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0l1a Getting to Know Word

O0la Getting to Know Word 2013

Word 2013 is a word processing application that allows you to
create a variety of documents like letters, resumes, flyers, and
reports.

Play the video by clicking the link below:
© Getting to Know Word 2013

Exercise Ola
Follow the directions below to complete the exercise.
[ ] Open Word 2013 by clicking the Word Icon @l on the Task Bar.

[] From the Word start screen, click the Blank Document Icon to open
a new document.

Blank document

Word 2013 uses a Tabbed Ribbon System instead of traditional menus.
The Ribbon contains multiple tabs, each with several groups of commands.
You will use these tabs to perform tasks in Word.

In this exercise, you will take a tour of the tools available in WORD and change
a few of the settings.

[] Click through all of the tabs (HOME, INSERT, DESIGN, PAGE LAYOUT, VIEW)
and have a look at the commands on the Ribbon.
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L] Try minimizing and maximizing the Ribbon by clicking the Ribbon Display

Options Icon located on the top right corner of the window.

The Quick Access toolbar lets you access common commands

no matter which tab is selected.

L] Click the drop down menu and checkmark New and
Print Preview and Print to add these tools to the Quick Access toolbar.
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Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.

Show Tabs 4

Show Ribbon tabs only. Click a
tab to show the commands.

Show Tabs and Commands

Show Ribbon tabs and
commands all the time.
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The commands will be added to the Quick Access Toolbar.
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[0 Click on the View Tab. Check the box to show the Ruler.
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The Ruler is located at the top and to the left of your document. It makes it
easier to adjust your document with precision. Your ruler should always be
active when working in word documents.
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[ ] Click the File Tab to go to Backstage view.
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[] In the Backstage view, click Account.

Account

Options

Info

»

Protect
Document =

Check for
Issues =

Q

Manage
Versions ~

Protect Document

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

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

\ersions

i There are no previous versions of this file,

L] If you would like to change the Office Background and Office Theme,
click the arrows to choose from the drop down menus.

Office Background:

Clouds

Office Theme:

Dark Gray

T
T

[] In the Backstage view, click Options.

Account

Options
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Versions

¥ There are no previous versions of this file,
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Spelling and Grammar: For now, you will turn off the check spelling and
grammar as you type boxes as shown below. With these settings checked,
red and blue lines are displayed under words in documents which can

be distracting.

[] Click Proofing in the Options menu. Uncheck spelling and grammar settings.

Word Options
G |
Enere ':‘,ECJ Change how Word corrects and formats your text.
Display

Proofing [;:? AutoCorrect options
Save

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs
Advanced

\
Language \
\
\ .
1 Ignore words in UPPERCASE
\ Ignore words that contain numbers
Quick Access Toolbhe Ignore Internet and file addresses

Add-Ins 1 Flag repeated words

Customize Ribbon

Trust Center “ [] Enforce accented uppercase in French
\ [ suggest frem main dictionary only
\

A Custom Dictionaries...
\ French modes: | Traditional and new spellings| ~

‘\ Spanish modes: | Tuteo verb forms only w
\

[\ When correcting spelling and grammar in Word

[] Check spelling as you type

[] Mark gramrmar errors as you type
[ Frequently cenfused words

[] Check gramrmar with spelling

Show readability statistics

Writing Style: |Grammar Only |~ Settings...

Next, you will set the Units of Measurement to inches: All of the
measurements in the instruction sheets in the WORD UNIT are described in
inches as all paper sizes are commonly referred to in inches (8 % x 11 is the
standard size of paper).

[] Click Advanced in the Word Options window.

Word Options

G | . . :
e D Advanced options for working with Word.

Display

Procfing Editing options

Save Typing replaces selected text

Language [[] When selecting, automatically select entire word
i

Advanced Allow text to be dragged and dropped
[ llea CTRI o Click ta fallrs hamerlink
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[] Scroll down in the window until you see the Display heading.
In the drop down menu Show measurements in units of: choose inches.

Woerd Options
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General

Display
Display
) Show this number of Recent Documents: 25 = NG

Proofing

O Quickly access this number of Recent Documents: |4 =
Save

Show this number of unpinned Recent Folders: |5 =
Language

Show measurements in units of:
Advanced . . . .

Style area pane width in Draft and Outline views:
Customize Ribbon [] Show pigels for HTML features
Cuick Access Toolbar Show shortcut keys in ScreenTips

= .
Add-Ins Show horizontal scroll bar

Show vertical scroll bar
Trust Center Show vertical ruler in Print Layout view

[[] Optimize character positicning for layout rather than readability
Disable hardware graphics acceleration

Update document content while dragging

Use subpixel positioning to smooth fonts on screen
Print

[ Use draft guality

Print in background &

[ Print pages in reverse order

O Print XML tags

[] Print field codes instead of their values

Allow fields containing tracked changes to update before printing
[] Print on front of the sheet for duplex printing

[] Print on back of the sheet for duplex printing

LA Srale rontent for A4 ar @ 5+ 11" naner cizer

[l Click OK

[ ] In the Backstage view, click Close to close the file.
It is not necessary to save this file.

Account

Options
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