spacing After box (see Figure 28).

Indent Spacing
3= Left |0 “|1= Before [0 pt :
=% Right: |0" 2 after |8pt :

Paragraph P

Figure 28 — Paragraph Group on the Page Layout Tab
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Changing Paragraph Indentation

Indenting a paragraph refers to moving it away from the left, the right, or both margins. You can
indent an entire paragraph to make it stand out from the surrounding text. You can also indent
only the first line of a paragraph (which is called a first line indent), or indent all lines except the
first line (which is called a hanging indent).

To change the indentation of a paragraph:
1. Select the paragraph that you want to indent.

2. On the Home tab, in the Paragraph group, click the Increase Indent button lor

Decrease Indent button to move the paragraph right or left in half-inch increments.

To indent a paragraph using the horizontal ruler:
1. On the View tab, in the Show group, select the Ruler check box to display the rulers.
2. Select the paragraph that you want to indent.
3. On the horizontal ruler, do the following (see Figure 29):
¢ To change the left indent of the entire paragraph, drag the Left Indent marker to the
position where you want the text to start.
e To change the right indent of the entire paragraph, drag the Right Indent marker to
the position where you want the text to end.
® To create a first line indent, drag the First Line Indent marker to the position where
you want the first line to start.
e To create a hanging indent, drag the Hanging Indent marker to the position where
you want all lines except the first line to start.

First Line Indent marker | |Hanging Indent marker
|
1 >

F 3

- ! E &

Left Indent marker Right Indent marker

Figure 29 — Horizontal Ruler with Indent Markers

NOTE: You can specify an exact measurement for the left or right indent by entering the
desired value in the Indent Left or Indent Right box in the Paragraph group on the Page
Layout tab of the Ribbon (see Figure 30).

Indent Spacing
3= |eft |0 “|:=Before: [0 pt 4
=& Right: |0" i after (8pt .

Paragraph P

Figure 30 — Paragraph Group on the Page Layout Tab

Setting Tab Stops

Tab stops can be used to align lines of text in different locations across the page (see Table 5).
By default, Word 2013 sets left-aligned tab stops every half inch from the left margin. You can
also set custom tab stops exactly where you need them. The easiest way to set tab stops is to use
the horizontal ruler.
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Table 5 — Tab Stops

Name Description

(L] Left Tab Aligns the left end of the text with the tab stop.

Center Tab Aligns the center of the text with the tab stop.

[4] Right Tab Aligns the right end of the text with the tab stop.

Decimal Tab | Aligns the decimal point in the text (usually a numeric value) with the tab
stop.

] Bar Tab Dr:ws a vertical line at the position of the tab stop.

To set a custom tab stop:

1.
2.

On the View tab, in the Show group, select the Ruler check box to display the rulers.
Click the tab selector on the left side of the horizontal ruler until it displays the desired
tab stop (see Figure 31).

Click the bottom edge of the horizontal ruler where you want to set the tab stop. A tab
stop marker appears on the ruler.

Press the Tab key to move to the tab stop.

Figure 31 — Tab Selector and Tab Stop Marker

NOTE: You can change the position of a custom tab stop by dragging it left or right along the
horizontal ruler. You can remove a custom tab stop by dragging it off the horizontal ruler.

Adding Borders and Shading
You can set apart text from the rest of the document by adding borders and shading. You can add
borders to any side of the text or all sides to make a box.

To add borders:

1.
2.

Select the text to which you want to add borders.

On the Home tab, in the Paragraph group, click the Borders button to apply the most
recently used border, or click the Borders arrow and select a different border from the
menu (see Figure 32).

NOTE: You can remove all borders from selected text by clicking the Borders arrow, and then
clicking No Border on the menu.

To add shading:

1.

Select the text to which you want to add shading.

2. On the Home tab, in the Paragraph group, click the Shading button to apply the most

recently used color, or click the Shading arrow and select a different color from the color
palette (see Figure 33).

NOTE: You can remove shading from selected text by clicking the Shading arrow, and then
clicking No Color on the palette.
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Figure 32 — Borders Menu

Borders and Shading...

Creating Bulleted and Numbered Lists

Bulleted and numbered lists make documents easier to read and understand. When you want to

¥ -

Theme Colors

Standard Colors

HE EEEEN
Mo Color

vy More Colors..,

Figure 33 — Shading Palette

emphasize items in a list in no particular order, create a bulleted list. When you want to present a
sequence of information or list items by order of importance, create a numbered list. You can add

bullets or numbers to existing lines of text, or Word can automatically create bulleted or

numbered lists as you type. You can also create a list that has multiple levels.

NOTE: If you move an item within a numbered list, Word will renumber the list to keep the items in the

correct order.

To create a bulleted or numbered list:
1. Click in the document where you want to add the list.

2. On the Home tab, in the Paragraph group, click the Bullets button [*=__| to start a

3 —

-

—

bulleted list or Numbering button := | to start a numbered list.

[98)

Type the text for the first list item.
Press the Enter key to add the next list item.
5. To end the list, press the Enter key twice.

b

NOTE: You can change the bullet or number style by clicking the Bullets or Numbering arrow

and selecting the desired option from the menu (see Figure 34 and Figure 35).
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Figure 34 — Bullets Menu

To create a multilevel list:

1. Click in the document where you

want to add the list.

2. On the Home tab, in the Paragraph
group, click the Multilevel List
button and select the desired style
from the menu (see Figure 36).
Type the text for the first list item.
4. Press the Enter key to add the next

list item.

5. Continue creating the list of items
that are all at the same level.

6. To change the list level, do one of
the following:
® Press the Tab key to demote the

list level.

® Press Shift+Tab to promote the

list level.

7. To end the list, position the insertion
point at the end of the last list item,
press the Enter key, and then press
the Delete key.

[98)

Mumbering Library

1. 1)

MNone 2 2)
3)

| A a)
I B. b)
. C. c)

Define Mew Mumber Format...

Figure 35 — Numbering Menu

—

o=

All +

Current List
1.

a.

il
List Library
1) 1.
None a) L
i} 1.1.1

- Article | Hesd 1 Heading 1

= Section 1.011 | | 1.1 Haading 2

5 (&) Heading 3 1.1.1 Haading
|. Heading 1 Chapter 1 Hs:

A Haading . Heading 2

1. Headin Heading 3

Define Mew Multilevel List...

Define Mew List Style..,

Figure 36 — Multilevel List Menu
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To add bullets or numbers to existing text:
1. Select the text to which you want to add bullets or numbers.
2. On the Home tab, in the Paragraph group, click the Bullets button to add bullets or
Numbering button to add numbers.

NOTE: If the numbering sequence is incorrect, right-click the list item, and then click Restart at
1 or Continue Numbering on the shortcut menu.

To remove bullets or numbers from a list:
1. Select the list from which you want to remove bullets or numbers.
2. On the Home tab, in the Paragraph group, click the Bullets button to remove bullets or
Numbering button to remove numbers.

Applying Styles

A style is a set of formatting characteristics (such as font, font size, font color, and paragraph
alignment and spacing) that you can use to quickly format a document. In addition to saving you
time, styles can help you keep formatting consistent throughout a document. Word 2013 includes
several predefined styles that can be used to format headings, body text, lists, etc. If you do not
like the appearance of a built-in style, you can modify it or create a custom style to suit your
needs.

To apply a style using the Styles gallery:
1. Select the text to which you want to apply a style.
2. On the Home tab, in the Styles group, select the desired style from the Styles gallery (see
Figure 37).

NOTE: To display the entire Styles gallery, click the More button IEI in the lower-right corner of
the gallery to expand it.

AaBbCcDt AaBbCcy AaBbC AaBbCcl Aatj faBbCcC

TMormal = TMNoSpac.. Headingl Heading 2 Title Subtitle |+

Styles M

Figure 37 — Styles Group on the Home Tab

To apply a style using the Styles pane:

1. On the Home tab, in the Styles group, click the dialog box launcher . The Styles pane
opens on the right side of the program window (see Figure 38).

2. Select the text to which you want to apply a style.

3. In the Styles pane, click the desired style.

NOTE: You can close the Styles pane by clicking the Close button in the upper-right corner
of the pane.

To modify an existing style:
1. In the Styles pane, right-click the style, and then click Modify on the shortcut menu.
2. In the Modify Style dialog box, make the desired changes, and then click the OK button.

NOTE: When you modify a style, all text formatted with that particular style will be updated
automatically.
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To create a new style:

1. In the Styles pane, click the New Style button .
2. Inthe Create New Style from Formatting dialog box, type a name for the new style in
the Name box, select the desired options, and then click the OK button.

NOTE: If you want to use formatted text as the basis of a new style, select the text before you
click the New Style button. The dialog box will open with all the attributes of the selected text
already specified, so you will only need to type a new name for the style.

Styles i
Clear All

I Marmal 1T|
Mo Spacing T
Heading 1 Ta
Heading 2 a
Title Ia
Subtitle Ta
Subtle Emphasis d
Emphasis a
Intense Emphasis a
strong a

Show Preview
Disable Linked 5tyles

)| = r Options...

Figure 38 — Styles Pane

Formatting Headings

Headings are used to organize information into a logical structure. The best way to format
headings in a Word document is to apply one of the built-in heading styles (Heading 1 through
Heading 9). The lower the heading number, the higher the ranking of that heading.

To format a heading:
1. Select the heading that you want format.
2. On the Home tab, in the Styles group, select the desired heading style from the Styles
gallery. Or, click the desired heading style in the Styles pane.

NOTE: When you point to a heading, a small arrow appears to the left of the heading. Click the
arrow to collapse or expand the body text and subheadings below the heading (see Figure 39).

[AHeading 1
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor
congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus
malesuada libero, sit amet commodo magna eros guis urna.

Figure 39 — Heading with Arrow
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Previewing and Printing Documents

Before printing a document, you can preview it to see how each page will look when printed.
When you are ready to print the document, you can quickly print one copy of the entire
document using the current printer, or you can change the default print settings before printing it.
The Print page of the Backstage view allows you to preview a document, set print options, and
print the document, all from one location (see Figure 40).
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& |
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[ Castrm aggentments. actecuian masation. s
Printer Properties B riiiig -
o S
Settl ngs 2. WHILE YOU ARE AWAY: PREPARING THE HOME
ITD Print All Pages é ::n::nmmm-mrmmmnuu-
- i
The whale thing E _
] Lsawe houss 892 car s and 1our complets inenn Wit 8 tasted Hess.
pagES: O Lockwinsoen. gugme, and Szor
A . E Print One Sided . 3. PACKING FOR THE TRIF
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EB 123 123 123 0 rar— [ —
D portrait Orientation - 4. WHAT TO LEAYE FOR FAMILY AND CAREGIVERS AT HOME
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Page Setup 1 Jof1 48% - —1 + [

Figure 40 — Print Page of the Backstage View

To preview and print a document:

1. Click the File tab, and then click Print. Or, press Ctrl+P. The Print page of the
Backstage view opens, displaying print settings in the center pane and a preview of the
document in the right pane (see Figure 40).

2. To preview the document, in the right pane, do the following:

e To switch pages, click the Next Page button Eor Previous Page button E, or
enter a specific page number in the Current Page box.

® To adjust the zoom, click the Zoom In button or Zoom Out button B, or drag

the Zoom slider. To return to full page view, click the Zoom to Page button .
3. To change the print settings, in the center pane, do the following:
¢ To change the printer, in the Printer section, click the button displaying the name of
the default printer and select the desired printer from the list.
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® To print multiple copies, enter the number of copies you want to print in the Copies
box.
® To change other settings (such as page range, collation, orientation, paper size,
margins, or pages per sheet), in the Settings section, select the desired options.
4. To print the document, click the Print button.

Getting Help

You can use the Word Help system to get assistance on any topic or task. While some
information is installed with Word 2013 on your computer, most of the information resides
online and is more up-to-date. You need an Internet connection to access resources from
Office.com.

To get help:

1. Click the Microsoft Word Help button ? Jon the right side of the Title bar. The

Word Help window opens, displaying general help topics (see Figure 41).

NOTE: Clicking the Help button in the upper-right corner of a dialog box displays help
topics related to that dialog box in the Word Help window.

2. Click any link to display the corresponding information.

- 0O x
Word Help - +
3% w8 A" | Search online help =
Popular searches
Resume Table of contents  Header
Watermark Word count Line spacing
Labels Mail merge Margins

Getting started

What's @ el Make the swi
New = to Word

See what's new Keyboard shortcuts  Get free training

Basics and beyond

*’E IRl L\ =

Learn Word basics Use Word Web App  Tips for tablets

Figure 41 — Word Help Window
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To navigate between help topics, click the Back button &

3.

Home button on the toolbar.

4. To print a help topic, click the Print button on the toolbar.

5. To search for a specific topic, type one or more keywords in the Search box, and then
press the Enter key to display the search results.

6. To switch between online and offline help, click the Change Help Collection arrow ]
next to Word Help at the top of the window, and then click Word Help from
Office.com or Word Help from your computer on the menu.

7. To close the Word Help window, click the Close button in the upper-right corner
of the window.

Exiting Word
When you finish using Word 2013, you should exit the program to free up system resources.
To exit Word 2013:

1. Click the Close button L™ lin the upper-right corner of the program window.
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